
 
 
 

Kalamazoo Program Coordinator  
 

Position Posted: Novem ber 1, 2022                                  Apply Before: J an uary 15, 2023 

Job Category & Wage: Full-tim e   
$30,000-$45,000 
Location: Kalam azoo, MI  
 

Relevant Work Experience: See Below  
Preferred Education Level: Bach elor’s  Degree 
in  Bus in ess , Sports  Man agem en t, Prof. Golf 
Man agem en t

 

Organization Overview  
 
Th e Lak e Mich igan  J un ior Golf Association  w as  es tablish ed in  Decem ber of 2006 to provide jun ior golf 
tourn am en ts  in  West Mich igan  to all youth .  In  2011, Th e Lak e Mich igan  J un ior Golf Association  sh ifted its  
focus  to es tablish in g a  ch apter of Firs t Tee - Wes t Mich igan .  On  J un e 23, 2011, Firs t  Tee - West Mich igan  
officially becam e a ch apter of Firs t Tee. 
 
Firs t Tee - Wes t Mich igan  is  on e of 150 ch apters  w orldw ide th at are par t of a  global n on -profit youth  
in itia tive. Firs t Tee w as  created in  1997 by th e World Golf Foun da tion  to use golf an d  ch aracter education  to 
provide youn g people of a ll eth n ic an d econ om ic back groun ds  an  opportun ity to develop life-en h an cin g 
values  such  as  h on es ty, in tegrity an d sportsm an sh ip. By en gagin g youth  in  a  com bin ation  of life sk ills , 
leadersh ip an d golf activities , th ey are exposed to pos itive tra its  th at w ill h elp th em  becom e valuable assets  
to th eir com m un ity an d  even tually ach ieve success  in  life. Firs t Tee’s  Life Skills  & Golf Experien ce 
curricu lum  is  th e un ique com pon en t th at sets  it apar t from  m an y oth er success fu l jun ior golf program s.  
 

At Firs t Tee - Wes t Mich igan , w e are h igh ly focused on  reach in g out to a t-risk  an d disadvan taged youth . We 
w an t our participan ts  to see th e beauty of th e golf course, learn  th e sk ills  th ey n eed to succeed in  life, an d 
build relation sh ips  w ith  th ose w h o care for th eir w ell-bein g.  In  2021, w e w ork ed w ith  1,600 pa rticipan ts  in  
West Mich igan , 350 of w h ich  w ere from  Kalam azoo Coun ty.  
 

Position Description 
 
Th e Kalam azoo Program  Coordin ator w ill report directly to th e Kalam azoo Area Director. In spired by a  
gen uin e pass ion  for em pow erin g an d h elpin g youth  succeed in  life, th e Program  Coordin ator  w ill w ork  
diligen tly to prom ote an d expan d Firs t Tee program s in  Kalam azoo. Th e Program  Coordin ator  w ill h elp 
w ith  program  des ign , im plem en tation , an d support th e overall s tra tegic an d operation al plan  for Firs t Tee –  
West Mich igan  in  Kalam azoo. Th is  pos ition  w ill coach  sess ion s  w ith  s tuden ts  3-4 days  per w eek , in cludin g 
Saturdays . 
 

The ideal candidate has outstanding administrative, communication, interpersonal and organizational 
skills, strong affinity for golf and the golf community, and an interest  in working with participants ages 7 -
17 (and their parents) and also r esides in Kalamazoo Country.  
 

 
Responsibilities 
Programming:   



● Help develop and implement First Tee curriculum as outlined by the Program Director and 
Kalamazoo Area Director  

● Coordinate registration, schedules, transportation and lesson plans for clinics and programs with 
other youth serving organizations and schools  

● Identify, meet, and partner with area organizations and schools who work with First Tee’s target 
demographic (lower -income populations)  

● Lead (Coach) First Tee’s six -class sessions and various other parts of programming with kids and 
teens 3-4 days/week  

● Provide a safe environment for all students and coaches  
● Make the game and experience fun for participants  
● Maintain the quality of the equipment and all instructional areas  
● Empathy, patience and excitement to serve and work with students from challenging backgrounds  
● A knowledge of the game of golf, and an ability and desire to work directly with students  
● Attend all First Tee events including outings and golf marathons  

 
Administrative:  

● Help track  participan ts  in form ation  an d progress  th rough  Firs t Tee on lin e participan t databases  
(Sales force & Paren t Por tal) 

● Man age s tuden t regis tration  for Kalam azoo program s 
● Com m un icate w ith  paren ts  th rough  w ebs ite, em ail, text, an d ph on e calls  
● Help w ith  th e sch edulin g of coach es  an d volun teers  for a ll program s 
● Oth er data  en try th at  th e Area  Director n eeds  h elp w ith  
● Assis t in  th e creation  of prom otion al m ateria ls  to in crease th e aw aren ess  of th e program s  

 
Coaches/Volunteers: 

● Help recru it part-tim e Lead Coach es  an d  volun teers  
● Iden tify an d  atten d even ts  an d golf leagues  to prom ote Firs t Tee an d  actively seek  out 

volun teers / coach es 
 
Qualifications 
Th e follow in g ch aracteris tics  are n ecessary for success  in  th is  pos ition :  
 
Communication Skills 

● Strong use of the written English language, including grammar, spelling and punctuation  
● Active listener  
● High emotional IQ  
● Ability to multitask  

 
Technical Skills 

● Computer savvy  
● Comfortable learning online database systems  

o Wh en IWork , Pan daDoc, Hubspot, G-Suite, Asan a, SalesForce, Slack , are used w ith  frequen cy 
● Golf sw in g k n ow ledge a  plus  
● Youth / coach in g experien ce 

 
Personal Characteristics

● A love for youth  (age 7 to 17) 
● High  In tegrity  
● A servan t h eart  

● High  atten tion  to detail 
● Stron g m em ory  
● Ability to focus  in  a  h igh -en ergy 



environment or as  an  in dividual 
● Flexible 
● Organ ized 
● Person ally accoun table 

● Outcom e driven  
● Efficien cy seek er  
● Ch allen ger 
● Patien t

 
Job Benefits 

● Mileage reim bursem en t for in -w ork  travel 
● flexible sch edule 
● Cell ph on e s tipen d 
● Ability to w ork  rem otely sem i-frequen tly 
● Holidays  Off (Mem orial Day, In depen den ce Day, Labor Day) 

 
 
 

Interested?  
Please subm it a  cover letter, resum e, an d  salary requirem en ts  to th e follow in g em ail: 
h r@firs tteew es tm ich igan .org 
 
 
Con tact: Stacy Sn ider HR an d Talen t Acquis ition  
Teleph on e: 616-208-1177 
Website Address : w w w .th efirs tteew es tm ich igan .org 
 

Watch  th is  video for an  overview  of Firs t Tee - Wes t Mich igan : 
h ttps :/ /w w w .youtube.com /w atch ?v=py0m tv16s64&t=1s 
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