
 

We’re hiring! 
 
 

Job Title: Program Coordinator 
Salary and Benefits: $31,000-$34,000, commensurate with experience. We provide a 
comprehensive benefits package, including medical and dental coverage (with 100% of the 
premium covered by the employer), cell phone stipend, paid time off, and lots of pizza during 
elections.  
Location: Central SE Portland; some travel required  
Duration: Full-time, salaried position with evening and weekend work required 
Deadline: Applications will be reviewed on a rolling basis and accepted until a diverse and 
qualified pool of candidates has been identified. Interviews begin May 21st. 

About Us:  
The Bus Project was founded in 2001. We’re an innovative nonprofit organization that 
mobilizes young people to move Oregon forward through civic engagement, leadership 
development and advocacy work. We register and turn out thousands of young voters 
every year by working on issues like election reform, and economic, climate and housing 
justice, all while training hundreds of young leaders to create change. 

The Bus Project is seeking a program coordinator to complement and support our work. 
This position reports directly to the Program Director. 

What We’re Looking For:  
We’re looking for a committed, resourceful individual who believes in the power of young 
people to create change and is passionate about mobilizing young people to register to 
vote, participate in elections, and tackle the most pressing issues facing our generation (i.e., 
economic justice, climate justice, criminal justice, housing justice). The Program Coordinator 
is a core member of our team, and will be leading the largest component of our 2018 young 
voter registration. 

Our ideal candidate takes initiative, is highly organized, builds relationships easily, and has 
experience working with diverse and underrepresented communities. You’d be a good fit if 
you’ve got the energy to register voters while roller skating, the determination to hit 
ambitious goals, and the commitment to support young leaders in learning to do this work. 
We also look for people who have a positive outlook, contagious personality, and who are 
relentless in reaching goals. You, yes, you should throw your hat in the ring if you’re excited 
by this challenge and are ready to work hard. This position offers tremendous opportunities 
for leadership, innovation, and professional development on a very supportive team that 
takes the work seriously, but not ourselves. 

 



Position Responsibilities: 
❖ Work in close partnership with the Program Director and Executive Director to meet  
     the goals of the Bus; In particular, supporting all aspects of our leadership programs  
     including goal-setting, recruitment, management and plugging volunteers into  
     leadership opportunities. 
❖ Help lead the execution of large-scale, volunteer-driven voter registration drives and  
     turnout programs targeting young voters in Oregon including all aspects of voter  
     registration, phone banks, canvasses, voter guide distribution, etc. 
❖ Manage tasks such as data entry, financial management, voter registration entry,  
     taking voter registration cards to the county clerk’s office and help staff with other  
     small projects as necessary. 
❖ Draft email correspondence, blog posts, and Facebook, Twitter, and Instagram posts. 
❖ Work with coalition partners to collaborate on programs and campaigns as needed. 
❖ Apply a racial justice and equity lens, including understanding the history of racism and  
     the impacts of institutional and structural racism, and recognizing the unique role of  
     government to address institutional and structural racism. 
❖ Demonstrate success in thoroughly managing multiple projects with many moving  
     parts to produce great results. 
❖ Have a work style that is flexible, respectful and collaborative, and the ability to  
     maintain a supportive, empowering work culture. 
❖ Have incredible organizational skills. Seriously. 
 
Preferred, but not required: 

❖ Fluency in Spanish. 
❖ Some experience working with voter registration or campaigns. 
❖ Understanding of VAN or willingness to get trained and learn VAN and NGP. 

Please note: We care more about your ability to get the job done than whether you have 
formal or informal experience. We encourage you to submit your application if this job 
excites you! 
 
Application Guidelines/Contact: 
Please send a cover letter, resume, and three references to info@busproject.org and in the 
subject line put Program Organizer. 
 
No phone calls please.  
References will not be contacted without approval from the candidate. 

The Bus Project is an equal opportunity employer and does not discriminate in the selection 
of candidates for employment on the basis of race, color, national origin, religion, sex or 
sexual orientation, marital status, disability, age, military service, family medical history, 
legal source of income, gender identity, political affiliation, or family leave obligations. 
Women, minorities, and people with disabilities are encouraged to apply. ADA 
accommodations will be provided upon request. 


