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Second Baptist Church’s Impact Ministries (SBCIM) is dedicated to addressing the multifaceted needs of residents residing in economically disadvantaged and underserved localities, specifically centered around Erie's Lower East Side and adjacent communities. As such, SBCIM is seeking a highly organized and detail-oriented or a part-time administrator/proctor to join our team!

Position Summary 
The grant funded part-time Administrator/Proctor supports the daily operations of the organization while assisting with the delivery of instruction to program participants. This role balances administrative duties with proctor responsibilities and includes oversight of classroom operations, ensuring that learning spaces are organized, well-maintained, and used effectively. This position reports to the Program Director.

Salary: $18.00 -$20.00 hourly (commensurate with experience) Grant Funded position
Application Deadline: March 13, 2026 

Responsibilities Include: 

Administrative and Office Support 
- Manage daily office and program functions, including scheduling, communication, and documentation. 
- Maintain accurate cohort records, prepare reports as needed, monitor and track attendance and cohort success in compliance with organizational procedures. 
- Manage organization’s social media and website presence updating where necessary. 
- Prepare professional correspondence, memos, and written communications. 
- Serve as a point of contact for staff, participants, and visitors. 
- Coordinate and manage supplies, materials, and equipment. 
- Assist with grant monitoring and management. 
- Other duties may be assigned by the Program Director.

Classroom Coordination 
- Oversee classroom operations, ensuring efficient use of space and resources. 
- Maintain an organized, safe, and clean learning environment. 
- Monitor classroom equipment and request repairs or replacements as needed. 
- Ensure instructional materials are available, stocked, and properly stored. 
- Support classroom setup for daily instruction, special activities, or events. 








Proctor Responsibilities 
- Assist with the delivery effective instruction provided through distance learning. 
- Work with Ebenezer Outreach Ministries (EOM) Instructors to manage classroom environment in an effort to keep students on track.
- Work with EOM instructor to evaluate participant progress and provide constructive feedback. 
- Document attendance, performance, and course completion. 
- Foster a positive, respectful, and inclusive learning environment. 
- Be open to becoming an on-site instructor through train-the-trainer learning.

Qualifications
- High school diploma required; associate or bachelor’s degree preferred. 
- Experience in administration, instruction, training, or similar fields. 
- Strong communication, organizational, and multitasking skills. 
- Proficiency with computers and office software (Microsoft Office, Google Workspace, etc.). 
- Ability to work independently and manage time effectively. 
- Comfortable presenting to groups. 

Preferred Skills 
- Experience in the organization’s service area of pharmacy tech training.
- Knowledge of adult learning principles or classroom management. 
- Familiarity with database systems or program software. 
- Knowledge of grant writing and/or management.

Work Schedule 
- Part-time: (25-30 hrs./ week for 35 weeks per year). Face-to-face environment.
- Note that the weekly schedule is flexible based on cohort start and end dates and assignments given by the program director.
 
Work Environment and Travel 
- SBCIM Office (located within the church building) and classroom setting. 
- Regular interaction with staff, students, and community partners
- Limited travel may be required. 

To apply please submit your resume and three professional references by email at impact@SBCerie.org or by mail at 757 East 26th Street, Erie, PA 16504 by Friday, March 13, 2026.









SBCIM Mission: 
Second Baptist Church’s Impact Ministries is a non-profit organization dedicated to the transformative power of opportunity. It empowers the residents of Erie's Lower East Side and surrounding communities by equipping them, especially youth and young adults, with the skills, resources, and confidence needed toward career development, particularly in the burgeoning healthcare sector and beyond.

SBCIM Vision: 
Providing practical hope toward a prosperous future.
Equal Employment Opportunity: The Second Baptist Church Impact Ministries (SBCIM) is committed to being an equal opportunity employer and makes all employment-related decisions based on job-related criteria only. This means that the SBCIM does not discriminate and will not allow discrimination based on race, color, national origin, religion, sex (gender), sexual orientation, age, disability, marital status, veteran status, and/or any other legally protected status.
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