oneiowa

One lowa is a statewide lesbian, gay, bisexual, transgender, and queer/questioning
(LGBTQ) organization preserving and advancing equality for LGBTQ individuals
through grassroots efforts, advocacy, and education.

Program Coordinator — Full-Time

Summary : One lowa is searching for an experienced, organized, and relationship-
oriented Program Coordinator based in Des Moines. The Program Coordinator will
work directly with the Executive Director and One lowa team members. They will be
responsible for coordinating One lowa programming related to workplace culture,
healthcare, and addressing social determinants of health for LGBTQ people. The ideal
candidate is highly self-motivated, professional, and capable of managing their work
load and prioritizing tasks.

Starting Sal ary Range: $35,000 - $40,000 plus benefits

Responsibilities an  d Duties

I Plan and coordinate program strategy and activities

I Provide LGBTQ inclusivity training in the workplace, healthcare facilities, and
other settings with employers, providers, etc.

I Provide consultation and ensure implementation of LGBTQ inclusive policies
and practices with employers and healthcare providers

I Act as a patient liaison and system navigator to connect LGBTQ community
members with needed resources

I Maintain budget and track expenditures/transactions of programs

I Coordinate program communications duties including taking calls;
responding to emails; interfacing with partners, etc.

I Help build and maintain positive relationships with LGBTQ community,
service providers, project partners, and other external parties

I Prepare paperwork and order material related to programs

I Keep updated records and create reports or proposals for programming

I Support program development and growth

I Coordinate volunteers for workplace culture and healthcare programming

I Other duties as assigned

Required Skills:

I Minimum 2 years of education and 2+ years of experience in a program role.
Equivalent years of education and experience accepted.

I Advanced Microsoft Office skills, with an ability to become familiar with firm-
specific programs and software

I Proficiency in collaboration and delegation of duties

I Strong organizational, project management, and problem-solving skills with
impeccable multi-tasking abilities



I Exceptional interpersonal skills

Preferred Skills:
e Proficiency in one or more languages in addition to English

Please send resume, cover letter, availability, and salary requirement to
daniel@oneiowa.org by Friday, December 28th.




