Program Coordinator [image: ]
Job Title: Digital Literacy Coordinator
Reports To: Yuni Medlin
Job Type: Full-time (non-exempt)
Location: Tacoma, WA
Job Summary:
The job of Digital Literacy Coordinator is to advance digital inclusion and equity initiatives by addressing barriers to technology access, affordability, digital literacy, and connectivity. This role works collaboratively with project partners, workshop hosts, device vendors, and community stakeholders to implement strategies that promote equitable access to digital tools and resources for underserved populations in Pierce County. The Digital Literacy Coordinator promotes NDIA standards for providing digital navigation services while maintaining the logistics of delivering services. 
This is a full-time position, and work will be performed at Multicultural Child and Family Hope Center. Mileage can be reimbursed to drive to off-site program supported activities. 

Essential Functions 
· Plan and schedule digital equity activities.
· Create marketing materials for digital equity activities.
· Track devices and distribution of digital inclusion services.
· Maintain workshop list by location.
· Input data and track program activities, participation, and outcomes in Apricot.
· [bookmark: _Hlk188907925]Maintain a variety of manual and electronic documents, files, and records to provide required information and/or documentation.
· Provide outreach to underserved and rural communities for service access.
· Participate in workshops, meetings, community events, etc. to receive and/or present information.
· Adhere to local, state, and federal standards to ensure program eligibility and compliance with mandated regulations. 
· Assist with other personnel as may be required to ensure an efficient and effective work environment. 
· Report suspected incidents of abuse or neglect of a child or vulnerable adult.

Minimum Qualifications
· Associate or higher degree in any field with 30 job-related credits;
· OR 2 years of experience providing direct services to individuals with limited digital proficiency;
· OR 2 years of experience in logistics

Skills, Knowledge, and Abilities 
· Passion for social justice and digital equity.
· Ability to build and maintain collaborative relationships.
· Strong organizational and time-management skills.
· Ability to work as a team member. 
· Flexibility and adaptability to address evolving community needs.
· Competence in planning, organizing, scheduling, staff and stakeholder communications, and record-keeping.
· Strong oral and written communication skills.
· Ability to work effectively with children, families, community members, and staff of diverse backgrounds. 
· Ability to operate a computer and a smart phone; and navigate digital platforms.
· Intermediate to advanced skills with Microsoft 365 applications.
· Knowledge of local, state, and federal digital equity program and initiatives preferred.
· Spanish speaking preferred.
Requirements 
· Complete initial health examination and/or TB screening, as recommended by health care provider.
· Complete Criminal Record Check.
· Obtain First Aid and Infant/Child CPR card within 90 days of hiring and keep current. 
· Have a valid Driver’s License and have access to a personal vehicle with insurance coverage (unless the employer supplies vehicle).
· Attend center meetings and activities, including some weekend and evening work to accommodate community events.

Benefits and Pay
· Range $25 - $26 hourly rate, DOE
· Health Insurance
· Vision Insurance
· Dental Insurance
· Paid time off
· And more!
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