
 

Now accepting applications for:    

Senior Education Associate 
Location: TTLM Office, Lake Jackson, TX 
Status: Full Time, Ministerial (40 hours/week)  
Compensation: $34,000-36,000 (contingent upon education & experience) 

Who are we looking for? 
The TTLM team is searching for an experienced, passionate 
professional to join our team of high-performers.  We are 
diligent, fervent, and relentless in serving the members of 
our community.  The Senior Education Associate MUST 
possess the drive, experience, and education to add value 
to our organization and duly serve our clients. 

The Senior Education Associate facilitates TTLM’s Education 
Services where clients take steps toward attaining their next 
job and gain the education necessary to promote life-
change.  The Senior Education Associate teaches TTLM’s 
Employment and Financial education classes, leads the 
Client Advocate program, and assists with client 
recruitment and registration. 

We are looking for someone with experience in the field of 
education, business or human resources, who is a gifted 
teacher/facilitator, who has a proven track-record of 
facing challenges head-on, and who is motivated by 
Gospel-centered compassion. Our next Senior Education 
Associate needs to be a natural networker who will find 
energy in building relationships with partner agencies and 
organizations to help serve our clients. 

Should you apply? 
•Do you love to organize lots of details? 

•Do you enjoy teaching and feel that you possess the gifts 
and talents to effectively facilitate a variety of curricula? 

•Are you already trying to figure out how to help others 
experiencing unemployment, insufficient education, and 
homelessness? 

•TTLM’s adult clients commonly face: homelessness, 
unemployment, recent incarceration, prostitution, domestic violence, victims of trauma, substance 
abuse, and lack of education. Are you willing to go the extra mile to show God's love to individuals 
facing these challenges and more?  

Organization Summary 
At TTLM, we’re on a mission to 
cultivate hope and introduce 
people to true life in Christ.  We 
provide clients with the 
resources, education, and 
community of support necessary 
to facilitate life-change. Our 
continuum of free services and 
programs offer practical skills 
and resources that break 
destructive cycles and prepare 
men, women, and youth to 
realize their life’s greatest 
potential.  
Rather than focusing on crisis 
intervention, we focus on  
life-change.  

TTLM was established in 2009 
and has quickly earned a 
reputation of undeniable 
outcomes, quality programming, 
and proven processes. Our 
team of 17 staff members is 
composed of impressive 
professionals who are regarded 
as experts in their fields. We work 
with 300+ volunteers each year 
to provide services to more than 
1,000 community members. 

If you answered, “yes” to these questions, review the position responsibilities and 
requirements on the next page.  If you have the passion, experience, and skill-set required 
to excel in this position, we would love for you to apply!



Required Attributes: 
♦ Positive and not easily deterred 
♦ Highly organized and efficient 
♦ Self-motivated 
♦ Energized through collaborative planning and teamwork 
♦ Engaging and relational 
♦ Resourceful and committed to finding solutions for challenges 
♦ Professional yet personable 

Primary Areas of Responsibility 
• Teach all TTLM Employment and Financial Education classes  
• Create TTLM’s Employment & Education class calendar and liaise with partner agencies (when 

necessary)to execute class schedule 
• Manage recruitment, registration, and retention of class participants (hosting strategic 

promotion events, hosting info booths when appropriate, printed promotion, general 
communication, follow-up, etc.) 

• Oversee classroom set up and ensure supplies are ready for class participants 
• Manage TTLM’s Client Advocate Program 
•     Update client resumes and assist clients with job search 
• Provide a “wow” experience for clients by executing outstanding client follow-up procedures 
• Perform client registration appointments  
• Recruit, schedule, and confirm local salons to provide haircuts for class participants 
• Maintain program enrollment paperwork for each client; update clients’ files with appropriate 

reports, activities, records, and case notes for TTLM’s purposes, as well as grant tracking purposes 
• Perform data entry to manage accurate records in TTLM’s client tracking system 
• Carry out Employment & Education thank you strategy 
• Maintain a comprehensive network of community resources and services to maximize our 

partnerships and to refer clients as needed  
• Ensure TTLM’s “wow” experience is carried out in every class and volunteer experience 
• Assist Director of Client Services as needed  
• Remain available to meet additional needs within TTLM 

Ministerial Responsibilities 
• Actively encourage clients and volunteers by praying with them, sharing scripture, and 

communicating the Gospel in a language that makes sense 
• Remain available for spiritual counseling and prayer with TTLM staff, partners, volunteers, and 

clients 
• Readily share the Gospel with partners, volunteers, clients, and others when appropriate 

Position Requirements 
•    Bachelor’s degree in education, social work, human resources or related field, or comparable 

combination of education and experience 
•    Excellent teaching skills 
•    Knowledge of project planning and logistics 
•    Microsoft Office Suite skills 
•    Excellent written and oral communication skills 
• Strong work ethic with a “make-it-happen” attitude 
• Genuine and deep love of Christ 
• Active member of a local church 
• Be in agreement with TTLM’s Statement of Faith and core values 
• Ability to work with people in a Godly manner in accordance with TTLM’s Social Contract 
• Physical Requirements- Moderate activities, including but not limited to, cleaning, light to heavy 

lifting, sitting and/or standing for long periods of time, manual dexterity 


