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Title: TOPS Director, Training & Programs Education     
Reports to: VP, School-Based Education & TOPS 
Pay Range:   $49,000 - $60,000 (Commensurate with Experience) 
 
Position Description:  
 
AVID/TOPS is a program created by the partnership between Madison Metropolitan School District 
(MMSD) and the Boys and Girls Club of Dane County (BGCDC). AVID/TOPS is a high-intensity, in-school 
and out-of-school partnership focused on supporting students to develop the writing, inquiry, 
collaboration, organization and reading skills needed to be college and career ready. 
AVID/TOPS students will increase their GPAs, attendance, high school graduation and college acceptance. 
Through the AVID/TOPS partnership, students receive the AVID college readiness curriculum, in addition 
to tutoring, college field trips, mentoring, summer internships and career exploration. The goal of 
AVID/TOPS is to close the achievement gap by ensuring that students, who are typically underrepresented 
on college campuses, graduate from high school with the skills and knowledge needed to be successful 
for college and career. 
 
Key Roles (Essential Job Responsibilities): 

 

Purpose of Position: 

 The TOPS Director of Training & Programs (TDTP), is responsible for staff training and program 
implementation of the AVID/TOPS model. The role is focused on program refinement and 
execution and includes supporting implementation of staff meetings, staff on-boarding and 
training. Additionally, the TDTP makes frequent classroom visits to each middle school and high 
school within the partnership to conduct observations of tutorials and provide coaching feedback 
to TOPS Coordinator and Senior TOPS Coordinator peers. 

 This role will also ensure TOPS programming is implemented with rigor and fidelity (e.g., 
internships, mentoring, career exploration, etc.) and will directly supervise four staff at our high 
schools and two 0.50 FTE staff at our middle schools. 

Core Functions: 

 Coaching 

 Training 

 Quality Improvement of Programs 
 
Supervises: 

 This position will directly supervise four (4) Senior TOPS Coordinators - one at each of the four 
high schools, East, La Follette, Memorial, and West - and two (2) 0.50 FTE College Club 
Coordinators in the middle schools (Wright & Cherokee Heights). Additionally, this position will 
collaborate closely with TOPS Coordinators at each of the four high schools, as well as, the AVID 
Tutor Coordinator with Madison Metropolitan School District. 

 
Budget : 

 This position will not have budgetary responsibilities, but can offer support to Senior TOPS 
Coordinators with coaching around managing their site-level budgets. This role can also 
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advocate for future budgetary needs. 
Essential Duties and Responsibilities : 

 Supervise up to 5 FTE Staff (4 Senior TOPS Coordinators and 2 half-time College Club 
Coordinators) to ensure high-quality programming. 

 Responsible for creating on-boarding plans for new College Club/TOPS Coordinator staff at 
our middle schools and high schools. 

 Responsible for implementing continuous on-boarding and trainings for returning staff 
about tutorials and TOPS/College Club programming. 

 Provide individualized feedback and coaching via one-on-one check-ins with College Club 
and TOPS staff in support of their personalized growth and development plans. 

 Document meetings, check-ins, and concerns of new and returning TOPS Coordinator staff. 

 Provide technical assistance with TOPS/College Club staff about program execution and 
continuous improvement. 

 Assess areas for TOPS programming growth or refinement and partnership opportunities 
worth exploring. 

 (As needed) Conduct weekly or bi-weekly site-visits and observations at all four high schools 
and two middle schools to provide feedback around tutorials and additional TOPS 
programming. 

 In partnership with site-based Senior TOPS Coordinators and VP of School Based Education, 
plan and facilitate team meetings, professional development, and retreats. 

 Support AVID Certification efforts annually across the six school sites. 

 Actively participate in Site Team meetings, as needed, at each AVID/TOPS or AVID/College 
Club school. 

 Provide additional capacity and support to Working Group Committees with planning and 
executing annual programmatic goals (e.g., Summer Internships, Career Exploration, 
Mentoring, Youth Service, Youth of the Year, College Signing Day, etc.). 

 Manage all relevant program information in organizational database (e.g., Quickbase, 
Google Drive, etc.). 

 Participate in program evaluation and provide data as requested. 

 Other duties as assigned. 
 
Qualifications: 
We are seeking a leader who thrives in a fast-paced environment, has a passion for creating and 
delivering high-quality professional development content, and who cares deeply in the mission and 
vision of our organization to ensure that all students reach their full potential. This is a role that 
requires creativity and flexibility, strong coaching skills with adult learners, and someone who is able 
to be action and solutions-oriented while keeping the big picture of our systems in mind. This is a 
role that will help us to refine and improve the quality of our work across the school district as we 
seek to make transformational change in the lives of nearly 1,000 students each year. Does this 
sound like you? Specific desired qualifications: 

 Prior experience with AVID, AVID/TOPS, or College Club (preferred). 

 Bachelor’s degree in education, social work, social sciences or related field (minimum). 

 At least three (3) years of experience working in a high school, school district, 
post-secondary institution, or a community-based organization that supports youth. 

 Experience directly supervising staff and motivating teams, as well as planning professional 
development for adult learners. Three (3) years experience is preferred. 

 Experience in recruiting, leading and motivating employees. 

 Ability to work well independently and in a collaborative, fast-paced team environment. 
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 Ability to relate well to people of all ages from diverse ethnic, cultural and economic 
backgrounds. 
 
DISCLAIMER 
The information presented indicates the general nature and level of work expected of employees in 
this classification. It is not designed to contain, or to be interpreted as, a comprehensive inventory 
of all duties, responsibilities, qualifications and objectives required of employees assigned to this 
job. 
 
Boys and Girls Club of Dane County is committed to employment equity.  All responses will be handled 
with strict confidence.  The Interested individuals are invited to submit their resume, cover letter, and 
three personal references via mail or email by Friday, April 13, 2018:   
 
Human Resources 
C/o TOPS Director, Training & Programs  
Attn: Alex Gagnon, VP, School-Based Education   
1818 W. Beltline Hwy  
Madison, WI  53713 


