
 

JOB DESCRIPTION 
 

 

  

JOB TITLE: Youth Services Program Manager LOCATION:  Atlanta 

REPORTS TO: Associate Director, Youth Services DEPARTMENT: Youth Services 

STATUS: Exempt - Full time position REVISED: 08_2025 
 

 

About the Latin American Association  

The mission of the Latin American Association (LAA) is to empower Latinos to adapt, integrate and thrive. Our vision 
is ‘Opportunity for all.’ 
 
The Latin American Association works to lower the barriers to economic mobility and prosperity that Latino 
immigrants face as they adapt and integrate to life in the United States. No other organization in Georgia serving 
Latinos has the geographic reach, breadth of services, expertise and longevity that the LAA has. 
 

Founded in 1972 to serve Atlanta’s then-emerging Latino population, the LAA has grown to become the region’s 
leading agency representing Latino issues.  The LAA invests in individuals’ and families’ abilities to pursue education, 
employment, and other opportunities that lead to improved economic stability and quality of life.  Our 52-year 
history and community-based mission render the organization truly unique in its work and capabilities.  The LAA 
stands as the oldest, most trusted and only fully bilingual organization in the region focused exclusively on the needs 
and concerns of the Latino community.   
 

Serving nearly 44,000 individuals each year, the LAA offers Atlanta area Latinos an extensive range of evidence-based 
services, programs, and support to help them fully and successfully integrate into the community.  Our core 
programs include: Family Well Being, Economic Empowerment, Immigration Legal Services, Youth Education and 
Adult Language Services.    
 
POSITION SUMMARY: The Youth Services Program Manager is responsible for leading and facilitating the Youth 
Leadership Academy (YLA) school program.  This role works closely with school administrators, teachers, parents, and 
students to support academic achievement, career readiness, and personal growth.  The Program Manager fosters 
parent engagement as advocates for their students and empowers youth to persist in their education and pursue 
future opportunities. 
 
REQUIRED QUALIFICATIONS: 
 
Education and Experience: 

• Bachelor’s degree in a related field (e.g., Education, Human Services, or Counseling)  
• Minimum of two years’ experience in the education field, preferably working in middle/high school settings 

or K-12 programs 
• Minimum of two years’ experience in Program Management 
• Pro- Solutions certification in Child Abuse and Neglect 
• Mandated Reporter certification 
• Current CPR & First Aid certified  

 
  



 
 
Knowledge, Skills, and Abilities:  

• Ability to navigate and work effectively within public school system processes and operations, particularly 
regarding student enrollment. 

• Strong organizational skills with flexibility and effective time management 

• Experience developing curriculum and instructional materials 

• Excellent written, oral, and interpersonal communication skills 

• Bilingual proficiency in English and Spanish (written and spoken) 

• Strong project management skills with attention to detail and deadlines 

• Proficiency in desktop and online software, including Microsoft Office Suite (Word, Excel, PowerPoint, 
Outlook), Google Docs, Jotform, and Canva 

• Valid Geogia driver’s license and a clean driving record/history 

Physical Demand 

• Frequently required to stand, walk, sit, talk, hear, use hands to handle objects/tools/controls, and reach with 
hands and arms 

• Occasionally required to stoop, kneel, crouch, crawl, climb stairs balance, taste or smell 

• Occasionally required to lift or move up to 25 lbs. 

Work Environment 

• Regular, on-site attendance is required 

• Work is primarily performed in a climate-controlled office setting with moderate noise levels 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  
 

• Plan and coordinate weekly activities for the Youth Leadership Academy (YLA) school program, including in-
person school visits based on approved calendars 

• Build and maintain successful, trusting relationships with students, parents, partner organizations, and 
schools to enhance services and support client success 

• Evaluate program effectiveness, monitor student progress, and provide recommendations for program 
improvement 

• Schedule and conduct school visits to present the benefits of higher education and career pathway 
development to middle and high school students 

• Organize and deliver parent presentations on advocating for and supporting their child’s education and 
career readiness 

• Coordinate enrichment opportunities such as field trips, college tours, and service-learning activities 

• Collaborate with the team on planning and implementing the Latino Youth Leadership Conference 

• Participate in community events (e.g. Soccer in the Streets, school or neighborhood outreach) to promote 
youth services and engage families 

• Supervise and guide youth department interns in delivering programming at schools 

• Drive the LAA van to transport students for YLA-related activities, as needed 

• Maintain flexibility with work hours, including occasional evenings and weekends 

• Perform other duties as assigned 
 



 
 
This job description should not be construed to imply that these requirements are the exclusive standards of the 
position.  Incumbents will follow any other instructions and perform other related duties as may be required by their 
supervisor. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential 
functions of the job. 
 
To learn more about the LAA visit us at: www.thelaa.org 
 
 
 
  

http://www.thelaa.org/

