
WE’RE HIRING at Omega
a project of Commonweal!

January, 2023

Join our team as a part-time Program Coordinator
Organization: Omega
Location: Remote
Status: Part Time, 20 hours - 32 hours a week
Supervisor: Stanley Wu, Director, The Resilience Project
Compensation: $20 - $30 an hour based on experience
Apply: jobs@commonweal.org

Description

Omega is seeking a part time Program Coordinator interested to work on cutting edge global issues
and grow with this small organization. The ideal candidate is excited to learn, organized, self-driven,
flexible, and has the ability to prioritize against competing demands.

Overview

This is an outstanding opportunity for an independent professional with a track record of creative
problem-solving and project coordination to join a high functioning, mission driven organization. In
addition to being a significant contributor, the successful candidate will be surrounded by an
international and inspiring group of colleagues and partners. Our hope is that this person will grow with
our organization and deepen their contribution and involvement in Omega.

The coordinator will support all elements of Omega’s internal organization including, communications,
coordination and implementation, fellowship and grants administration, and program tracking. This is
the ideal role for a detail-oriented person who is comfortable in a dynamic environment and is
interested in being in a workplace that embraces kindness, fairness, and personal growth. The
Coordinator will work with Zoom, Google Workspace tools, Salesforce, and other digital productivity
tools and will need to be comfortable working remotely and virtually.

Candidates who are BIPOC, women, and from under-represented communities are warmly encouraged
to apply.



Our Organization

Founded in 2016, Omega incubates strategic initiatives for life in the polycrisis. Omega is a
Commonweal initiative. Since its founding in 1976, Commonweal has been devoted to healing people &
the earth.

Omega incubates a number of projects, including the Omega Resilience Awards (ORA), The Long View
(TLV), and Resilience Funders Network (RFN). ORA is a fellowship program designed to identify
visionaries who can help society imagine what it will take to chart a path toward a more resilient future
with a focus on the Global South. TLV is an online magazine chronicling the polycrisis across the
political spectrum. RFN convenes webinars and fosters conversations on the global polycrisis for the
philanthropic community. This role will support all of these Omega projects. Currently our team and
work is growing and is in a rapid start-up mode.

Expectations and Responsibilities
- Coordinate calls, meetings, events, in-person gatherings, and manage calendars
- Support communications strategy & email marketing in Salesforce
- Coordinate webinars, manage registration, content, and follow up
- Support and review website content for accuracy, relevance, and function
- Track and organize ORA Fellows content and materials for communications
- Support social media community posting and increase engagement
- Support Communications team tracking content, tagging, and excerpting
- Provide general admin support as needed

Qualifications & Skills
- Excellent written communication skills
- Tolerance for fast paced and entrepreneurial environment
- Able to sometimes make quick changes in scheduling and assignments
- Familiarity with Google docs, sheets, calendar
- Sense of humor & appreciation for beauty
- Ability to learn Salesforce & mailing software
- Experience coordinating and scheduling with busy people
- Comfort with event planning & ability to work across different time zones

Benefits
- Benefits depend on regularly scheduled number of hours per week
- Available to staff not classified as Temporary or Limited Term: Holidays & Vacation
- Available to staff not classified as Temporary or Limited Term at 50% FTE (average 20

hours a week: Employer-Funded 403(b) Retirement Plan
- Available to all staff: Sick Leave & Self-Funded 403(b) Plan

Work Environment & Physical Demands
- Work environment is fully remote
- All physical requirements for a general office work apply to this position

https://omega.ngo/
https://www.commonweal.org/

