SUPPLIES OVER SEAS 
PROGRAM COORDINATOR
Job Description in Brief
Job Posting 
	Job Title:
	Program Coordinator.................
	Company Job Code:
	Supplies Over Seas

	FLSA Status: 
	EXEMPT....................................
	Division/Department
	Front Office

	EEO Code: 
	SUPPORT.........................
	Reports to:
	CEO


SUMMARY OF POSITION
Supplies Over Seas (SOS) is seeking a full-time Program Coordinator, with a passion for the mission of SOS, to assist with the planning, implementation, monitoring, evaluation and reporting of all ongoing programs of the organization.  The Program Coordinator will provide direct support to the Chief Executive Officer, Development Director, Operations Manager, other key staff and volunteers.  This position encompasses Customer Service, Social Media and Web site management (about 34%); Special Events, Marketing & Development support (about 33%); General Office Administration, Data Base Management and Volunteer programs support (33%). 

OUR MISSION

Supplies Over Seas (SOS) meets critical healthcare needs in developing countries around the world by recovering and redistributing surplus medical supplies and equipment. SOS promotes environmental stewardship, partnering with hospitals and others to recover and send what would otherwise go to the landfill.
KEY FUNCTIONS/ESSENTIAL DUTIES
The Program Coordinator is responsible for:
· Maintaining updates to the SOS Web site and all Social Media for the organization, including regular updates to SOS Facebook, Twitter, GooglePlus, Instagram, YouTube, etc.  
· Welcoming guests and volunteers; processing walk-in donations; giving tours 

· Managing special events, including but not limited to: SOS Tuesday Tours, volunteer recognition events, container shipment parties

· Supporting marketing and development functions of organization

· Maintaining records and data bases of organizational contacts

· Supporting volunteer management functions

· Leading general office administration functions

· All other duties as assigned
KNOWLEDGE AND SKILL REQUIREMENTS 

Working knowledge of all things Social Media: Facebook; Twitter; Google+; YouTube; Instagram; other 
     social media tools 

Familiar with WordPress or other web site platforms

Ability to write compelling stories and launch in e-news format like Constant Contact

Creative ability to promote the mission of SOS 
Working knowledge of data base and contact management systems like Excel and DonorPerfect

Working knowledge of Quickbooks and general accounting practices

Strong record keeping abilities and ability to multi task; stay on project with multiple interruptions 

QUALIFICATIONS

Demonstrated experience in social media, marketing and web site management 

Strong computer skills and knowledge of appropriate software: Microsoft Office Suite, Excel, 
     DonorPerfect
Demonstrates pride in work, excellent attention to detail, ability to maintain accurate records

Willingness to accept a high level of responsibility, and to seek and accept direction as needed; 

     self-directed and great organizational skills 
Ability to manage multiple projects at once

Experience in coordinating programs and events
Ability to work some nights and weekends – with opportunity to flex time during week

Background in or passion for international affairs, humanitarian aid, environmental stewardship, global 
     health
Bachelor’s degree preferred, or equivalent experience
HOW TO APPLY
Please email (1) cover letter, (2) resume, (3) writing sample, (4) minimum of 3 references and (5) salary expectations, with “Program Coordinator Job Post” in subject line to:

Admin@SuppliesOverSeas.org
DEADLINE - The deadline to apply is Monday, March 14, 2016.
ABOUT SUPPLIES OVER SEAS - To learn more about Supplies Over Seas, visit:

Website

www.suppliesoverseas.org

Facebook Page
https://www.facebook.com/SuppliesOverSeas
Supplies Over Seas is an Equal Opportunity Employer


