
 
 
 

PROGRAM ASSISTANT, CAREER SOLUTIONS 
 

Context: Educurious is a Washington State nonprofit organization whose mission is to empower and 
motivate young people to achieve academic, career and personal success through transformative 
learning experiences is growing. We are seeking a result-oriented team player interested in helping us to 
build life changing experiences for young people. 
 
About the position:  Educurious has a newly created team, Career Solutions, which is focused on 
growing the number of career-connected learning opportunities available to underrepresented and 
marginalized student populations. Today, the team serves as the employer intermediary for the City of 
Seattle’s Youth Employment Initiative helping find internships for young people and the 100,000 
Opportunities Initiative which is a national coalition of employers invested in creating full-time 
employment opportunities for opportunity youth. This team also owns the strategy and product 
roadmap for a curriculum focused on helping students’ take agency over their career exploration and 
related products. 

The Program Assistant will work closely with Career Solutions program management team and is 
responsible for providing administrative support to all career solutions initiatives. The ideal candidate 
should have experience in a fast-paced office or administrative setting, be detail-orientated and 
organized, work collaboratively, and efficiently manage his/ her time on multiple projects.  

 
Responsibilities include but are not limited to:  

● Provide administrative support and thought-partnership to career solutions project leadership and 
staff.  

● Execute on data entry, scheduling, travel, events, activities, organizing materials, and note taking.  
● Assist with report creations and exports.  
● Manage email campaigns for career solutions initiatives. 
● Assist the Employer & Expert Relationship Managers with follow-up activities.  
● Maintain progress tracking on projects, inventory tracking for office and program supplies as well as 

payment tracking for accounts payable and expenses. 
● Support the broader organization by serving as the primary contact for the facilities team, answering 

the main telephone line, and ordering office supplies. 
● All other duties as assigned. 
 
 
Qualifications:  

● Proficient computer skills (MS Word, Excel, PowerPoint, Outlook); 
● Excellent written, verbal, organizational, and interpersonal skills;  
● Ability to handle several tasks simultaneously; 
● Ability to work as part of a team; 



 
 

● Results-oriented problem solver; 
● Familiarity with contemporary online social network design and functionality. 
● Knowledge of education, partnership development, job development and/or workforce 

development strategies preferred; 
 
Education 
Completion of a Bachelor’s Degree from an accredited college or university or equivalent. 
 

Organizational Role:  The role of Program Assistant will report to the VP of Career Solutions. 

How to Apply 
Interested candidates should submit a résumé and cover letter to hr@educurious.org. The position is 
now open and applications will be accepted until the position is filled. Educurious is an equal 
opportunity employer.  Successful candidates must have legal residency and work eligibility in the 
United States (per INS Form I-9 instructions).  
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