
As a Newburgh Enlarged City School District  
Job Description 

TITLE:  Event Facilitator (GEAR Up) 

 

 

REPORTS TO:  GEAR Up Coordinator  
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ESSENTIAL    
RESPONSIBILITIES 

 
● Plan, coordinate, and oversee GEAR UP events, including 

college tours, workshops, guest speaker presentations, and career 
fairs. 

● Work closely with school administrators, teachers, and 
counselors to identify student needs and interests and develop 
relevant programming. 

● Collaborate with community organizations, colleges, and 
businesses to secure resources and opportunities for GEAR UP 
participants. 

● Provide logistical support for events, including scheduling, 
budgeting, marketing, and participant registration. 

● Facilitate communication and coordination between GEAR UP 
staff, school personnel, and external stakeholders. 

● Track and evaluate the effectiveness of GEAR UP events and 
activities, collecting feedback from participants and stakeholders. 

● Maintain accurate records and documentation related to event 
planning and implementation. 

● Assist in the development and implementation of strategies to 
promote college and career readiness among GEAR UP students. 

● Research and implement  a GEAR Up event planning  model 
that is aligned to the GEAR Up grant specifications. 

● Works directly with the GEAR Up Coordinator. 
● Facilitates cross-functional articulation among all of high school 

campuses.  
● Works to forecast, plan, implement, and improve opportunities 

for students to attend college and career readiness.  


