NEHEMIAH

JUSTIFIED ANGER

Mobilization Coordinator

Join a dynamic team in transforming lives by advancing Nehemiah’s community-focused
programs! In this role, you will play a vital part in strengthening our educational programming
and direct service initiatives. You will help coordinate exciting internships, craft engaging
newsletters, and work alongside passionate team members to drive volunteer involvement and
retention. Plus, you will provide crucial administrative support for courses, events, and project
planning. If you're a proactive communicator with a heart for service, this is your chance to help
build stronger communities and empower individuals to thrive!

Job Duties

1. Mobilization and Partnerships - 50%

e Empower Nehemiah programs and/or partners to coordinate volunteers and
donations
Maintain in-kind donation documentation and volunteer retention processes
Coordinate and oversee internship programming
Craft email newsletters with volunteer needs and reentry requests
Collaborate with Director of Adult Education and Adult Education Coordinator to
engage volunteers and course alums
e Collaborate with Director of Donor Engagement and Faith Community
Relationship Manager to foster new and retain existing partnerships with
community partners
Monitor and respond to the volunteer@nehemiah.org inbox regularly
Attend regular staff meetings
Other duties as assigned

2. Administrative Support - 50%

Support in-person courses and course events

Support course catalog expansion efforts

Assist with event details such as tabling materials, name tags and attendance,
printed materials, catering needs, etc.

Collaborate with Director of Adult Education to test new course platform materials
Provide customer service assistance alongside other office staff as needed
Maintain adult education team calendar and project planning needs

Required Skills

1-2 years experience coordinating adults participating in nonprofit programming
Clear and consistent communication

Ability to work with a team with diverse skill sets

Adept at cross-cultural communication


mailto:volunteer@nehemiah.org

Desired Skills

Experience assisting with volunteer and event coordination

Customer service experience

Skilled in troubleshooting technology platforms

Proficiency in Google Workspace, Microsoft Office, volunteer CRMs, and hybrid
working technology (such as Zoom)

Additional Information

Position type: Full time, 40 hours per week

Location: Madison, Wl — hybrid work environment

Reports to: Siobhan Jackson, Director of Adult Education

Salary: $41,700

Benefits: Health and dental, Flex Spending Plan, vacation/sick/holiday pay, professional
development opportunities

To apply, please email your resume and a cover letter to Dr. Karen Reece at
office@nehemiah.org with the subject line “Mobilization Coordinator Application”. Applications
will be accepted until the position is filled.
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