COLUMBUS

PROGRAM COORDINATOR, CONNECTUS (Exempt)

About the Columbus Partnership

The Columbus Partnership is a nonprofit organization of CEOs from Columbus’ leading businesses and
institutions. Through our membership and other ally organizations across Central Ohio, the Partnership
upholds a shared vision to make Columbus the most prosperous region in the country.

The Columbus Partnership also includes One Columbus, one of the nation’s top economic development
teams that serves the 11-county Columbus Region; and Smart Columbus, a civic innovation lab that
advances what is new and next at the intersection of technology and community good.

Can you imagine Columbus as the most prosperous region in the United States, where more and more
people are able to improve their economic and social well-being? We do, every day.

The Role

The Program Coordinator, ConnectUS provides essential operational, administrative and programmatic
support to advance digital equity initiatives across the community. ConnectUS is a community-wide
initiative to close the digital divide in Franklin County and sits within the Smart Columbus innovation lab.

Reporting directly to the Program Manager, the Program Coordinator plays a critical supporting role in the
day-to-day execution of programs, participant engagement, partnership coordination, data tracking and
event logistics. This position is ideal for a detail-oriented, reliable and service-minded professional
passionate about community impact and gaining experience in program operations.

Note: This role is grant-funded through 2027. Continued funding beyond 2027 is contingent upon
securing additional funding streams.

Reports to: Program Manager, ConnectUS
Essential Duties and Responsibilities
Program Operations and Support

¢ Provide operational support for ConnectUS programs, including device distribution, digital skills
training cohorts, participant recruitment, registration, onboarding and retention activities.

¢ Maintain accurate program records, databases, and tracking systems for participants, devices,
outcomes, expenses and other key metrics.

e Support data collection, grant reporting, compliance documentation and preparation of regular
progress reports.

e Support procurement, inventory management, scheduling and other day-to-day operational tasks.

¢ Attend program meetings to take notes, track action items, and support preparation of
presentations, reports and documentation.

e Provide general administrative and project support to the Program Manager and broader
ConnectUS team.

Partnership and Stakeholder Coordination

e Serve as a primary point of contact for program participants, responding to inquiries, providing
assistance and helping resolve day-to-day issues.
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Assist with partner onboarding, relationship management and ongoing communication with
training providers, community organizations and coalition members.

Act as a liaison between internal teams, external partners and participants to facilitate smooth
collaboration.

Help plan and coordinate meetings, events, convenings and training sessions, including logistics,
materials preparation, attendee communications and follow-up.

Other duties as assigned.

Skills and Qualifications

Required Qualifications

Bachelor’s degree in public administration, nonprofit management, communications, social
sciences or a related field (or equivalent experience).

2—4 years of experience in program coordination, administrative support or community program
operations.

Strong proficiency in Microsoft 365 and comfort with data management tools.

Key Skills and Experience

Excellent organizational and project coordination skills with strong attention to detail.

Solid written and verbal communication abilities, including professional correspondence and
meeting documentation.

Experience supporting program data tracking, reporting and basic evaluation activities.
Ability to build positive working relationships with diverse stakeholders, including community
partners and internal teams.

Comfort working in a fast-paced environment and managing multiple tasks and deadlines
effectively.

Passion for digital equity, workforce development, and community impact initiatives.

High degree of reliability, discretion and professionalism.

Workplace Environment

Some travel around the Columbus Region will be required.

The Columbus Partnership is an in-person work environment based in Downtown Columbus.
Work hours are generally 8 a.m. —4 p.m.or 9a.m. —5 p.m.

Must be available to work occasional off-hours; events and meetings will involve some early
mornings, evenings and weekends.

May be required to work more than 8 hours during a workday as deadlines demand.

We Offer

A front-row leadership seat impacting our community’s future.

Comprehensive health, dental and vision coverage.

Generous paid time off, parental leave and holidays.

A 401(k) plan with an exceptional employer contribution.

Professional development support.

A modern downtown office with free parking.

A high-impact, mission-driven team that's doing big things for the Columbus Region.

To Apply

Send your resume and a short note of interest to careers@columbuspartnership.com with the subject
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line: Program Coordinator, ConnectUS

This job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities
that are required of the employee for this job. Duties, responsibilities, and activities may change at any time with or
without notice.

The Columbus Partnership is an equal employment opportunity employer and does not discriminate against any
employee or applicant on the basis of race, color, sex, age, religion, ancestry, national origin, citizenship, disability,
military status, sexual orientation, or genetic information. The Columbus Partnership requires all employees, vendors,
and associates to support its nondiscriminatory policies.

The Columbus Partnership is committed to the full inclusion of all qualified individuals. In keeping with our
commitment, The Columbus Partnership will take steps to ensure that people with disabilities are provided with
reasonable accommodation. Accordingly, if reasonable accommodation is required to fully participate the job
application or interview process, to perform the essential functions of the position, and / or to receive all other benefits
and privileges of employment, please contact careers@columbuspartnership.com.
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