Job Title: Program Coordinator

Organization: Fostering Hope Seattle

Location: First Free Methodist Church (with travel throughout King County)
Employment Type: Part-time (20 hours per week)

Reports to: Pastor of Mission and Care

About Fostering Hope Seattle

Fostering Hope Seattle envisions a world where vulnerable youth and families
recognize their value and worth, experience the unconditional love of Jesus, and grow
into their full potential. We equip foster youth, support foster parents, and partner with
social workers to break cycles of homelessness, exploitation, and incarceration.

As a ministry of First Free Methodist Church and the Set Free Movement, we combine
strong programs with holistic, Christ-centered care.

Learn more: www.fosteringhopeseattle.org

Role Summary

The Program Coordinator plays a pivotal role in supporting our mission by managing
operations, programs, and relationships. This position ensures smooth program delivery
— supporting staff and interns, coordinating logistics (including driving our 15-
passenger van as needed), and building strong connections with volunteers, foster
families, and partner agencies.

The ideal candidate brings non-profit experience, strong organizational skills,
experience supervising others, and a valid driver’s license with qualification to operate a
15-passenger van.

Key Responsibilities

e Coordinate day-to-day program operations: scheduling, communication, and
resource planning

e Supervise and mentor student interns or part-time assistants (onboarding, task
assignment, feedback, and support)

e Track donations, attendance, transportation, and internship activities with
accuracy



Recruit, engage, and train volunteers and interns creatively and effectively
Assist in planning and executing community events, outings, and ministry
activities

Collaborate with leadership to manage budgets, plan schedules, assess impact,
and communicate needs

Safely drive and schedule the organization’s 15-passenger van for outings and
donation delivery

Ensure compliance with youth safety, vehicle use, and volunteer management
policies

Support occasional administrative tasks in a dynamic non-profit environment
Attend and support evening/weekend program events (flexible scheduling)

Qualifications — Required

Bachelor’s degree in social work, education, nonprofit management, ministry, or
a related field (or equivalent professional experience)

2-3 years of experience in a non-profit or mission-driven organization (preferably
in youth services, foster care, or mentorship)

Proven experience managing or mentoring interns, volunteers, or staff

Excellent organizational and communication skills; ability to juggle multiple
priorities

Strong interpersonal skills and ability to build trust with youth, families, and
partners

Passion for serving foster youth and alignment with Fostering Hope Seattle’s
mission

Valid driver’s license to drive a 15-passenger van

Clean driving record and ability to safely transport youth and equipment

Must be at least 25 years old

Availability for occasional evenings and weekends

Qualifications — Preferred

Direct experience in foster care, child welfare, mentoring, or youth development
Experience coordinating programs with transportation logistics
Familiarity with King County social services and youth networks



e Background in faith-based ministry (or openness to thriving in this environment)

FFMC Compliance

Alignment with First Free Methodist Church (FFMC) standards and policies will be
verified during later stages of the hiring process.

Compensation & Schedule

e Part-time: 20 hours per week

e Hourly rate: Commensurate with experience

e Occasional evenings and weekends required

e Mileage reimbursement or use of organizational vehicle for work-related travel

Why Join Us

e Be part of a compassionate, mission-driven team transforming foster youth's lives
e Gain meaningful leadership and nonprofit program experience
e Enjoy a flexible schedule with growth opportunities

How to Apply
Submit your resume and a cover letter answering the following:

1. How does your non-profit experience prepare you for this role?

2. Describe your experience supervising or working closely with interns or
volunteers.

3. Do you meet the driver’s qualifications to operate a 15-passenger van? (Must
be 25+, clean record; no special endorsement required)

Why do you feel called to serve foster youth and families?



