
 
 

Job Description 

Leadership Rhode Island’s mission is to engage and connect people through shared experiences that 

positively transform individuals, organizations and communities. We envision a Rhode Island that is 

flourishing — economically, civically, culturally — built on a foundation of ever-improving human capital 

whose strengths and potential we spend each day revealing and igniting. And, we see the lessons of this 

lively leadership experiment being shared and amplified around the country and the world to nurture 

the kind of fully-engaged societies that create lasting, positive change. 

 

Our momentum is the strongest it’s ever been. Since 1981, LRI has inspired emerging and established 

leaders to create change in their communities and measured results through cohort-based programming 

and individual enrichment programs/events. In the past eight years, LRI has evolved and grown by 

collaborating with and mobilizing local citizenry in new transformational ways. We've turned around a 

bankrupt city, staged the first statewide strengths-based convening, and moved workforce engagement 

rates statewide from the worst to the best in the country.  And, as we approach LRI’s 40th anniversary 

(2020), we’re excited to celebrate four decades of leadership legacy and for the potential to expand the 

scale and scope of our work substantially over the coming years. 

 

Our staff is passionate about Rhode Island and appreciates nurturing transformational relationships for 

the betterment of our state. We live a Strengths-based culture, one that energetically embraces and 

leverages our individual and collective strengths to achieve our vision. We’re known for our quality, 

agility, thoughtfulness, and mission adherence. We change lives.  

 

Under the direction of the Director of Programs, you will facilitate the delivery of our College Leadership 

Rhode Island (CLRI) program curricula and experiential activities which integrate leadership skills, 

relationship building, career readiness, civic understanding, and community engagement. Additionally, 

the College Program & Alumni Coordinator engages CLRI program alumni through meaningful, 

transformational opportunities. Ideally, you’re an “expert in doing” who is comfortable thinking through 

the small details of big visions and builds relationships to go farther together.  You are willing to invest 

energy into starting your career in a support role in an ever-evolving, fast-paced, dynamic environment. 

If you are ambitious about goals, but like to have fun collaborating as a strengths-based team to reach 

them, you’ll be in good company.  

https://www.leadershipri.org/college-program
https://www.leadershipri.org/college-program


CLRI Program Coordination 

● Executing all logistical aspects of the College Leadership Rhode Island (CLRI) program to ensure 

objectives and timelines are fulfilled. 

● Managing CLRI session days, enhancements and event logistics, including but not limited to, 

coordinating site venues, vendors, meals, invitations, registration processes and relevant 

materials. 

● Coordinating and supporting CLRI program co-chairs, vendors, volunteers, speakers and host 

sites. 

● Communicating with CLRI program participants regarding programmatic logistics and managing 

class Facebook groups.  

● Facilitating career connections for CLRI program participants with LRI alumni and the broader 

community. 

● Leading CLRI program nominations and recruitment in partnership with colleges and universities 

and the community at-large. 

● Scheduling, organizing and facilitating applicant panel interviews.  

● Continually developing and expanding upon knowledge of program related issues while 

maintaining contact with key leaders involved in those issues. 

● Evaluating program goals and monitoring progress of outputs, outcomes and impact. 

● Assisting with communication and promotional efforts, which may include performing mail-

merges, assembling complex mailings, email broadcasts, and thank you notes 

● Preparing selection paperwork, program packets, background materials, reports and research as 

needed. 

● Maintaining detailed and confidential records, both electronic and hard copy. 

● Attending program and other relevant meetings. 

CLRI Alumni Engagement 

● Creating, organizing and executing high-quality, meaningful CLRI alumni engagement and 

programming opportunities  

● Evaluating CLRI alumni engagement goals and monitoring progress  

● Managing and maintaining the integrity of CLRI alumni data and drive database improvement 

and utilization 

● Communicating CLRI alumni successes internally and externally 

● Supporting capacity building and development by encouraging CLRI alumni giving  

  



● You have a passionate commitment to Rhode Island. 

● You are organized – you juggle various tasks by setting priorities, managing your time to meet 

deadlines and monitoring progress to make sure nothing falls through the cracks on your watch. 

● You are an adaptive planner – you assess situations, determine strategies to move forward, set 

goals, create and implement action plans, and evaluate the process and results. 

● You are human-centered – you anticipate, understand and respond to the needs of internal and 

external stakeholders to meet (and exceed) their expectations. 

● You build relationships - you enjoy listening to and engaging with people of all walks of life. 

● You communicate clearly – you can explain anything to anyone in a clear, thorough and timely 

manner using appropriate and effective communication tools and techniques. 

● You are a facilitator – you are a skilled listener and remain patient and calm under pressure. 

● You are self-directed – you take initiative and positively influence others to achieve results in the 

best interest of the organization. 

● You foster teamwork – you enjoy working collaboratively with staff and volunteers to set goals 

and find creative/innovative solutions that strive towards excellence. 

● You stay ahead – you are always seeking to understand current trends and  best practices 

● You behave ethically and align with the values of the organization. 

● You are flexible and able to attend functions, which may take place outside the typical 9-5 

workday. 

● You have basic computer/technology skills and easily learn new systems. 

● You have reliable transportation and can lift up to 30 pounds. 

● Experience developing curricula and/or coordinating educational/training programs 

● Experience planning events, working with volunteers or engaging alumni 

● Personal history/connection with Leadership Rhode Island 

● Experience using Salesforce, Form Assembly, Eventbrite, and/or Survey Monkey 

 

 

 
 


