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OVERVIEW: PROGRAM LOGISTICS SPECIALIST
Jobs Partnership equips men and women who have been overlooked or underserved with pathways to meaningful work and flourishing lives—grounded in biblical principles. For over 25 years, we’ve helped participants discover their God-given purpose, develop essential life and work skills, and connect to meaningful employment opportunities through the support of dedicated volunteers, church partners, and community organizations.
We are seeking a mission-driven Program Logistics Specialist who is passionate about operational excellence and delivering well-organized, Christ-centered program experiences. Reporting to the Program Manager, this role is responsible for executing the day-to-day logistics, coordination, and communication required to deliver Jobs Partnership’s curriculum—including LifeWorks—across multiple partner sites.
As a key member of the Program Team, the Program Logistics Specialist ensures that every class and event is prepared, coordinated, and executed with excellence. This role supports site readiness, manages program logistics, maintains accurate data and documentation, and coordinates communication with participants, volunteers, and partners to ensure a consistent and high-quality program experience.
CONTRIBUTION
The Program Logistics Specialist supports the operational execution of Jobs Partnership’s program delivery by ensuring all logistical, administrative, and communication components are completed accurately and on time. This role owns day-to-day coordination of class logistics, supports Learning Management System (LMS) administration and data integrity, manages program documentation, and executes participant and volunteer communications.
Working closely with the Program Manager and in collaboration with the broader team, the Program Logistics Specialist plays a critical role in ensuring smooth program operations, supporting participant engagement, and enabling a high-quality, Christ-centered experience across all sites.
PRIMARY RESPONSIBILITIES
· Execute program logistics across sites, including setup, materials, scheduling, and event coordination.
· Ensure site readiness for each class session, including facilities, classroom setup, and adherence to program standards.
· Support LMS administration and program tracking by maintaining accurate data, monitoring participant progress, and generating reports.
· Manage participant and volunteer coordination, including communications, scheduling support, and day-of readiness.
· Maintain program documentation and support recruitment and events, including collecting records, coordinating outreach logistics, and escalating site-level issues as needed.
SKILLS REQUIRED
· Strong organizational and coordination skills with attention to detail.
· Excellent communication and interpersonal skills.
· Ability to manage multiple priorities and execute tasks reliably.
· Proactive problem-solving and adaptability in a fast-paced environment.
· Strong sense of ownership and follow-through.
EDUCATION / KNOWLEDGE REQUIRED
· Associate or Bachelor’s degree in a related field or equivalent experience.
· Minimum of 2 years of experience in program coordination, operations, or event planning.
· Experience with data systems or CRM tools (e.g., Salesforce) preferred.
· Alignment with a biblical worldview and commitment to Kingdom work.
· Availability for evening classes and occasional events.
GOALS
· Ensure consistent, well-executed program logistics across all sites.
· Support participant and volunteer engagement through clear communication and coordination.
· Maintain accurate program data and documentation.
· Enable smooth, reliable program delivery that reflects Jobs Partnership’s mission and standards.
SCHEDULE
Full-time, typically Monday–Friday, with flexibility required for evening classes, site visits, and occasional events.
COMPENSATION: 
Salary range of $45,000 - $55,000
Annual Incentive: Up to 4% of annual salary
Full Benefits package, including 5% 401(k) match.
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