
 

 
 

FULL-TIME Community Outreach Coordinator Needed 

 
Contact: 
Barbara Fox 
bfox@sowma.org 
508-587-9091 
 
School on Wheels of Massachusetts (SOWMA) is a non-profit organization dedicated to serving 
the educational needs of students impacted by homelessness in South Shore communities. The 
mission of SOWMA is to educate children impacted by homelessness by providing academic 
support and one-on-one mentoring so children can reach their full potential. SOWMA now 
provides customized services for over 200 students/week in grades K through 12 at 15 program 
sites, as well as 30 college students a year, at colleges throughout New England.  
 
Reports to:  Executive Director 
 
Job Location: 100 Laurel Street East Bridgewater, MA 
 
Essential Functions include: 
 

 Manage all school supply and book inventory, collections, orders and distributions to 
SOWMA students as well as other children affected by homelessness in Massachusetts 

 Create and implement a logistics process to maintain inventory levels 

 Reach out to businesses, schools, civic and faith-based groups to recruit tutors, volunteers 
for events, manage community fundraisers, coordinate backpacks, books and supply drives 

 Coordination of volunteers: recruit and schedule volunteers to assist with organizing 
supplies and preparing backpacks, summer learning bags, holiday gift boxes, etc. 

 Plan and lead impactful community volunteer experiences at SOWMA headquarters and off 
site as well 

 Data entry: backpacks, holiday boxes, in-kind donations, volunteer contact info and hours, 
business cards 

 Assist with SOWMA events as needed, including recruiting volunteers, attending events, 
taking pictures and posting on social media 

 Attend community events to promote SOWMA and engage support (i.e., community service 
fairs, Chamber of Commerce events, civic and faith based groups as well) 

 Assist development office with donation data entry and gift acknowledgements as needed 

 Assist with promoting events, campaigns, etc. in all communities served by SOWMA 

 General office assistance as needed, including front desk duties and answering phones 
 

Qualifications: 

 

 Ability to meet deadlines and manage multiple projects simultaneously 

 Highly organized with an ability to effectively manage a large volume of details 

 Ability to work with all age groups and provide an impactful volunteer experience for them 

 Experience with Microsoft Office (Word, Powerpoint, Excel, and Publisher) 



 Ability to work independently and as part of a team 

 Flexible, with a good sense of humor 

 Committed to and passionate about School on Wheels' mission “to educate children 
impacted by homelessness, by providing academic support services and one-on-one 
mentoring to help children reach their full potential” 

 Ability to speak a second language is a plus 
 
Requirements: 

 Must be able to lift 20 lbs 

 Ability to bend, stoop, climb on ladders, carry backpacks, pack supplies 

 Ability to work at computer using keyboard  

 Ability to comprehend English and speak English fluently 

 Must be able to drive or obtain reliable transportation for regular travel to events and 
various sites 

 Some evenings and weekend hours may be required 

 Have a high school diploma or GED 
 

Application Instructions: 

Please submit cover letter and resume to Barbara Fox, barbara@sowma.org. 


