
Workforce Development Coordinator 
LUME Institute 

 

The essential elements of the job are described in the position description; other tasks will be assigned as needed 
and appropriate. 

 

LUME Institute evolved from the values, philosophy, and methodologies embodied by University City 

Children's Center (UCCC), a non-profit, early childhood education center in St. Louis that for over 40 

years has served as a transformative model of quality early care and education. Like UCCC, 

LUME’S Approach is to nurture the development of children through creativity, psychodynamics, literacy, 

empathy, compassion and inclusiveness as based on LUME’s proven and award winning model. LUME 

offers systemic and comprehensive approaches to early childhood education that engage, impact, and 

transform communities. We are dedicated to promoting innovative thinking, exploration, and knowledge 

sharing, while developing methodologies that deepen understanding of how children learn and grow. 

University City Children’s Center is a diverse, intentional early childhood community that respects and 

nurtures children and adults in a trusting culture of love, empathy, compassion, and joy that is guided by 

visionary leadership.  An integral part of our mission and practice is developing partnerships and 

educational outreach to the larger St. Louis community. 

UCCC embodies the LUME Approach to early childhood education, which centers on understanding and 

nurturing the whole child, from the inside out in three major developmental areas: 1) Psychodynamic 

Development; 2) Early Language and Literacy; and 3) Values and Character.  

 
Overall Responsibility  

LUME Institute is currently seeking a Workforce Development Coordinator to work in our University City 
office. This position will maintain and refine our ongoing apprenticeship program, designed to coach 
candidates through the process of becoming Child Development Associates. Through a variety of 
partnerships, the Workforce Development Coordinator will maintain and enhance partnerships with 
SLATE, Better Family Life, Job Corps, St. Clair Workforce Development and similar organizations. Acting 
as a liaison between these organizations and LUME, you will be responsible for recruiting and 
coordinating all new cohorts with and through various partnerships. The Workforce Development 
Coordinator will support the growth of our LUME Approach training courses, as well as evaluate the 
success of CDA candidates who have been through our apprenticeship program. This position is based 
inside of University City Children’s Center and reports to the Director of Programs.  

Primary Interactions 

The Workforce Development Coordinator interacts daily with everyone at LUME and UCCC and reports 
to the LUME Director of Programs 

Essential Tasks and Responsibilities 
 

 Assess the impact of the organization’s existing apprenticeship program; recommend programmatic 
and operational improvements where appropriate 

 Partner with LUME, UCCC and SLATE staff to determine which program areas warrant outside 
recruiting and what can be accomplished through internal candidates 

http://www.uccc.org/
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 Recruiting candidates throughout the community on an ongoing basis 

 Coordinate with the LUME CMR Specialist on data collection, tracking and documentation of 
apprenticeship programmatic goals, milestones and advancements  

 Drive the conversation with leadership and cohorts about measurable goals 

 Gain a healthy understanding of programmatic funding sources and partnerships 

 Ability to think outside the box as apprenticeship program recruiting and placement needs increase    

 Must have healthy understanding of LUMEs Approach and framework and be able to effectively 
apply it to the CDA apprenticeship program 

 

Skills and Attributes 

 Bachelor’s Degree in Early Childhood Education or a related field of study, Master’s degree is a plus 

 2 or more years of experience as a trainer through workforce development and facilitating 
organizational programs as a project manager 

 Previous experience in an educational environment would be a plus 

 Understanding of child care licensing and regulations is recommended; CDA is a plus 

 Understands the value of relationship building and has excellent communication skills 

 Great attention to detail and highly organized 

 Experience tracking and recording measurable data  

 Highly creative with an ability to source candidates from unlikely avenues    

 Demonstrated ability to work independently in a fast-paced environment, lead projects, meet 

multiple concurrent deadlines, organize time and priorities, and work well with other members of 

our organizations and partnerships 

 Demonstrated experience as a project manager and strategic thinker 

 Embodies our core values of trust, love, empathy, compassion and joy 

 

Environmental Factors 

Indoors, primarily works in an open office shared by other LUME staff. Frequent local travel required 

between LUME office and partners’ offices. Noise and activity levels can be high; staff, visitors, families 

and children come and go at all times. Position requires a health screen, and annual Family Safety 

Registry background check. UCCC is a busy, unique environment. Staff are expected to participate fully 

in the life of the Center. All staff must be able to lift 25 lbs. in the event of an evacuation or emergency 

situation. 

 

Reports to: Director of Programs 

Position classified as: Non-exempt, full-time, full-year 

Position description created: 2/17;  Approved by:  Steve Zwolak 


