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JOB DESCRIPTION
Title HFCA Success Coach (Hybrid: In person and Virtual)
Direct Supervisor RTI Manager / Principal
FLSA Status Hourly / Non-Exempt
Employment Status Part-time (Summer 20 hours per week at $18 per hour - 3 positions); 

School Year - 2 salaried positions)
Campus 4030 N. 29th Street, Milwaukee, WI 53216

BACKGROUND

Dr. Howard Fuller Collegiate Academy was established in 2004 as CEO Leadership Academy (and later 
named Milwaukee Collegiate Academy) to provide families with access to high quality education for all 
of Milwaukee’s high school aged students. Our scholars earn college acceptance at a rate of 100% year 
after year and we employ intelligent, compassionate, and community centered educators who are 
willing to do the hard work of setting high expectations for themselves and the students they serve. As 
we prepare to transition out of the pandemic and confront the losses our children have experienced in 
learning and opportunity, we will double down on our personalized approach to learning and post-
secondary preparation.

POSITION SUMMARY

The Success Coach is responsible for providing direct tutoring and mentoring to scholars in 9th - 10th 
grades. Day-to-day, the Success Coach will mentor scholars in their habits of note-taking, studying, 
reading and mathematics to ensure that learning principles are being applied with excellence, then 
guiding or re-teaching the scholar when learning is incomplete. 

The Success Coach is a vital part of our instructional approach. Coaches will provide personalized 
support to our scholars, track and celebrate their success, and communicate with school leadership and 
parents as necessary. An ideal Success Coach is someone who is detail oriented and whose own post-
secondary experience can serve as a role model to our scholars.  

Additionally, our Success Coach will be assigned a small group of scholars to meet with each week as a 
group and hold 1:1 check-ins with individual students.  Most of all,the Success Coach will help the 
scholar feel connected and empowered to be successful. 

● HFCA/MCA/CEO Leadership Academy graduate  
● Proficiency with Google (gmail, calendar, google docs, sheets, forms, slides, etc.)
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● Proficiency with multiple communication platforms (e.g. zoom, social media, etc.)
● Strong organizational skills and ability to meet deadlines
● Strong interpersonal skills and the ability to communicate effectively
● Familiarity and comfort working with students
● Satisfactory completion of training orientation
● Reliable internet and phone is required

ESSENTIAL DUTIES & RESPONSIBILITIES

● Facilitate student learning by helping students progress towards course completion and 
problem solve any barriers and seek solutions 

● Attend program orientation session to gain familiarity of the program expectations
● Oversee a group of approximately 10-15 students
● Connect with group of mentees daily and individually on a weekly basis
● Motivate and inspire students to support investment in the program
● Consult with HFCA leadership on resources, guidance, and direction to best support 

students and to identify students of concern (based on attendance, not completion of 
the coursework)

● Make accountabilaity phone calls to student and families

BENEFITS OF BEING A HFCA ALUMNI MENTOR

● Develop leadership and interpersonal communication skills
● Obtain work experience to continue to strengthen resume 
● In the spirit of our HFCA community helping each other, we hope the mentorship 

provides connections with students across all grades and a variety of academic core 
content (ELA, Math, Science, History) that extend beyond the program

● Make an impact by helping HFCA students succeed academically

EQUAL OPPORTUNITY EMPLOYER

HFCA complies with applicable state and local laws governing non-discrimination. We are 
committed to equal employment opportunities (EEO) to all employees and applicants for 
employment without regard to race, color, gender, disability, genetic information, marital 
status, age, religion, sexual orientation, or national or ethnic origin. This policy applies to all 
terms and conditions of employment, including, but not limited to, hiring, placement, 
promotion, termination, lay-off, recall, transfer, leave of absence, compensation, and training.

HFCA expressly prohibits any form of unlawful employee harassment based on race, color, 
religion, gender, sexual orientation, national origin, age, genetic information, disability, or 
veteran status. Any actions or behaviors that create an uncomfortable work environment and 
prohibit an employee to perform their expected duties will not be tolerated.


