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Soccer Buddies Enrollment & Family Success Coordinator (PT)
 Job Description
Michigan Soccer Buddies is growing, and we’re looking for a relationship-driven, organized team member to help families confidently engage with our programs.
The Enrollment & Family Success Coordinator plays a key role in guiding families from first inquiry through enrollment, retention, and reactivation, while also supporting grassroots community connections. This role is ideal for someone who enjoys follow-up, relationship-building, and being a trusted point of contact for families.
This is not a high-pressure sales job. Success comes from consistency, care, and clear communication.
Schedule: 20–30 hours/week (flexible, some evenings/weekends as needed)
Pay: $20/hour, with room to grow
Reports to: Director of Soccer Buddies
What You’ll Do
Enrollment & Follow-Up (Primary Focus)
· Guide families through enrollment with clarity and warmth
· Follow up with trial families, inactive accounts, and warm leads
· Support retention and seasonal re-enrollment
· Track outreach and ensure no family slips through the cracks
Family Communication & Support
· Serve as a primary contact for family questions and needs
· Assist with scheduling changes, missed classes, and account inquiries
· Communicate billing issues professionally and compassionately
Community Engagement (Shared Responsibility)
· Support grassroots outreach with daycares, preschools, and community partners
· Participate in select community events or partnerships
· Represent Soccer Buddies in a friendly, relationship-focused way
· Share insights from families and communities to support program growth
Systems & Organization
· Maintain accurate notes in internal systems (ActiveCampaign, iClassPro)
· Support documentation and workflow improvements
What We’re Looking For
· Strong communicator who enjoys helping people
· Comfortable with phone, text, and email outreach
· Organized, reliable, and proactive
· Interested in being connected to multiple sites and communities
· Experience in customer service, enrollment, or youth programs is a plus
· Growth mindset and interest in increasing responsibility over time
Why Join Us
· Meaningful, people-centered work
· Supportive leadership and positive culture
· Opportunity to directly impact families and program growth
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