
 
 
 
 
 

 

Big Brothers Big Sisters of Rhode Island has an opening for an Enrollment Specialist position. For more 
than 50 years, BBBSRI has been pairing children with adult mentors, creating lasting friendships and 
empowering each child to actualize their maximum potential.    

The ideal candidate will have a bachelor’s degree in social work, human services, or related field. 
Experience working with diverse populations, both child and adult; specific assessment, intake, or 
interview experience preferred. Must have car, valid driver’s license, and meet state required automobile 
insurance minimums.  

To be successful in this position, a candidate must have strong, demonstrated skills to: 
 Respond to inquiries in positive manner promoting BBBS programs.  Work with the program 

assistant to determine best way to get volunteer involvement, obtain preliminary contact 
information, and schedule enrollment interview. 

 Actively recruit mentees for the program. 
 Send forms or information as needed to volunteer, families or school administrators. 
 Respond to all calls regarding enrollment status or general information. Provide prompt and 

informative responses. 
 Check references and conduct background checks for volunteers. 
 Able to read, write, and speak Spanish is a plus, but not required. 

 
Top candidate must possess this level of knowledge, skills, and experience: 

 Work with Match Support Specialists to transition participants from enrollment to match support. 
 Conduct client enrollments including volunteer, parent/child interviews, child safety education and 

enrollment processes. 
 Ensure a high-level of proficiency and skill in applying child safety and risk management knowledge, 

policies and procedures throughout all aspects of job function.   Identify child safety issues for 
volunteers, children and their families. 

 Clearly document all match details, conversations, records, etc. in the agency database.   
 Review and follow-up on references as necessary to gain additional data to complete the 

assessment process.   
 Assess volunteer “fit” to BBBS. Review all enrollment information and assessments and make 

recommendations for participation in the program based on this information. Consult with other 
service delivery staff and/or supervisor as appropriate. 

 Maintain accurate and timely records for each match according to standards and utilize technology 
to report, synthesize and analyze data. 

 Determine matches and facilitate match meetings.  Accommodate volunteer and family schedules.   
 

This position is full-time and offers a comprehensive benefits package.  

Send resume and cover letter to:  HR@BigsRI.org  
No phone calls, please. 


