
Job Description 

   

Please forward a cover letter and resume to Toni Falk 
 at Toni.Falk@rflnetwork.org for consideration. 

 

Position Title: Program Assistant - Inclusive College Program 
Location: Ready for Life Academy @ Northwestern Michigan College, Traverse City, MI 
Employment Type: Part-Time, 25 hours per week, 34 weeks per year 
Start Date: August 15, 2025 

 
Ready For Life (RFL), a nonprofit organization, is seeking a dedicated and self-motivated 
individual to serve as the Program Assistant for our Academy program located on the campus of 
Northwestern Michigan College in Traverse City, MI. 
 
RFL provides inclusive educational and life skills programming for individuals with intellectual 
and developmental disabilities. We are committed to supporting our students in achieving their 
personalized goals through meaningful instruction, guidance, and community engagement. 
 
The Program Assistant plays a vital role in supporting college students with intellectual and 
developmental disabilities (IDD) and autism in a fully inclusive higher education environment. 
This position is well-suited for someone who is compassionate, detail-oriented, and proactive—
someone who values neurodiversity, embraces inclusive education, and excels in a collaborative 
academic setting. 
 
 Key Responsibilities 

• Provide academic support to students in inclusive college courses, including identifying 
assistive technology options, tutoring, and assignment assistance 

• Assist in teaching and facilitating specialized courses focused on life skills, 
communication, or career readiness 

• Support students in developing executive functioning skills such as time management, 
organization, and study strategies 

• Collaborate with faculty and program staff to adapt materials and ensure accessibility 
• Foster a positive, respectful, and inclusive classroom environment 
• Monitor student progress and provide feedback to instructors and support teams 
• Assist with Work Experience Opportunity field supervision 
• Participate in team meetings and contribute to individualized support planning 

 
Qualifications 

• Associate’s or Bachelor’s degree in Education, Psychology, Social Work, or a related field 
(or currently pursuing) 

• Experience working with individuals with IDD and/or autism preferred 
• Strong interpersonal and communication skills 
• Patience, flexibility, and a commitment to inclusive practices 
• Ability to work independently and as part of a team 

 
  
 
 



   
 

Please forward a cover letter and resume to Toni Falk  
at Toni.Falk@rflnetwork.org for consideration. 

 

Preferred Skills 
• Familiarity with Universal Design for Learning (UDL) or inclusive teaching strategies 
• Experience in tutoring, mentoring, or classroom support 
• Understanding of assistive technology or accommodations in academic settings 

 
This is a part-time (initially as program grows) position of 25 hours per week, 4-5 hrs./day, 
Monday-Friday following the Northwestern Michigan College academic calendar. This position is 
not eligible for benefits. You will have the opportunity to work for a company that has a passion 
for providing individuals with the education and life skills they need to gain proficiency in skills 
related to safety, relationship building, socialization, recreation, and independent living skills. 
We provide training and a great work environment! 

Job Type: part-time, academic calendar 
 
Wage: $24.00/hr; not eligible for benefits package 
 

 
 

 
Note: 
 
This job description is intended to convey information essential to understanding the scope of 
the Program Assistant position and is not an exhaustive list of duties, responsibilities, or 
qualifications. The Program Assistant reports to the Instructor & Executive Director and may be 
required to perform other duties as assigned.  
 


