
Job Title: Program Coordinator

Job Location: Remote (anywhere in the United States)

Time Expectations: Full-time

Job Overview: The Program Coordinator will support the Senior ProgramManager at Project Shema on
special projects and cohort-based programmatic initiatives.

Compensation: $55,000-65,000; $12,000 Health reimbursement fund (HRA)

About Project Shema: Named a�er the Hebrew word Shema, which means “to hear”, “to listen”, or
“understand,” Project Shema works to deepen understanding and build compassion and bridges across
communities.We provide a truly unique, nuanced approach to antisemitism education for those working to
ensure inclusive spaces for all Jews. Since its founding, Project Shema has supported Jewish institutions and
major corporations, locally and globally, to explore these complex issues. For more, check out our core
principles here.

Our work: Project Shema is an independent nonprofit organization that trains and supports the Jewish
community and allies to understand and address contemporary antisemitism, with an emphasis on how
anti-Jewish ideas can emerge in progressive spaces and in discourse around Israel and Palestine. Founded by
Jewish leaders with deep ties in social justice movements, Project Shema brings a fresh and humanizing
approach to these challenging issues.

Our Team Values:

● Pʼtichut (Continuous Learning): Being a great training and support organization requires a humble
team dedicated to continuous listening, learning, and growth.

● Briyut (Wellness): The intensity of these issues will test us emotionally, so our team places a priority
onmental wellbeing.

● Chazak (Strength): Weʼre all here because we feel a sense of obligation to protect our community,
so weʼre committed to fostering the strength & resilience necessary to do so.

● Achdut (Solidarity): We have each otherʼs back.
● Hinenu (Here we are): In the moments our community is most afraid, our team steps up to support

and guide those in our network.

General Expectations:

● You have a deep commitment to the wellbeing of the Jewish people.
● You are aligned with the organizationʼs core principles as listed here.
● You have a strong work ethic, are a self-starter, and can be productive with minimal supervision.
● You have a proven ability to translate vision into actionable strategies.
● You are detail oriented, well-organized, and an outstanding communicator.
● You are adept at leveraging problem-solving skills and adaptability to create clear, actionable plans

and drive results.
● You exhibit strong empathy, trustworthiness, and nurturing qualities, building supportive

relationships with teammembers and creating a positive and trusting work environment.
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● This role has an expectation of responsiveness within 24 hours on workdays to the stakeholders
being supported by this work.

Technical Skills
● You are proficient with Microso� Office, especially Excel and PowerPoint, along with Slack, Google

Drive, and Mailchimp (or similar technology).
● You are proficient in Airtable and can use its so�ware as an integrative project tracker tool.
● You can build and learn processes and systems as we go and can be relied upon to follow up and

follow through.

Job Scope:

Program coordination (70%)
● Research information needed for the Discovery phase of project and cohort construction, including

compiling landscape analysis.
● Support the compilation of promotional materials and dra� communications between Organization

and partners or participants.
● Build dossiers for facilitators to help prepare them in advance of workshops.
● Compile reports and/or provide supporting data for various programming and presentation needs.
● Build registration systems and track participant attendance during conferences or cohort

gatherings. Follow up with participants on post-gathering assignments and address inbound
communication.

● Ensure all necessary on-boarding details are addressed prior to programming and complete any
required post-event follow up as needed.

● Compile post event reports, as necessary, following programming for partners

Program operations (20%)
● Ensure programmaterials are ready in a timely manner
● Oversee logistics for in-person programs, including space rentals, catering, travel, etc.
● Use Airtable automation so�ware to support tracking of programmatic logistics

Internal Systems & Communication (10%)
● Develop, implement, and streamline processes, procedures, and systems to support the growth of

the organization and programs
● Identify program gaps and needed resources to improve team capacity and ensure ongoing

high-quality program delivery
● Serve as a liaison between the program team and other departments, including development,

communications, and administration

To apply: Email 1-2 paragraphs outlining how your unique skill set fits within the responsibilities below
along with your resume to apply@projectshema.orgwith the subject line “Program Coordinator
Application”
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