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Position Title: Program Coordinator

Status: Full-time employee

Hours: Full Time 40 hours (may include evenings)
Reports to: Director of Operations

WHO WE ARE

Community Teams is a nonprofit in the Holland/Zeeland area that forms small, committed teams of
volunteers around individuals and families who are isolated. In partnership with local churches and

social service agencies, we help people experience consistent relationship, practical support, and a

growing sense of belonging.

POSITION SUMMARY

The Program Coordinator leads the front-end execution and operational oversight of the Community
Teams model. This role maintains the rhythms and systems that care for and track the health of
teams, and prepares quarterly reports that combine both data and stories for Social Service Agency
(SSA) and church partners. Until Team Workers are hired, the Program Coordinator remains one of
the primary staff supporting teams alongside the Executive Director and Director of Operations.

KEY RESPONSIBILITIES

Team Formation & Launch
¢ Coordinate team launches from intake = matching — training/onboarding — launch — ongoing
health.
* Maintain accurate team records and build a replicable launch process.
Program/Teams Oversight
* Maintain program rhythms (surveys, check-ins, quarterly meetings, documentation standards).
e Stay relationally connected to teams/coaches through regular check-ins.
¢ Coordinate coach care and appreciation rhythms.
Quarterly Reports, Stories & Metrics
* Produce quarterly impact reports (team health, participation, barriers, progress, stories, wins)
for both SSA and church partners.
¢ Use stories and metrics to strengthen churches and the broader community, supporting both
recruitment and growing partnerships.
Volunteer/Church Coordination
e Work in tandem with the Volunteer/Church Coordinator to stay relationally connected with
churches and ensure strong church-liaison communication.
* Ensure volunteer capacity aligns with new social service agency partnerships so teams are
supported and volunteers are effectively utilized.
Program Logistics & Support
¢ Support the Director of Operations with training and gathering logistics, including registration,
materials, and communications.
¢ Keep volunteer records up to date and refine program systems to better support teams over
time.
Team Connection
* Be a part of the journey of at least one Community Team as a staff overseer, coach or friend.



SKILLS REQUIRED

Strong interpersonal and relationship-building skills; able to connect with volunteers,
coaches, neighbors, and partner organizations.

Excellent written and verbal communication; able to communicate with clarity, warmth,
and professionalism across diverse audiences.

Project and process coordination skills; able to move work from intake = onboarding —
launch — ongoing support with follow-through.

Strong judgment and emotional maturity; able to navigate sensitive situations and
conflict with care and clarity.

High organizational strength; able to manage multiple teams, timelines, and details
without dropping follow-ups.

Reporting competency; able to track data, interpret team health indicators, and
produce clear quarterly summaries that combine metrics and stories.
Systems-oriented and tech-comfortable; able to use CRMs/databases, shared drives,
and forms/surveys, and improve workflows over time.

Proactive and adaptable; able to problem-solve, learn quickly, and refine systems in a
growing organization.

Collaborative team player; able to work in close coordination with the Director of
Operations, Executive Director, and Volunteer/Church Coordinator.

EXPERIENCE REQUIRED

Demonstrated experience coordinating a program, people, or projects with multiple moving
parts (from planning through execution).

Experience handling sensitive situations with discretion

Ability to pass any required background check and maintain appropriate boundaries with
volunteers and neighbors.

PREFERRED SKILLS & EXPERIENCE

Bilingual in English/Spanish (or strong cross-cultural communication experience).

Existing connections with local church leaders and/or local social service organizations.

Work experience in social service, nonprofit, or church settings—especially alongside under-
resourced or marginalized populations.

Experience creating impact reporting, survey summaries, or case/program reports.

Experience with volunteer mobilization and/or volunteer onboarding systems.

Experience working with partners or stakeholders (community organizations, schools, churches,
or agencies).

COMPENSATION AND BENEFITS

$50,000 annual salary including paid time off and professional development opportunities,
consistent with organizational policy.

DISCLAIMER

This job description is not intended to be all-inclusive. Duties and responsibilities may evolve based
on program needs and organizational priorities.

To apply, please submit a cover letter and resume to Garrett Anderson: garrett@communityteams.org




