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Job Title:  	 Site-Based Specialist Full Time 
Reports to:	 Site-Based Manager 
Department:	 Program 
Category:	 Non-Exempt 
Status:	 Full-Time / 40/week 
Salary:	 $40,000 

Position Description:  
  
Big Brothers Big Sisters of Greater Cincinnati is seeking a dedicated and passionate full-time 
Site-Based Coordinator to oversee our school-based mentoring programs. The Site-Based 
Coordinator will play a key role in facilitating meaningful mentoring relationships between 
volunteers (Bigs) and youth (Littles) in school settings, ensuring that each match receives the 
support and guidance necessary for success. 

JOB RESPONSIBILITIES 
• Match Support: Provide ongoing support and guidance to matches in the school-based 

program, including regular check-ins with mentors, mentees, and school staff to 
assess progress and address any concerns. 

• Match Enrollment and Screening: Coordinate the enrollment process for youth 
(Littles) and volunteers (Bigs) in the program, including conducting interviews, 
completing necessary paperwork, and ensuring compliance with agency policies and 
procedures. 

• Program Implementation: Collaborate with school administrators and staff to 
implement the mentoring program within designated schools, including scheduling 
mentoring sessions, coordinating activities, and providing logistical support as 
needed. 

• Data Management: Maintain accurate and up-to-date records of match activities, 
including match progress, attendance, and outcomes, using agency databases and 
tracking systems. 

• Communication and Outreach: Serve as the primary point of contact for schools, 
volunteers, and families participating in the program, communicating regularly to 
provide updates, resources, and support. 

• Evaluation and Reporting: Assist in the evaluation of program effectiveness by 
collecting and analyzing data related to match outcomes, participant satisfaction, and 
program impact, and preparing reports as needed. 

Evaluation of Performance 
Performance will be evaluated based on meeting the requirements of this job description; 
achieving performance metrics and quality indicators established for the position; working 



effectively in a team environment; and demonstrating the values of Big Brothers Big Sisters of 
Greater Cincinnati. 

Required Qualifications 
• Bachelor’s degree from accredited college or university, or equivalent experience 

working in nonprofit or school setting. 
• Strong relationship-building and communication skills. 
• Experience building positive relationships with youth from a variety of backgrounds, 

communities and lived experiences.  
• Ability to facilitate groups and engage students in meaningful discussion and activities. 
• Ability to manage multiple schedules, relationships, and responsibilities in a fast-paced 

environment. 
• Ability to pass background checks including National Sex Offender Registry, Criminal 

History, and driving record check. 
• Ability to pass a drug screen. 
• Valid driver’s license with minimum state-required automobile insurance and reliable 

transportation. 
• Proficiency with Microsoft Office and standard office equipment. 

Preferred Qualifications 
• Experience working in schools, youth development, mentoring, workforce development 

or nonprofit settings. 
• Experience with data entry and case management. 
• Bilingual communication abilities. 

Physical Demands / Work Environment 
• Work is conducted within schools, in office, and workplace partner sites throughout the 

year. 
• Travel approximately 50% of the time to meet agency needs, attend meetings, facilitate 

sessions, and visit schools or workplace partner sites (generally within Greater 
Cincinnati) 

Compensation 
• Award-Winning Workplace – We’re proud to be named one of the 2025 Cincinnati 

Business Courier’s Best  
Places to Work! This recognition reflects our commitment to building a positive, 
inclusive, and engaging environment where every team member can thrive and make a 
real impact. 

• Flexibility That Works for You – We believe great work happens when people have 
balance. Our flexible approach helps you succeed both at work and in life. 



• Competitive Pay + Bonus Potential – We offer a competitive salary along with a 2–6% 
year-end bonus opportunity, rewarding the impact you make throughout the year. 

• Time to Recharge – With nearly 10 weeks of paid time off each year (including vacation, 
sick time, and holidays), you’ll have the time you need to rest, reset, and bring your best 
energy to the mission. 

• Comprehensive Benefits – We generously cover a portion of health, dental, vision, and 
retirement plans designed to support your well-being now and in the future. 

• Purpose-Driven Culture – Join a passionate, supportive team that’s deeply committed to 
growth, balance, and making a lasting difference in the community. 
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