
Job Description

10/22/21

To Apply:
Email a PDF document that 
includes a cover le�er, resume, and
no less than three references to
info@thrivecenter.org

Job Title:
Program Coordinator, Creative Leadership Program

Location:
Helena-West Helena, Arkansas
On the banks of the mighty Mississippi River :)

Salary & Benefits:
Salary commensurate upon experience. 
Health stipend
401k 
Phone Plan

Reports To:
Executive Director

About Thrive:
Thrive Inc. is a nonprofit design firm. It applies a community-centric design process to the development 
of branding, graphic design, public art, and other public amenities for Helena-West Helena, in Phillips 
County, Arkansas and the Delta Region. Local youth contribute in an integral way to Thrive's work, 
including through paid internship opportunities, which further fosters civic pride and economic 
development while introducing creative leadership career paths.

Job Summary:
The essential purpose of this position is to successfully lead and implement youth programs at Thrive. 
This position is responsible for ensuring clear communication between Thrive sta� and Creative 
Leadership Program community stakeholders. Additionally, this position is responsible for coordinating 
and implementing current programming in collaboration with Thrive sta� members. This position leads 
overall program logistics including but not limited to recruitment, transportation and 
communication with parents / guardians, students, and school sta�. 

Scope:
The Program & Outreach Coordinator will be responsible for all operations related to youth program 
execution as well as some operations related to the general function of Thrive such as communication 
and administration.

Impact:
The Program & Outreach Coordinator position is essential to the function of the
Creative Leadership Program(CLP). This position will exponentially increase the impact the CLP has on 
participants and the HWH/Phillips County/Arkansas Delta community. The position will increase 
program sustainability through quality engagement with stakeholders and the broader community. This 
position will give Thrive the capacity to grow the program and increase career and employment 
opportunities for youth and life enhancing community projects.

41 5  O H I O,  H E L E N A ,  A R K A N SA S  7 2 3 4 2 870  /  8 1 6  /  4 8 4 4 I N F O @ T H R I V E C E N T E R .O R G T H R I V E C E N T E R .O R G



Overall CLP program refinement and expansion: Serves as the primary 
executor of Thrive’s Creative Leadership Program(CLP) with responsibilities 
including but not limited to; content planning and curriculum design; creating 
and communicating program calendar; scheduling and coordinating with 
program related sta� and contractors; monitoring and managing program 
database and program objectives and goals; recruitment of student 
participants including creating and delivering basic presentations; writing 
reports, press releases and small to mid-size grants; coordination of community 
input and engagement e�orts; tracking program supplies, purchasing and 
keeping maintaining equipment and so�ware; executing volunteer background 
checks; maintaining consistent communication with area school 
administration, teachers and parents.

Creative Mentorship CLP component development and program delivery: 
Serves as the primary administrator of the Creative Mentorship and 
Professional Development components of the CLP. Responsible for ensuring 
program growth and establishment through coordination of key sta�, visiting 
instructors, high schools, college administrations and college recruiters; 
Managing and assisting in the planning of an annual student and sta� trip; 
Assisting and guiding student participants to a�ain college degrees or 
employment related to creative industries.

Transportation Coordination; Serves as centralized transportation coordinator 
between students, parents/guardians, teachers, administrators and Thrive sta�. 
This responsibility includes coordinating and contributing to pick-up and 
drop-o� of up to 15 students per Civic Workshop and will involve use of the 
employee’s personal vehicle. Tasks may also include; driving a 15 person van to 
pick-up/drop-o� participants; scheduling with school transportation 
departments.

Civic Workshop component development and program delivery: Manages the 
day-to-day needs of Thrive’s monthly Civic Workshops with Thrive sta�, 
volunteers, contractors and student participants including but not limited to; 
ensuring adequate supplies and equipment for project sites, including loading 
and unloading supplies/ladders; working alongside students to create projects; 
securing beautification/enhancement project site location approvals and 
necessary permits; capturing photo and video with phone for use in social 
media and Thrive marketing e�orts;

Community Mural Program assistance; Coordinate with teachers/public art 
advocates and program participants mural projects located outside of Phillips 
County, Arkansas.. Responsibilities may include; recruiting students; gathering 
community input; identifying and recruiting regional mural artists, ensuring 
adequate supplies and equipment for project sites; travel to and from 
Helena-West Helena, Arkansas to city site to assist in mural
creation and production.
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Additional Responsibilities & Occasional Duties 

Co-management of student interns

Occasionally running Thrive errands

Organizing, minimal cleaning, and basic tasks related to keeping a clean,  healthy 
and optimal work environment.

Helping sta� with basic tasks related to the production of Thrive events

Managing inventory and fulfillment for Thrive Tshirt fundraisers

Helping Thrive Inc execute goals and objectives of the 2021-2024 strategic plan

Physical demands that are essential to the job

Frequent computer work which may require repetitive motion, prolonged periods of si�ing and 
sustained visual and mental applications and demands.

Frequent workshop production tasks related to community beautification and mural making including 
li�ing and se�ing up ladders, carrying buckets of paint, washing out brushes, and 
climbing small sca�olding. 

Frequent workshop production tasks related to outdoor recreation projects such as raking, hoeing, 
sawing, and physical tasks related to trail clearing.

Occasional medium to long-distance travel which may require walking distances, li�ing and carrying 
luggage and boxes (>25bs), and prolonged periods of si�ing in tight quarters.

Frequent li�ing, bending, pulling, collating, and filing, some of which could be heavy (>15 lbs.) or require 
the use of carts. 

EQUAL EMPLOYMENT OPPORTUNITY STATEMENT
Thrive maintains a strong policy of equal opportunity in employment. It is our objective to recruit, hire, and retain 
the most qualified individuals without regard to race, color, religion, sex, sexual orientation or identity, national 
origin, age, disability, veteran status, or any other characteristic or status protected by applicable federal, state, or 
local law. Our equal employment philosophy applies to all aspects of employment, including recruitment, 
compensation, benefits, training, promotions, transfers, job benefits, and terminations.
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Position Qualifications 

1. Education
 Minimum Required: Bachelor’s Degree
 Preferred: Bachelor’s Degree with an emphasis in the non-profit sector

2. Work Experience (Minimum Needed): 
  Minimum Required: 3 years 
 Preferred: 5 years

3. Specialized Knowledge Needed for Performance of Job: 
 Given the need for the individual to take initiative and operate highly independently (within  
 clear parameters), similar experience in a�er school or other out-of-school time programs will  
 be important.

 This position must be able to relate to and communicate e�ectively with local youth, parents,  
 and families; be intimately familiar with solutions to local transportation and other logistical  
 challenges; and have a firm commitment to child protection, community-centered   
 programming, and to youth leadership and service-learning approaches. 

 Experience with the nonprofit sector, community development, and cultures of diversity.

4. Skills 
 Experience in project planning, and database management.
 
 Excellent oral and wri�en communication skills.
 
 Familiarity and competency with computer so�ware (word processing, spreadsheets, email,  
 publishing, video calling) and social media platforms. 

5. Other:
 Not required is an understanding of design principles and the process of creating public art,  
 community beautification, trail making, and related technical concepts and processes.   
 However, the individual must be interested and willing to learn. 

 Preference will be shown to candidates that are from the Mississippi Delta region.

 Ability to travel for meetings and speaking engagements when required. 

 Dependable vehicle with insurance and willingness to use vehicle for work and travel.

 


