
Young Chicago Authors Youth Outreach Coordinator
Job Description 2021-2022

About Young Chicago Authors
Through creative writing, Young Chicago Authors helps young people from all
backgrounds to understand the importance of their own stories and those of others
so that they can pursue the path they choose and work to make their communities
more just and equitable. YCA does this through various arts education programs in
and out of schools, introducing thousands of young people across Chicago to diverse
creative voices and encouraging them to develop their authentic narratives.

For nearly three decades, Young Chicago Authors has seen the transformation that
occurs when a young person realizes the power in their voice. Shaping their
experiences into an artistic medium helps young people see themselves more fully.
A deepened commitment to safe spaces ensures our young people have a
community to share their narratives with others and conceptualize their ability to
make positive change around them. To this end, YCA seeks to have its participants
accomplish the following:

● Artistic learning and expression
● Social and emotional learning
● Academic success and foundational skills

Organizational Values
Empathy, innovation, self-awareness, judgment, and teamwork are five of our core
values that we lead with at YCA. We show these by:

● Belief and respect in the power of youth voice
● A strong desire to inspire, empower, and encourage young people in their

artistic development
● Have a clear understanding of the Accountable Space Policies used at YCA,

which includes: respect for diversity; acknowledgment of racism, sexism,
transphobia, homophobia, fatphobia, ableism, and ageism in art; and work to
ensure that we don’t bring these hindrances into our spaces and programs

● Awareness of the intersectionalities prevalent in the communities that we
serve



JOB OVERVIEW

Job description:
Our programs are only successful if we have the power to bring young people
together from diverse backgrounds and different parts of the city. Under the
leadership of our new Executive Director, our organization is in a place of exciting
change and growth. YCA seeks to hire a Youth Outreach Coordinator (YOC) to lead
our recruitment, student support systems, community relations, and special project
work.

The YOC will play a key role in both the Programming and Education Departments
by developing strategies that strengthen our relationships with students, educators,
and parents. This role is focused on bridging the gap between YCA, our youth
participants, and our education partners while amplifying the resources available to
the young people we serve.

The YOC will serve as the liaison between what we do and who we serve. YCA is
growing our capacity to reach more people than in the past who would benefit from
arts programming, and this role will be critical to expanding our reach throughout
Chicago.

The YOC will report to the Director of Programs and serve as a critical part of YCA’s
coordination team.

Candidate Requirements:
● 2- 3 years experience networking and recruiting through youth outreach in a

community organization or educational capacity
● Ability to plan and implement a new Youth Advisory Council based on the

foundation established with the Safe Space Accountability Team
● Experience creating surveys and analyzing data
● A self-starter with exceptional project management and communication skills

(written and verbal)
● Results-focused, highly organized self-starter who works effectively with

others and independently
● Ability to work autonomously as well as take direction as needed
● Excellent organizational and project management skills
● Ability to confidently manage a high-volume, deadline-driven workload with

poise and optimism
● Strong marketing and relational skills

Key Responsibilities:
Student recruitment:



● Works with schools, community groups, and youth-based organizations to
identify and develop partnerships for youth engagement.

● Works with our Director of Programs to identify recruitment goals for
individual programs.

● Develop and effectively implement a high-level strategy to ensure a robust
recruitment plan for existing YCA programs within Chicago Public Schools

● Oversee and convene our Youth Accountability Team and create an
engagement calendar

● Provide information regarding programs and program benefits to prospective
participants and parents through various forms of communication (calls,
emails, in-person, school visits)

● Coordinate student recruitment and enrollment efforts at YCA events and
opportunities that present themselves in the city

Special projects:
● Manage and provide oversight for special project work as assigned by the

Executive Director

Community relations:
● Lead and organize opportunities for YCA to participate in local and

district-level school expositions and fairs
● Help in the development of YCA’s “community based” programming (FKA

Student supports:
● Define a pipeline for student engagement within YCA programs
● Create materials that share YCA’s resources with our young people
● Research and develop a scholarships pathway for our students
● Direct outreach and recruitment to schools, organizations, libraries, ect to

increase attendance at public workshops
● Collaborate with development coordinator on evaluation tools and processes

for programs with
● Communication with youth about programming
● Focus groups? - gather community input
● Build strong relationships with youth
● Create and strengthen external partnerships

Knowledge and Abilities
● self-directed individual who embraces the opportunity to build strong

relationships with students and community partners and increase awareness
of our programs in youth populations and throughout the Chicago area.

● Successful candidates will demonstrate exceptional public relations,
communication, project management, and organizational skills.



Qualifications
● Bachelor's Degree or relevant experience
● Outstanding writing, creative communication, and organizational abilities
● Strong skills in project management and excellent attention to detail
● Ability to think critically and strategically
● A proactive, visionary, and independent work style
● Willingness to take on new projects as they arise
● Proficiency with MS Office, Google apps, and social media, experience with

MailChimp and SurveyMonkey a plus
● Experience with Canva and/or graphic design software preferred
● Positive outgoing personality; ability to work with a wide variety of

communities
● Ability and willingness to work occasional nights or weekends, as necessary
● Understanding of and commitment to youth development and/or arts

education

Compensation & How to Apply
Full time position (35-40 hrs per week)
Blue Cross Blue Shield medical, dental, and vision insurance
Salary of $45k
To apply, send a cover letter and resume to: employment@youngchicagoauthors.org
with “Youth Outreach Coordinator” as the subject line.

Target start date: September 7, 2021

Equal Employment Opportunity (EEO) Statement
YCA is an equal opportunity employer committed to fostering a diverse and
equitable environment in which all staff can excel regardless of race, ethnicity, age,
faith, gender identity, sexual orientation, and ability. People of color, women,
individuals with disabilities and veterans are encouraged to apply.

mailto:employment@youngchicagoauthors.org

