
IMPACT Chicago 

Position Description 

Operations & Outreach Coordinator 

Position Overview 

Reports To: Administrative Team Chair(s) 
Hours: Approximately 15 hours per week 
Compensation: $1,450 per month (~$22/hour) 
Employment: Ongoing, part-time 

 
The Operations & Outreach Coordinator serves as the operational hub of the organization. This role 
owns the full cycle of program operations, from community outreach and enrollment through course 
logistics and post-program follow-up. The Coordinator is expected to take full ownership of their 
areas of responsibility, exercise independent judgment, and bring a strategic perspective to the 
work. 
 
This is not a clerical role. It requires initiative, relationship-building skills, comfort with ambiguity, 
and a genuine commitment to IMPACT's mission. 

Expectations for All IMPACT Employees 

Support and promote IMPACT's mission. 
IMPACT Chicago is committed to ending violence and building a non-violent world in which all 
people can live safely and with dignity. Every aspect of this role should reflect that mission. 

Work effectively both collaboratively and independently. 
As a primarily volunteer-run organization, we need staff who can move forward without reminders 
and who can bring others along with them. Many tasks in this role are performed independently on 
a regular schedule. 

Work efficiently and stay mission-focused. 
We are mission-driven with clear, manageable goals. We spend virtually all of our time on work that 
advances our mission or is required for fiscal solvency. 

Resolve problems respectfully. 
Our mission of non-violence extends into how we work with each other. We assume good 
intentions, address issues directly and respectfully, and do not attack the person when addressing a 
problem. 

Operate in accordance with our organizational philosophy. 
IMPACT Chicago is a non-hierarchical, collaborative organization. The Coordinator is expected to 
understand and embody this spirit in all interactions. 

 



Expectations for This Position 

Own your areas of responsibility. 
This position is one of two paid staff at IMPACT. That means the Coordinator is expected to take 
full responsibility for the functions described below — not waiting to be asked, not letting things fall 
through the cracks, and proactively flagging issues before they become problems. 

Be the front line of IMPACT. 
The Coordinator is often the first person prospective students, workshop clients, and partner 
organizations interact with. Every communication should reflect IMPACT's mission, values, and 
approach. 

Build relationships, not just transactions. 
Outreach and enrollment work requires sustained relationship-building with community 
organizations, not one-time contacts. The Coordinator is expected to cultivate genuine partnerships 
over time. 

Report and reflect monthly. 
At each monthly Admin Team meeting, the Coordinator presents a short progress report covering 
enrollment activity, outreach contacts, volunteer status, and any issues requiring Admin Team input 
or support. This is the primary accountability and coaching touchpoint for the role. 

Think ahead. 
At the start of each program year, the Coordinator proposes 2-3 strategic outreach or operational 
goals for the year. Throughout the year, they track progress against those goals and raise issues 
early. 

Job Components and Principal Duties 

Community Outreach and Enrollment 
The Coordinator proactively builds and maintains relationships with organizations in the Chicago 
community that can connect IMPACT to prospective students and workshop clients. 
 

• Identify and contact organizations that serve IMPACT's target communities, including rape 
crisis centers, domestic violence organizations, LGBTQ nonprofits, homeless services, 
disability-focused organizations, and others. 

• Cultivate ongoing relationships with partner organizations, not just one-time outreach 
contacts. 

• Develop and implement strategies to address enrollment gaps, working collaboratively with 
the Admin Team and instructors. 

• Track outreach activity and enrollment metrics; report at monthly Admin Team meetings. 

Volunteer Coordination 
Stability and consistency in this function is essential for volunteer retention and organizational 
health. 

 
• Serve as the primary point of contact for IMPACT volunteers. 
• Maintain volunteer availability and contact information. 



• Ensure volunteers are appropriately scheduled and informed for all courses and workshops. 
• Build genuine relationships with the volunteer community over time. 
• Flag volunteer concerns, gaps, or capacity issues to the Admin Team proactively. 

Program and Workshop Operations 
The Coordinator manages the full operational lifecycle of IMPACT courses and workshops. 

 
• Handle all program registration: inquiries, enrollments, sliding scale, payments, payment 

plans, and late payment follow-up. 
• Coordinate and schedule workshops with external organizations, including instructor 

scheduling, logistics, payment tracking, and post-workshop feedback. 
• Respond to all program and workshop inquiries within two business days; handle 

prospective student concerns with care and alignment with IMPACT's mission. 
• Monitor enrollment for approaching programs; make or escalate decisions about whether 

courses will run per IMPACT policy. 
• Manage the pre-course participant communication schedule, including incorporating wait list 

members. 
• Follow up on all post-course items: raffle winners, unpaid fees, database updates. 
• Follow up with participants who have cancelled or paused; use appropriate incentives (e.g., 

coupon codes) when warranted. 
• Pursue and follow up with new workshop clients, including regular clients (e.g., universities, 

employers) on an annual outreach cycle. 

Office and Database Administration 
 

• Check and respond to the info@ email inbox and Google Voicemail daily (ideally within 24 
hours; no more than two business days). 

• Maintain and update all databases: Registration, Workshop, and Grad/Donor databases. 
• Maintain and update the Google Calendar as program and workshop dates are finalized or 

changed. 
• Process PayPal invoices and buttons; track deposits; monitor for outstanding invoices 

monthly. 
• Update the Weebly website and online registration forms after courses complete and when 

the upcoming year's schedule is finalized. 
• Review the website monthly (quick check) and annually (full review, February-March) to 

ensure accuracy. 

Annual Scheduling and Planning 
 

• Develop the upcoming year's program schedule (dates, locations, instructors, assistants, 
volunteers) in close collaboration with instructors and location contacts. 

• Research and maintain the list of potential course locations. 
• Create year-ahead databases (Registration, Workshop, Grad/Donor) and set up online 

registration products in Weebly each October/November. 
• Notify prospective participants of the new schedule each October/November. 

 

Communications and Reporting 



 
• Attend monthly Admin Team meetings; present a brief report at each meeting covering 

enrollment, outreach activity, volunteer status, and open issues. 
• Participate in a monthly check-in call with the Admin Team Chair. 
• Prepare reports on programs and workshops as needed; include year-over-year 

comparisons for budget and planning discussions. 
• Handle certificate of insurance requests and other external administrative correspondence 

as needed. 

Qualifications 

• Strong verbal and written communication skills, including comfort with outreach to 
organizations and prospective participants. 

• Experience with Google Drive, Google Calendar, and related tools, or demonstrated ability 
to learn quickly. 

• Completion of IMPACT Core/Basics program or equivalent self-defense training (or 
willingness to complete within first few months of employment). 

• Demonstrated ability to manage multiple responsibilities independently without close 
supervision. 

• Experience with community outreach, nonprofit coordination, or volunteer management 
preferred. 

• Bachelor's degree from an accredited institution or equivalent relevant experience. 

Work Environment 
This is a remote/home-office position. The Coordinator must be able to make and receive calls, 
manage email and Google documents, and attend monthly in-person or virtual Admin Team 
meetings. Some in-person attendance at courses or community events may be expected 
periodically. 


