
 

ADULT EDUCATION COORDINATOR  
  
Lenox Hill Neighborhood House, widely recognized as one of New York’s premier human 
services providers, is a 122-year-old settlement house that provides an extensive array of 
effective and integrated services—social, educational, legal, health, housing, mental health, 
nutritional and fitness—which significantly improve the lives of 15,000 people in need each 
year, ages 3 to 103, on the East Side of Manhattan. Our constituents include older adults, 
homeless and formerly homeless adults, children and families, recent immigrants, disabled 
persons, adult learners and thousands more. Our programs—staffed by social workers, 
educators, public interest lawyers, case managers, advocates and many, many others—include 
an Early Childhood Center, RealArts After School Program and Summer Camp, Women’s Mental 
Health Shelter, permanent supportive housing residence, two Senior Centers, transportation 
program for frail seniors, caregivers programs, social adult day program, case management 
program for frail seniors, transportation program, Food Services, Legal Advocacy Department, 
Visual and Performing Arts, Fitness & Aquatics, Adult Education and more. For more 
information on Lenox Hill Neighborhood House, please visit our website at www.lenoxhill.org. 
 

 
Lenox Hill Neighborhood House is seeking an Adult Education Coordinator, who will help us 
expand our Adult Education offerings to a wide range of adults seeking to improve their 
English language, computer, and other skills.  Reporting to our Adult Education Program 
Manager, the Adult Education Coordinator will teach English for Speakers of Other Languages 
(ESOL) classes to adult students of all ages, including members of our two senior centers and 
parents of the children in our Early Childhood Center.  S/he will also teach computer and/or 
technology courses to members of our senior centers.  In addition to teaching various classes 
per day, the Adult Education Coordinator will work collaboratively with our Adult Education 
Program Manager and Volunteer Director to develop, schedule, and deliver adult education 
programming to a diverse group of students with varying levels of skill.  This will also include 
screening, evaluating and registering students for ESOL services; reporting attendance, test 
scores, program outcomes and student demographic data as requested by funders; and 
helping to prepare reports and collect program data as needed.  S/he will develop and 
evaluate appropriate instructional materials and will provide coaching to volunteer ESOL 
instructors on effective teaching methods and resources for adult second language learners. 

 
 
 



 

Qualifications:  
The Adult Education Coordinator should possess a Masters’ degree in an educational discipline, 
preferably in TESOL/ESL teaching, with two years’ relevant experience desired.  Applicants 
should have familiarity with identifying resources and implementing teaching strategies for 
various levels of ESOL students.  Applicants should possess excellent computer skills, and should  
be patient and approachable and possess the ability to demystify complex computer topics for 
students.  Applicants should be familiar with and sensitive to the unique needs of older adults 
and the challenges that they may face when approaching new technology for the first time.  
Successful applicants will demonstrate strong attention to detail and excellent organizational 
skills.   S/he must be patient and understanding with our members, and be able to adapt the 
programs to meet our members’ diverse interests. Spanish proficiency preferred. Must be able 
to work occasional evenings and/or weekends as needed.   
 

To apply:  
Please email a resume and a cover letter explaining your interest in the position and 
qualifications to adulted@lenoxhill.org.  No phone calls please.  Applications will be accepted 
on a rolling basis until the position is filled.  
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