
ST. MARGARET OF SCOTLAND EPISCOPAL SCHOOL 

JOB DESCRIPTION 

 

Position Title: Assistant Director of Breakthrough San Juan Capistrano   000.00 

 

Reporting Relationship: 

The Assistant Director of Breakthrough San Juan Capistrano (Assistant Director) reports 

directly to the Director of Breakthrough San Juan Capistrano. 
 

Position Objectives: 

The Assistant Director is responsible for managing Breakthrough San Juan Capistrano’s day-to-

day program. The Assistant Director serves on a small Breakthrough team and must work 

collaboratively. A strong sense of purpose and vision for expanding educational opportunities for 

youth who are under-represented in higher education is an essential characteristic for success in 

this role, as are a love of learning, sense of service, growth mindset and strong work ethic. 
 

Essential Duties/Responsibilities include the following.  Other duties may be assigned. 

The Assistant Director: 

1. Oversees all aspects of Breakthrough’s middle and high school programs and ensures 

enrollment, attendance, academic and college readiness goals are met. Maintains positive 

and frequent communication with key stakeholders such as Breakthrough parents, CUSD 

administrators and potential donors or supporters. 

2. In collaboration with the Director, manages the implementation of the five-year strategic 

plan, specifically the priorities to: serve more students, support students through college 

graduation and create institutional sustainability.  

3. Assists with college counseling, including awareness of the college admissions process, 

financial aid and matriculation.  

4. Understanding of college admissions landscape, including maintaining relationships with 

university and college representatives. 

5. Manages programmatic aspects of Breakthrough SJC’s intensive summer program 

including but not limited to organizing facilities, curriculum, summer events, preparation 

of students and teachers, orientation week and wrap up week. 

6. Provides guidance to the College Mentor Program- Breakthrough’s programing for on-on-

one mentoring between community members rising high school seniors-including 

facilitating trainings for mentors and mentees.  

7. Recruits, helps select and orients incoming Breakthrough middle students.  

8. Assists Director with recruitment, selection and management of Breakthrough SJC 

Teaching Fellows, Instructional Coaches and additional summer staff. 

9. Supports the academic and social-emotional needs of all Breakthrough students. 

10. Assumes leadership authority for the Breakthrough program in the absence of the Director. 
 

Qualifications: 

To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or 

ability required.  Reasonable accommodations may be made to enable individuals with disabilities 

to perform the essential functions. 
 

 Educational and/or Experience: 

Must have a Bachelor’s degree and experience working with middle or high school students 

from underrepresented communities. Must have experience working in collaborative team 

environments. An understanding of the college admissions process and awareness of 

college access are highly preferred.  Prior experience with Breakthrough or similar 

intensive academic, youth organizations is highly preferred. 
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Language Skills: 

Strong writing and public speaking skills are essential. Bilingual in Spanish will be highly 

preferred. 

  

Interpersonal Skills: 

The ability to work on multiple projects, adhere to deadlines, exercise good judgment and 

collaborate in a team is essential. Experience managing others, leading or “owning” a 

program and a demonstrated level of commitment to an organization or project are also 

imperative. Candidates must also possess outstanding interpersonal and communication 

skills with students, families, and educators; including cross-cultural sensitivity. 

 

 Reasoning Ability: 

Must possess the ability to evaluate programming, faculty and students in a constructive 

manner in order to continually build a stronger program. The ability to be resourceful, 

detailed and solution-oriented in a timely fashion is imperative to success in this position. 

 

Physical Demands: 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

While performing the duties of this job, the employee is regularly required to sit and talk 

or hear.  The employee is frequently required to use hands to finger, handle, or feel.  The 

employee is required to stand, walk, and reach with hands and arms. The employee must 

have a current California driver’s license and must maintain it current at all times. 

 

Work Environment: 

The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

The activity level in the work environment can be very high at peak times throughout the 

day, and is characterized by potential interruptions due to teacher, parent and student 

service – including walk-ins and telephone calls.  The noise level in the environment varies 

from usually low in the office areas to moderate and high on the playing fields of the 

campus. 

 

FLSA STATUS:   Exempt 

 

 

 

Est. 11/2007, Updated 4/2018 

FSLA & ADA Compliant  


