
Job Title Program Associate (Fellowships)
PVN ID JJ-1803-002381
Category Administrative Services
Location JOHN JAY COLLEGE OF CRIMINAL JUSTICE

Department Prisoner Reentry Institute
Status Full Time
Salary Depends on qualifications
Hour(s) a Week 35
Closing Date May 01, 2018 (Or Until Filled)

General Description

The Prisoner Reentry Institute (PRI) at John Jay College of Criminal Justice is seeking a full-time Program
Associate to provide administrative support to its fellowship initiatives.  The Program Associate, under the
supervision of the Director of Fellowships, will assist with managing administrative tasks associated with PRI’s
fellowships. 

The ideal candidate will have strong written and oral communication skills, proven ability to develop and
maintain productive business relationships and to manage multiple commitments combining attention to detail
with productivity.

About the Prisoner Reentry Institute
The Prisoner Reentry Institute (PRI) is one of twelve institutes that collectively comprise the Research
Consortium of the John Jay College of Criminal Justice. PRI’s diversified portfolio reflects an overall focus on
understanding what it takes for people to live successfully in their communities after contact with the criminal
justice system, and on increasing the effectiveness of the professionals and systems that work with them.
These goals are pursued through several initiatives. PRI Educational Initiatives provide a college access
program in six state prisons and community-based services to assist people in enrolling and succeeding in
college post-release. This work is done alongside PRI Fellowship Initiatives, which provide opportunities for
students to combine their academic learning with field placements and professional development opportunities.
PRI is also the administrator of the NYC Justice Corps, which seeks to build beneficial relationships between
communities and young people who are returning to the community after criminal justice involvement. We also
undertake policy initiatives, focusing especially on housing options available to people after incarceration.
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Other Duties

Job Responsibilities:

The Program Associate reports to the Director of Fellowships and is responsible for the following:

Participate in the recruitment and outreach efforts for fellows and host sites for all fellowship initiatives,
particularly by scheduling class presentations, connecting with student groups, and otherwise raising
awareness of and building interest in the fellowships.
Coordinate the interview and selection processes.
Schedule fellowship courses and other enrichment activities.
Schedule site visits and supervisor evaluations for all fellowships.
Update and maintain a Salesforce database of contact info and other information on fellows and alumni.
Develop and maintain social networking groups for current and past fellows (e.g., LinkedIn, Twitter).
Under the leadership of the Program Coordinator, draft a newsletter that contains relevant information for
fellows and alumni, such as internship and job opportunities, sponsored events, and current affairs in
youth justice, public advocacy and other related topics
Other duties as assigned

Qualifications

Qualifications:

We are seeking candidates who excel in management, are highly organized, and who balance self-directive
and collaborative instincts.  Candidates should have:

An undergraduate degree and related professional experience;
A track record of skillful administrative and logistics management;
A demonstrated commitment to building and maintaining strong working relationships among diverse
stakeholders;
Strong communications skills including superior writing ability;
Excellent computer skills (MS Excel, MS Word, MS PowerPoint);
Familiarity with various social media platforms;
Experience with Salesforce a plus; and
Knowledge of criminal and youth justice issues, policy advocacy, and experience working with students a
plus
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