
 
 Partnership Development Coordinator  

Job Description 

Who are we? 

CareerWise Colorado is a nationally recognized initiative that is reshaping Colorado's workforce through 
innovative, business-led youth apprenticeships. Our apprenticeships enable Colorado businesses to fill 
high-demand positions, develop their future workforce, and achieve a positive return on their training 
investment. At the same time, these apprenticeships open doors for high school students to attractive, 
well-paying careers and post-secondary education. Our growing youth apprenticeship system has 
captured the attention of business, education, and government leaders across the state and country. 

The Role 

The CareerWise Colorado Partnerships Development Team comprises three sub teams: Employer 
Recruitment, Student Recruitment, and Colorado Regions (responsible for partners outside the Metro 
Denver Area). Reporting to the Senior Director of Partnership Development, the Partnership Development 
Coordinator supports the effectiveness of the three sub teams through improving data collection, 
processes, cross-team facilitation, and follow-up/fulfillment of cross-team projects and commitments. 
While formally reporting to the Senior Director of Partnership Development, this role will primarily serve 
Employer, Student, and Colorado Partnership Managers as “customers”. How Managers rate this role’s 
support will factor into evaluating performance for this role. 

What You’ll Do: 

● Prospective Employer Sales Briefings. Assist Business Partnership Managers with preparation 
for upcoming pitch meetings to employers. Beginning every month, consult with each BPM and 
select 5-10 key opportunities to research. Compile sales briefing packets that include: Company 
Overview, Careers Page Review, Burning Glass Report, Geopointe Report, In the News and 
Social Media/ Blogs. At the end of the month, you’ll deliver the sales briefing packet along with 
your commentary and advice to each BPM in a sales briefing meeting.  

● Technology Platform Administration & Training. Serve as the administrator for various 
technology platforms, including Burning Glass and Geopointe. Partner with Operations to manage 
subscriptions, train others on the platforms, and stay apprised of new features and/or 
under-utilized features. 

● Data Audits. Work with Business and Student Recruitment Managers to develop a suite of 
Salesforce data audits. Run these on a quarterly basis to ensure data is up to date and accurate, 
and uncover opportunities for additional user training. 

● Data Collection/Entry. Submit regular updates and quarterly reports and monitor progress 
towards targets and goals. 

● Targeted Employer Prospecting. Develop a list of prospects for each BPM based on factors 
including: their geographic territory, the Career and Technical Education programs offered by our 
high school partners in their territory, new occupations that have been added to our product suite, 
available intermediary connections and our ideal customer profile. Develop disciplined routines to 
reach out to these prospects by phone with professionally written email follow up, including 
coordination with our Marketing Team’s efforts to provide available collaterals/marketing material 
support. Help track all of this activity through database management.  

http://www.careerwisecolorado.org/


 
● Help Coordinate Student Recruitment Process and Assist with Recruitment. Assist with 

coordinating logistics, engaging parents and maintaining effective and aligned communications 
across systems. Provide data and input to assess and improve current practices. Support 
preparation and opening of “The Hub” and helping external stakeholders understand the value of 
youth apprenticeship. 

● Facilitation of work streams across teams. Act as an adhesive binding the three sub teams 
together and to the mission - facilitate follow up both internally and externally, prepare internal 
team meeting agendas facilitate presentations, schedule meetings, project monitoring and 
coordination,etc. 

● Tool and material development. Assist team in the creation of tools and materials that enhance 
the BP Team’s ability to generate leads, qualify leads, and covert opportunities.  

● May perform other duties as assigned. 
 

Who You Are 

As a Partnership Development Coordinator, you will fill a role akin to the position coach for a football 
team. You’ll develop expertise in both student and employer recruitment throughout the state and help 
share and disseminate best practices. While you won’t spend much time between the lines on game day, 
you’ll spend hours beforehand drawing up plans, strategies, and tactics to put players in a position to 
succeed. You are a team player and know that the team’s success is your success.  

Also like a football position coach, you are flexible and rapidly adapt to changing circumstances within a 
game and within a season. You are equally capable of completing time-sensitive and well-defined 
assignments passed down from the head coach as you are completing self-directed, long-term projects 
with considerable ambiguity. 

Required skills and competencies: 

● Verbal and written communication. You confidently speak and write. You create and deliver 
compelling presentations and discussion materials. 

● Research skills. You have strong research skills. You consult a variety of sources to develop an 
accurate and complete picture of whatever topic you are researching. 

● Analytical skills. You collect and analyze data and make logical recommendations and 
decisions based on that data. 

● Project management. You can prioritize activities and work in an independent, self-directed 
manner against tight deadlines and ambitious goals. 

● Adaptability. You thrive working in a fast-paced, rapidly changing environment where you may 
propose an idea on Monday and execute it on Thursday. 

● Curiosity. You are driven to acquire new skills, accept constructive feedback, and in general, 
learn and improve. 

● Business software. You have proficiency with or an ability to quickly learn and master Microsoft 
Office Suite and Google Docs. 

● Customer Relationship Management (CRM) software. You have proficiency with or an ability 
to quickly learn and master CRM software, such as Salesforce. 



 
  

Most importantly, you thrive in a high energy, dynamic team like ours.  And we mean TEAM.  We 
collaborate, engage in healthy debate, jump in wherever our skills are needed. 

Compensation & Benefits: Compensation for this role is $35-40k per year. CareerWise offers an 
unlimited vacation policy, 401k with match, as well as medical and dental benefits.  

Work Schedule: Full time. 5 days per week. 40 hours per week. 

  
Sound interesting? 

Click on this link to apply.  

We are an equal opportunity employer that values diversity at all levels. All individuals, 
regardless of personal characteristics, are encouraged to apply. 

If you need assistance or an accommodation due to a disability, you may contact us at 
careers@careerwisecolorado.org. 

 

 

 

 

https://docs.google.com/forms/d/e/1FAIpQLSeAnGnpMKoudxLSwkZSEn8SH3-Xm3JKkpbl48SVrV5zRK-vRw/viewform

