
   
College Prep Manager 

  
Future 5 connects mo)vated, under-resourced students in Stamford to the people and 
resources they need to achieve their educa)onal, career and life goals. 

  
Future 5 is seeking a highly organized, student-centered, and detail-oriented College Prep 
Manager to support students through every stage of the college admissions and financial aid 
process. 
 
The College Prep Manager serves as the primary coordinator and advisor for Future 5's college-
bound students and volunteer college coaches. This individual reports to the Senior Manager of 
College Success and is responsible for ensuring students successfully navigate the college 
applica)on process, meet cri)cal deadlines, secure financial aid and scholarships, and enroll in 
colleges that are the best academic, social, and financial fit. The College Prep Manager  
works directly with students, families, volunteer college coaches, and school partners. 
The ideal candidate is passionate about educa)onal equity, college access, and helping first-
genera)on and under-resourced students achieve their postsecondary goals. 

This position manages a caseload of approximately 65-80 seniors annually while supporting 
junior programming and assisting with college readiness initiatives. The College Prep Manager 
ensures that every student has a clear pathway to postsecondary success and receives 
individualized support throughout the admissions process. 

This is a full-)me posi)on with a compe))ve benefits package. Future 5 is looking for someone 
who can work in-person full-)me Monday-Friday in our Stamford office, with a flexible schedule 
that may include evenings, weekends, and occasional travel.   
  
Future 5 is a mid-sized nonprofit that is growing to serve addi)onal students in Stamford. The 
College Prep Manager will have the opportunity to impact that growth. If you are passionate 
about youth development, first genera)on college success and helping students “land with a 
plan”, then you will enjoy working at this mission-driven nonprofit.   
 
Key Areas of Responsibility 

• Direct Student Advising 
• Volunteer College Coach Support 
• College Admissions and Application Management 
• Financial Aid and Scholarship Support 
• College Readiness Programming 
• Student Data and Outcome Tracking 
• Family Engagement 
• Postsecondary Transition Support 



Responsibilities 

Direct Student Advising and Support 
• Serve as the primary advisor for a caseload of approximately 65-80 college-bound 

seniors. 
• Develop strong relationships with students and provide individualized guidance 

throughout the college admissions process. 
• Assist students in identifying colleges that align with their academic goals, personal 

interests, and financial circumstances. 
• Support students in developing balanced and strategic college lists. 
• Guide students through every stage of the college application process. 
• Monitor student progress and ensure all application milestones and deadlines are met. 
• Provide regular outreach and intervention for students who may be falling behind in the 

process. 
• Respond promptly to student, parent, and volunteer inquiries. 

College Applications and Admissions Support 
• Guide students through the Common Application and institution-specific applications. 
• Assist students with essay brainstorming, drafting, editing, and final submission. 
• Support completion of supplemental essays and additional application requirements. 
• Review applications for completeness and quality prior to submission. 
• Monitor admissions timelines and institutional deadlines. 
• Assist students in communicating effectively with admissions offices when necessary. 

Financial Aid and Scholarship Advising 
• Support students and families with FAFSA and CSS Profile completion. 
• Assist families in understanding financial aid processes and requirements. 
• Support students selected for financial aid verification or additional documentation 

requests. 
• Identify scholarship opportunities and assist students with scholarship applications. 
• Help students compare financial aid award packages. 
• Guide students and families in making financially responsible college decisions. 
• Support students through deposit and matriculation deadlines. 

Volunteer College Coach Support 
• Serve as a primary resource for Future 5's volunteer college coaches. 
• Provide guidance, communication, and support to coaches throughout the admissions 

cycle. 
• Monitor student progress within coach-student partnerships. 
• Identify situations where additional intervention or support is needed. 
• Collaborate with the College Prep Director and Volunteer Manager on coach training 

and communication. 

Junior College Readiness Programming 
• Support implementation of college readiness workshops and programming for juniors. 
• Assist with college exploration, admissions education, and early planning activities. 



• Help students build foundational knowledge regarding admissions, financial aid, and 
scholarships. 

• Support junior students in preparing for senior-year college applications. 

Family Engagement 
• Build positive relationships with parents and caregivers. 
• Educate families regarding college admissions, financial aid, scholarships, and college 

affordability. 
• Support parents as partners throughout the college planning process. 
• Facilitate family information sessions and workshops as needed. 

Student Data and Outcome Tracking 
• Maintain accurate and timely student records within Airtable and organizational 

databases. 
• Track student progress, interactions, application outcomes, scholarships, financial aid 

awards, and enrollment decisions. 
• Ensure data is entered accurately and within established timelines. 
• Partner with the College Prep Director and Senior Manager of Grants and Impact to 

support outcome reporting and KPI tracking. 
• Maintain accurate records related to college enrollment and matriculation. 

Postsecondary Transition Support 
• Support graduating seniors through the transition from high school to college. 
• Ensure students are connected to Future 5's College Success programming prior to 

graduation. 
• Assist with summer transition activities and communication. 
• Verify postsecondary enrollment and matriculation outcomes. 
• Partner with the College Success team to facilitate successful handoffs of graduating 

seniors. 

Program and Organizational Support 
• Assist with planning and execution of college tours, college fairs, workshops, family 

events, and graduation activities. 
• Support recruitment and engagement efforts for college-bound students. 
• Participate in organizational events, fundraising activities, and community engagement 

initiatives. 
• Represent Future 5 professionally with students, families, schools, and community 

partners. 
• Perform additional duties as assigned by the College Prep Director. 

Future 5 is an equal opportunity employer and encourages candidates from diverse 
backgrounds and experiences to apply. 

 

 


