
 
 

Development, Communications, and Program Coordinator 
 

Job Description: This is an exciting opportunity for a new and/or experienced leader to gain immersive non-

profit experience by playing a leading role in all aspects of Squash Haven programming and administration.  The 

successful candidate will work closely with the Executive Director, Program Director, and Squash Directors to 

support Squash Haven’s excellence in three critical areas: development, communications, and academic and 

squash programming. Primary development responsibilities will include: annual appeal management, grant 

writing, event management for two large fundraisers totaling over $200k in revenue, and donor stewardship. 

Communications responsibilities will include social media, quarterly email newsletters, and annual report 

preparation. Program responsibilities will include weekend squash coaching at matches and tournaments, daily 

homework and study hall sessions, and occasional weekday squash practice coaching. In addition, the Coordinator 

may oversee data management, family outreach, student leadership development, and other areas as part of a 

small, close knit, and collaborative staff team. Squash Haven provides a high-energy, team-oriented work 

environment for a staff of seven; the Coordinator can expect intensive training and support to develop 

professionally and assume significant responsibility.  

Program Description: Founded in 2006, Squash Haven (www.squashhaven.org) empowers New Haven youth to 

strive for and maintain school success, physical wellness, and engaged citizenship, and to forge a path through 

higher education to engaged citizenship. The key to Squash Haven’s success is our multi-faceted and intensive 

approach to youth development. 100 fifth through twelfth grade team members participate in tuition-free year-

round programming that includes differentiated individual tutoring, group academic enrichment, squash 

instruction, community service, values-based character development, exposure to a broad range of enrichment 

opportunities, and college readiness. 100% of program alumni have been accepted to college, with 78% of them 

matriculated at colleges and universities ranked in the top 60 including Brown, Hamilton, Haverford, Middlebury, 

and Yale, among others. For our students, Squash Haven is a year-round intensive commitment that touches every 

aspect of their lives; students spend three hours five to six days a week in program activities at Yale’s Payne 

Whitney Gymnasium. Squash Haven is a 501c3 not-for-profit charitable organization and is an equal opportunity 

employer.  
 

School Year Schedule (Sept – mid-June): During the school year, the work day typically begins at 10am and 

ends between 6 and 7pm Monday through Friday. The Coordinator will also work, on average, two weekends per 

month coaching at squash matches and tournaments. 

Summer Schedule (mid-June – Aug): The summer work day begins at approximately 9am and ends at 5pm. 

There is little to no weekend work when school is out from late June through August. 

Vacation: The position includes 6 weeks of vacation annually: 1 in November, 1 in December, 1 in March, 1 in 

June, and 2 in August. Some but not all national holidays are off. 

Anticipated start date: September, 2018 

Compensation: Commensurate with experience.  Health insurance coverage provided. 

Preferred Professional and Personal Qualifications:  

BA/BS from a competitive college or university 

Background as a squash player and/or coach (strongly preferred) 

Outstanding speaking, writing, and interpersonal skills; adaptability, creativity, and initiative-taking 

Interested candidates should submit a cover letter, resume, and the contact information for three personal 

references as soon as possible and not later than May 1st to Julie Greenwood, Squash Haven Executive Director, 

julie@squashhaven.org, 203-464-8644.  

http://www.squashhaven.org/
mailto:julie@squashhaven.org

