
Enrollment Specialist 
Posi1on Summary 
The Enrollment Specialist is responsible for ensuring that volunteers and children are 
appropriately enrolled and matched, with a focus on longer, stronger rela;onships, while 
execu;ng a high degree of independent judgement when u;lizing BBBSLI standards and 
prac;ces.    

Accountability 
The Enrollment Specialist will report to the Enrollment Program Manager. 

Essen1al Responsibili1es 
• Assess and enroll poten;al volunteers, children, and parents/guardians which includes 

collateral, background checks, references, interviews, and database documenta;on.  The 
assessment/interview can be conducted in the agency, school, or community, and 
includes but is not limited to safety informa;on, orien;ng and comple;ng documents 
needed for enrollment or re-matching purposes, and determining eligibility of all 
applicants. 

• Ensure consistent and ;mely follow through on the comple;on of all documents and 
required checks used to determine the volunteer and/or child's eligibility.  

• Assess and provide for individual training needs, informa;on and support needs for each 
match par;cipant to assure a posi;ve youth and development experience for the child 
and successful and sa;sfying experience for the volunteer 

• Maintain customer service at levels exceeding expecta;ons of our volunteers, parents, 
and children.  Provide ;mely and comprehensive assessments, as well as 
recommenda;ons for the volunteer and child, to assist in determining best program 
op;on. 

• Ensure high-level exper;se in applying child safety and risk management knowledge, 
policies and procedures throughout all aspects of job func;on. 

• Works with families who are wai;ng to be matched, to ensure on-going engagement. 
• Place volunteers and youth in poten;al mentoring matches.  

Qualifica1ons/Requirements 
• Bachelor’s degree in social services, human services or a related field. 
• Minimum 2 years of relevant experience  
• Prior experience working with diverse child and adult popula;ons 
• Specific assessment, intake or interview experience preferred. 
• Must have a thorough understanding of case work prac;ce and record keeping. 
• Must have the ability to develop suppor;ve rela;onships with volunteers, clients and 

families.  



• A non-judgmental aOtude and broad knowledge of the community and social issues are 
also necessary. 

• Good organiza;onal, wriQen and communica;on skills are required. 

A successful Enrollment Specialist will have the ability to collect meaningful data and be able to 
draw solid conclusions; will be able to seek out and work effec;vely with others who have 
diverse perspec;ves, talents, backgrounds and styles. The ability to prac;ce ac;ve and aQen;ve 
listening skills to verify understanding, translate what is heard, observed or assessed into 
documenta;on that is accurate, concise and clearly communicates key informa;on to others is 
necessary in this role.  

Physical Requirements 
The physical demands described here are representa;ve of those that must be met by an 
employee to successfully perform the essen;al func;ons of this job. While performing the 
du;es of this job, the employee is frequently required to stand, sit, reach with hands and arms, 
talk, and hear. The employee is occasionally required to walk and use hands to finger, handle, or 
feel. The employee must occasionally liT and/or move up to 35 pounds. Specific vision abili;es 
required by this job include close vision, distance vision, color vision, peripheral vision, depth 
percep;on and the ability to adjust focus. 

FLSA Status  
Non-Exempt 

Posi1on Loca1on 
Westbury, NY 11590 or Islandia, NY 11749 

We offer a compe;;ve salary, a comprehensive benefit package including medical, dental, 
vision, re;rement plan and student loan reimbursement assistance and generous paid ;me off.  

Please submit cover leQer, including salary requirements, and resume via mail, email or fax to: 
Carmelina Vassallo 
Director of Human Resources 
145 Sycamore Avenue 
Islandia, NY 11749  
cvassallo@bbbsli.org  
fax (631)232-7955 

mailto:cvassallo@bbbsli.org


Big Brothers Big Sisters of Long Island is an equal opportunity employer. We celebrate diversity 
and are commiQed to crea;ng an inclusive environment for all employees.


