
Marwen  
Coordinator of College Programs 
 
Status: full-time, salaried, exempt employee 
Benefits:  yes 
Reports to:  assistant director of education 
 
SUMMARY 
The coordinator of college programs will work primarily as a college counselor in partnership with the college, career, 
and alumni team to develop and maintain high-quality, comprehensive college programming to support students, 
alumni, and families and bring new resources to the department. S/he will also work closely with the education team to 
support Marwen’s mission.  

ABOUT MARWEN 
Founded in 1987, Marwen’s mission is to educate and inspire young people from under-resourced schools and 
communities in Chicago through the visual arts. Marwen provides completely free out-of-school visual art, college 
planning, and career development programs year-round to students from nearly every Chicago neighborhood. Practicing 
artists design and teach courses in a wide range of disciplines, including painting, drawing, sculpture, ceramics, 
photography, video, animation, design arts, and mixed-media.  

DUTIES AND RESPONSIBILITIES 
College Programs 
Secondary and Post-Secondary Counseling 

• Provide individual post-secondary counseling to Marwen students and families throughout the college 
application process or for alternative post-secondary plans 

• Provide individualized support to navigate the high school process for middle school students and their families  
• Build and maintain relationships with students and families and facilitate comprehensive outreach to grow 

counseling efforts  
• Create and maintain college preparation resources and materials for students and families 
• Facilitate financial aid support through counseling and workshops, with an emphasis on understanding financial 

aid options for low-income families and students  
• Support career development programs and career counseling services 
• Build new partnerships and support ongoing work with high schools, college admissions officers, and Chicago 

college access programs 
 

Programs: Events, Workshops, College Visits 
• Facilitate college preparation programs, including family and student workshops in the high school, college 

application, and financial aid processes 
• Coordinate and oversee the two departmental public events, College Fair and Career Fair 
• Organize all college visits to local and Midwest post-secondary schools  

 
Administration 

• Track students’ college application process and future plans; maintain detailed records and complete data entry 
on counseling and college admission information 

• Study, analyze, and generate reports on college admission trends and counseling statistics 
• Work in close collaboration with the college, career, and alumni team to plan programs, support students and 

families, and advance overall department goals 
• Attend all regularly scheduled meetings of the education department and all staff 
• Support education department events such as new student orientations and exhibition openings 

 
 
 



Alumni Programs 
College Support 

• Maintain relationships with alumni to provide guidance and resources post high school 
• Provide individual college counseling and resources as needed for alumni in post-secondary education, with an 

emphasis on community college and transfer students 
• Coordinate tracking initiative to track freshman-year college retention and assess feasibility of longer-term 

tracking initiatives for college graduation rates of Marwen alum 
• Support alumni communications through newsletters and the alumni Facebook page 

 
Qualifications  
S/he will have an extensive knowledge of the college application process, awareness of college options locally, 
regionally, and nationally, and comprehensive understanding of the financial aid process. The ideal candidate will have 
prior college and financial aid counseling experience, specifically with under-resourced and first-generation students and 
families. S/he will have a demonstrated and sincere desire to work with youth and demonstrated experience building 
relationships with students and families and connecting students to secondary and post-secondary opportunities.  
 
S/he will have an interest in students’ artistic growth and arts education, but extensive knowledge of the visual arts and 
portfolio development is not required. Also required is the ability to work a flexible schedule, including after-school 
hours and Saturdays. The ideal candidate will be able to prioritize tasks efficiently, have excellent communication skills, 
maintain databases, be detailed-oriented, and have a strong interest in non-profit program development.  
 
Marwen is an equal opportunity employer and, as such, we strongly emphasize the importance of diversity in our 
workforce. Marwen will also prioritize candidates with demonstrated proficiency in Spanish. 
 
Please email a cover letter and resume, with “Coordinator of College Programs” in the subject line, to 
careers@marwen.org by July 22. No phone calls regarding the position at this time.  
 
 
 


