
Job Opening - Training Director

Since 1979, Literacy New Jersey (formerly Literacy Volunteers of New Jersey) has been
committed to strengthening New Jersey’s workforce, families and communities by ensuring that
free, high quality literacy instruction is available to low literate adults in every New Jersey
community.

Literacy New Jersey provides free instruction to adults who need help with reading, writing,
math and speaking English. Trained volunteer tutors work with adults one-to-one or in small
groups to help them improve their language and literacy skills so they can reach their life goals.
Our students are at the lowest levels of literacy, including those who seek to learn English as a
Second Language, improve their basic reading and writing skills, prepare to obtain their High
School Equivalency diplomas, or become U.S. citizens.

The Training Director will ensure that we have a robust, high quality system of training and
professional development for our statewide network of programs.

Specific duties:
Coordinate our annual, statewide conference, including leading a team of staff and trainers to
develop the conference program

Oversee an annual training schedule of pre-service tutor training for Literacy NJ and Affiliates

Convene a team of tutor trainers and master trainers to assess training needs, evaluate current
training, develop and update training as needed

Oversee Literacy NJ’s Trainer Certification program

Develop in-service training to support specific projects; work with programs to increase
collaboration on local in-service workshop delivery

Manage professional development contracts with outside agencies; work to standardize
fee-for-service model

Support Literacy NJ’s MLK Day of Service events, working in conjunction with program leaders

Present tutor training, Train the Trainer, and in-service workshops, or work towards qualification
to train in these areas



Above duties are for job evaluation purposes only and do not define the total details, nor limit
the scope of duties of this position.

Qualifications:

1. B.A. or equivalent from an accredited college or university.
2. Minimum of three years of experience in adult literacy education. Advanced skills may

be substituted for experience.
3. Ability to lead, develop, and evaluate effective training.
4. Ability to successfully meet deadlines and manage grant outcomes.
5. Ability to lead a team of volunteers and/or staff to complete projects.
6. Willingness to work flexible hours.
7. Computer literacy: Google Workspace, Excel, Zoom.
8. Communicate clearly and effectively in English, both orally and in writing.
9. Ability to write correspondence, media materials, newsletters and memoranda.
10. Ability to effectively prioritize and organize assigned work, analyze problems, develop

effective work methods and meet deadlines.
11. Ability to maintain a poised and professional demeanor which includes sensitivity to

cultural diversity, and to represent the organization in a professional manner.
12. Ability to work collaboratively with the statewide team.

This is a full-time, 35 hr./week, grant-funded position. The position can be remote with the
exception of occasional meetings.

Salary range: $60,000- $70,000, based on experience.

To apply, please send your resume and cover letter to Jessica Tomkins at
jtomkins@literacynj.org.
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