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JOB DESCRIPTION (final)
Job Title



Consultant Project Coordinator








Union Women’s Education & Leadership Project

Organization



United Association of Labor Education (UALE)

Location



Tele-commute

Position Type



Part-Time, Temporary, 



        





February 2014-February 2015

Hours




Average 10 hours per week

Pay




$30 per hour

Deadline for Application

February 7, 2014

Job Description Overview



The United Association of Labor Education (UALE) is looking for a project coordinator who is organized, a self-starter and can coordinate complex projects involving participants from across the country.  The project coordinator will work with a planning committee to convene a conference on union women’s education and leadership programs.  Responsibilities will include pre-conference planning and preparation, identifying and contacting 25 participants, convening the conference, and coordinating the final products, including but not limited to the an on-line source of materials, a summer school coordinator’s guide, and a report on the state of women’s labor education. 

Position Scope

1. Map and identify women’s labor education programs

2. Construct a database of existing union women’s education and leadership programs including scope, target participants and key contact people

3. Identify and document women’s leadership programs best practices, processes and traditions.

4. Draft a participant questionnaire and conference agenda

5. Develop a women’s school coordinator’s guide

6. Make leadership materials available on-line

7. Complete a final report

8. Regularly facilitate intra-team communications by gathering inputs and providing regular updates to stakeholders. 

Job Requirements:  

1. 5-years work experience with project management

2. 5-years work experience with labor education programs

3. Excellent knowledge of database development and Microsoft office 

4. Experience working in team-oriented collaborative environment

5. Excellent communication, problem-solving and analytical skills

6. Experience with UALE Union Women’s Regional Summer Schools

7. Demonstrated commitment and experience with women’s education  

Deadline for application: 
February 7, 2014










2 references 

Interviews:


Until position is filled



          Tentative Start Date: 

February 24, 2014

If interested, please email resume and two (2) references to: EMcBride@afscme.org 
WOMEN AND PEOPLE OF COLOR ARE ACTIVELY ENCOURAGED TO APPLY






