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Position Announcement: Program Support Coordinator (part-time)

About the Organization
Perinatal Support Washington (PS-WA) supports the emotional well-being of people

preconception through postpartum (up to 2 years) who are at risk or currently experiencing
mental health needs. As a statewide nonprofit dedicated to perinatal mental health, we
believe all parents should receive appropriate, timely, and culturally relevant care.

Our direct service programs are designed to provide specialized perinatal mental health
services so that no parent goes without the mental health support they deserve. We offer
short term and long term peer support, clinical therapy, support groups, and more. PS-WA is
committed to making our care system stronger; we have a robust training and consultation
program for professionals to fill the gaps in care for parents and help re-envision what the
perinatal mental health field could be. (Learn more about our organizational priorities by
viewing our 2025 Strategic Plan and Theory of Change.)

About the Position

The Program Support Coordinator helps PS-WA’'s mission by providing key support that
ensures the efficient functioning of our programs and initiatives. This role is a member of the
Training Program Team, supporting the ongoing effort to expand the education and
knowledge of perinatal mental health. We are looking for an enthusiastic candidate to join
that works with Perinatal Mental Health trainers across the country to put on relevant,
engaging and research-based trainings for a wide audience, including community members,
clinicians, medical staff, birth workers, home visitors etc., virtually and in-person. This role also
serves as a support to other programs, particularly their training needs, material distribution,
and administrative support. This is a part-time position at 20 hours per week.

PS-WA does not currently have an administrative office. Employees work from home with
some in-person meetings throughout the year. (PS-WA provides technology and supplies to
support remote work.) This position may periodically require in-person attendance at events
and trainings across the state with advance notice.

We are looking to add members to our team who are excited to be a part of our mission and
growth! We value talents as much as training, lived experience as much as education. If you
see yourself in this role, we strongly encourage you to apply. We offer professional
development and on the job learning and support.

Ideal Candidates

An ideal candidate will be warm, enthusiastic, collaborative, and professional who enjoys
handling many tasks at one time and working across different teams, with a strong
orientation to detail and ability to work independently with direction.


https://perinatalsupport.org/
https://perinatalsupport.org/wp-content/uploads/2021/09/PS-WA-2025-Strategic-Dashboard.pdf
https://perinatalsupport.org/wp-content/uploads/2021/09/PS-WA-Theory-of-Change.pdf
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Core Functions

Training Program Support

The Program Support Coordinator will work with the team to support pre-training
materials preparation and management including updating slide decks, organizing
training materials, support trainers with slide tech support

Promote and market training opportunities through partner contacts, social media,
website, and newsletter content creation and delivery

Communicate with contracted trainers to support their pre-training needs, such as
travel logistics, and printing materials

Assist with training and event coordination of logistics (venue, catering, supplies,
lodging and travel) and day-of support for both in-person and virtual events.
Organize after-training materials and tasks, including training recordings and
directory contacts

Serve as a partner to Training Support Coordinator who coordinates registration,
attendance tracking, evaluation, and CEU credit.

Marketing & Communications Support

Support marketing and outreach throughout the state to promote programs and
increase awareness of services available to families, including brochure distribution.
Manage all aspects of publications and mailings, tracking mailings and inventory. This
requires going to the post office and storing materials in your home office for mailing.
Support organizational marketing efforts by contributing to the execution of the social
media communications calendar, promoting job openings and announcements
Provide backup support for general inquiries by email and phone.

Collaborate with the Communications and Development manager with website
updates, including the event calendar, directory, and website content.

Minimum Requirements

Passion for and commitment to the mission of Perinatal Support Washington;
Commitment to racial, social, and economic justice;

Two years or more of nonprofit administrative support or similar experience;
Ability to work remotely (laptop and hotspot available upon request);

Use of a personal phone (with PS-WA paid app);

Proficiency with Microsoft Office, Google Workspace, social media, and Zoom;
Comfort and confidence in learning and utilizing new technology;

Ability to work independently with little supervision;

Strong communication and written skills;

Strong attention to detail;

Aptitude for solving problems with creativity and resourcefulness;

Space to store marketing and outreach materials

Evening and weekend availability required for events and trainings, periodically with
notice.
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Desired Qualifications
e Website and design skills; familiarity and/or comfort with learning platforms such as
WordPress, Canva, and/or Mailchimp;
e Availability to work 3-4 days of the work week (Mon-Fri).

Compensation and Benefits

Perinatal Support Washington provides ample opportunity for professional growth and
training in perinatal mental health. Perinatal Support Washington is a parent-friendly, mental
health friendly workplace.

The salary for this position is $29.41 per hour. This is a flexible position at 20 hours per week.
PS-WA offers employees a combined paid time off package based on prorated hours; a
person working 20 hours per week receives 100 hours (2.5 weeks) annually and 3.5 sick days.
PS-WA offers up to 16 paid holidays per year, including 2 floating holidays; employees receive
holiday pay on any holidays they are regularly scheduled to work.

Application Instructions
To apply please send your resume and answers to the below questions to
hiring@perinatalsupport.org with the position title in the subject line.

e What draws you to the mission of Perinatal Support Washington, and how
does it connect to your own values or lived experience?

e As part of a team, how would you approach communications and marketing,
particularly social media or newsletter content creation?

e Canyou describe your experience with coordinating logistics for trainings or events,
especially in a virtual or hybrid format?

Interviews will begin in October and continue on a rolling basis until filled. Applications
received before September 30th, 2025 will be prioritized. We expect this position will start
in Fall 2025.

This job description is not intended to be all-inclusive; additional duties may be assigned as
needed.

Perinatal Support Washington is an Equal Opportunity Employer. People of color, of any
sexual orientation or gender identity, from under-represented communities, and people with
diverse life experiences are encouraged to apply.



