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Hawaii Literacy Service Position Description 

 
Job Title: Summer Operations Coordinator 
 
Position Description 
This volunteer/intern position will coordinate the Summer Meals Program for youth living in and around Mayor Wright 
Homes, a public housing site, to ensure that students continue to receive healthy and free meals during the school 
break. Additionally, this role will support our on-site educational summer programs, help to coordinate and manage 
volunteer meal service teams, and help with other components of the summer program to ensure the delivery of 
impactful services.  
 
Essential Job Duties and Responsibilities 

1. Lead the set-up of the meal service area and supplies and receive the meal delivery each day to ensure timely 
and accessible service; 

2. Help to manage and support daily volunteer meal-service teams;  
3. After meal service, work with children at the Family Libraries to help them build their literacy skills; 
4. Promote the Summer Meals program, attendance at our Family Libraries, and participation in the Summer 

Reading Challenge;  
5. Maintain attendance and other service records; and 
6. Provide support to the Program Manager by helping to track and organize supplies for Summer Meals service. 

 
Desired Qualifications 

 Experience and desire to work with youth; 

 Experience providing activities to groups of youth, ideally in an education or learning setting; 

 Very strong organizational skills; and ability to accurately track attendance and service data;  

 Strong interpersonal and communication skills; and ability to work well as part of a team  

 Ability to work independently and purposefully to meet stated goals of position; and 

 Helpful, but not required: Able to work effectively with Microsoft Office suite, Kindle tablets and education apps.  
 

Why Work with Hawaii Literacy?  
This position is a great opportunity for a smart and resourceful individual to gain practical experience and to learn under 
the direct supervision and with the support of the Family Literacy Libraries Program Manager.  

 Develop literacy tutoring, classroom management, volunteer management, and critical data management skills  

 Gain experience in a nonprofit environment with an education focus 

 Work in a relaxed environment 

 Teach enthusiastic and energetic students 

 Join a group of supportive co-workers who are passionate about their work. We share an all-hands-in approach!  

 Be part of a growing nonprofit working since 1971 to end illiteracy in Hawaii 
 
Agency Background 
Founded in 1971, Hawaii Literacy is a 501(c)(3) non-profit organization committed to serving Hawaii’s high need communities 
through our five proven programs: Adult Literacy, the Bookmobile, English Language Learner Drop-in Center, the Family Literacy 
Libraries, and Parents Achieving Literacy. We provide thousands of books, free tutoring, literacy-building activities, and educational 
help for 3,000 adults and children in need each year. Through our services, we hope to break the intergenerational cycle of poverty 
by giving disadvantaged children and adults the opportunity for a better future, and encouraging greater literacy to help build 
stronger communities. Currently our programs reach children and adults on Oahu, Kauai, and Hawaii Island, and are supported by 14 
staff members and 325 volunteers.  


