
 
Associate, Programs – JA BizTown & JA Finance Park 

 
DEPARTMENT:  Programs 
 
REPORTS TO:  Director, Programs – JA BizTown & JA Finance Park 

 
PRIMARY RESPONSIBILITIES:     
Overall responsibility for managing curriculum implementation for the JA BizTown and JA Finance Park programs at the JA 
Discovery Centers so that the organization can deepen the JA experience and strengthen the JA brand.  The JA Discovery 
Centers provide 66,000 middle school students annually with authentic, relevant and experiential learning opportunities that 
empower and prepare them for the demands of tomorrows economy.  In addition, the JA Discovery Centers serve as hubs of 
frequent business and community events in connection with the 50+ corporate partners involved in the initiative. 
   
Project Quality  

 Manage the implementation of the JA BizTown and JA Finance Park curriculum in collaboration with partner school districts, 
schools and teachers to ensure that students are adequately prepared for the JA BizTown and JA Finance Park simulations. 

 Develop supplementary tools and resources to support teachers with implementation of curriculum. 

 Maximize student participation in JA BizTown and JA Finance Park programs, monitoring enrollment vs attendance. 

 Facilitate interactive and engaging trainings for participating educators on JA BizTown and JA Finance Park curriculum. 

 Manage administration of program evaluation instruments (i.e. pre/post surveys, teacher surveys, etc.) and analyze results to 
inform business practices. 
  

Program Sustainability 

 Monitor and manage program simulation calendar of school visits to JA Discovery Center to ensure that capacity is being fully 
utilized, proactively addressing school and facility scheduling conflicts. 

 Secure required forms and information from schools in timely manner, and generate comprehensive weekly reports to inform and 
prepare simulation staff, including student attendance, preparation, and other factors impacting daily operations.   

 Efficiently manage inventory and distribution of student and teacher in-class curriculum materials.   

 Help develop best practices to overcome common obstacles and challenges, and demonstrate resourcefulness and adaptability to 
provide solutions to unexpected obstacles.  

 Maintaining an accurate list of partner organizations and contacts in BCRM. 
 
Constituent Experience 

 Deliver a “best-in-class” experience for every student, volunteer, educator and guest that visit the JA Discovery Center. 

 Effectively communicate program requirements to educators and school administrators, and serve as contact to coordinate all 
logistics with school for their "on-site visit" to set appropriate expectations and ensure they are met. 

 Build affinity with teachers, schools and school district partners. 

 Promote JA brand and programs to general public to support growth into new markets. 
 

 
EDUCATION/EXPERIENCE: 

Required:  
Bachelor’s degree and/or 3+ years in non-profit work; ability to balance short-term requirements with long-range business plans; 
works well in a team environment; strong computer and technical skills; strong work ethic; ability to build and sustain relationships, 
proficiency in customer service; management skills such as problem-solving, decision-making, troubleshooting, and communication 
skills. 

 
This position description in no way states or implies that these are the only duties to be performed by the employee occupying 
this position. Employees will be required to follow any other job related duties required by their supervisor. This document 
does not create an employment contract implied or otherwise, other than an "at-will" relationship. 


