
JOB DESCRIPTION:                                                                                                            
Impact Coordinator 
The mission of the Impact Coordinator is to provide support for the Impact department and organization. 
Reporting to the Director of Impact, the Impact Coordinator’s role focuses on external program support 
to successfully help site launch and deliver programming. This includes overseeing the Coach Training 
program, volunteer & program engagement and volunteer communications.  
 
As an exemplary relationship builder, this role inspires and grows relationships to attract volunteers 
well-suited for, and well-prepared to host Girls on the Run programming. As an engaging and relatable 
communicator, this individual provides excellent customer service to leads and applicants. 
 
Organization Description:  
Girls on the Run-Chicago (GOTRC) is a non-profit 501(c)(3) organization whose mission is to inspire 3rd-
8th grade girls to be joyful, healthy, and confident using a fun, experience-based curriculum which 
creatively integrates running. More than just a running program, GOTRC uses a cutting-edge curriculum 
that addresses the unique developmental stages of 8-14 year olds. The fun, innovative program 
combines training for a 5K with interactive lessons that encourage positive physical and social-emotional 
health. 
 
Impact Coordinator Responsibilities 
Coach Training Program 
● Lead the Coach Training program for GOTRC: remain current and knowledgeable of policies and 

procedures established by GOTR HQ, specific to the training of our volunteers 
● Seasonally review training modules and training content for accuracy and to ensure clarity 
● Schedule in-person/live New Coach Training locations and facilitators 
● Attend New Coach Training Train-the-Trainer (NCT T3) and any future follow-up trainings to ensure 

facilitator content supports success of in-person coach trainings 
● Identify and implement continuing education opportunities for our coaches  
● Maintain certification of GOTR Learning Academy (GLA) Administrator (CSA Role) and continually 

deepen understanding of the tool’s capabilities to best support training of our volunteers 
● Analyze and recommend revision, communication, and implementation plans for training changes - 

both in-person and GLA - to Impact and Communications teams 
● Maintain inventory of coach training materials and supplies and collaborate with the Operations 

Coordinator to order as needed 
 
Volunteer and Program Engagement 
● Respond to inquiries from potential sites and process new site applications 
● Develop and facilitate family and volunteer open house events 
● Provide quality support and customer service to assigned program sites and volunteers with 

recruitment, season launch, and ongoing support 
● Ensure each assigned site has the resources and information they need to be successful 
● Accomplish program goals within assigned site load 
● Monitor sites, coaches, teams, and girls registering to ensure policy compliance 
● Collaborate with the Impact Manager and other staff to continuously improve program delivery 



● Conduct outreach efforts to engage potential new sites in order to build programming in-line with 
organizational goals and strategy 

 
Administrative Support 
● Support the Operations Coordinator in ensuring the department database records are updated and 

maintained; girls, new and returning site records, volunteer information and notes, day-to-day 
tracking and processing of sites and volunteers, coach training dates, CPR training dates, background 
checks, etc. 

● Respond to incoming telephone inquiries M-F 9am-5pm, act as first responder for program-specific 
calls and route other calls accordingly 

● Provide Spanish translation for written communications as required. 
 
Outreach and Community 
● Help support in-store and other engagement events and volunteer days 

● Attend and assist at events including, but not limited to: Partner Expos, Annual 5K Series, New Coach 
Training, community events, and fundraising events in support of our recruitment and outreach goals 

 
Your Strengths 

● Communication- You are a strong communicator and enjoy equipping people with 
information through writing, presentation and phone conversation. 

● Relationship building- You understand the importance of building strong relationships with 
key stakeholder groups and are willing to go the extra mile in ensuring quality 
programming. 

● Organization- You are a planner and enjoy creating order to execute project and tasks. You anticipate 
contingencies and are able to make headway on multiple projects taking place simultaneously.   

● Computer Proficiency- You are no stranger to software programs and are curious to understand them 
thoroughly.  

● Project Management- You leverage resources to see a project from initiation to close, you understand 
how the small details fit into the overall big picture of a project.   

 
Qualifications: 
● Bilingual in English and Spanish is required 

● Reliable transportation: Ability to travel within eight- county territory (Cook, DuPage, Grundy, Kane, 
Kankakee, Kendall, Lake, Will) 

● Prior experience working with spreadsheets, reporting and basic data analysis  
● Ability to work flexible schedule, including evening and weekends, with willingness to fill in as 

needed for organizational requirements 
● Willingness to undergo a comprehensive background check 

 
Compensation: 45K 
 
We recognize that diverse teams make the strongest teams and Girls on the Run-Chicago is committed 
to building a team that represents the community we serve. This includes, women (trans and cis) and 
genderqueer or gender non-conforming people who come from Black, Latinx/Hispanic, Asian, or multi-
racial communities, live with disabilities, and are on the LGB+ spectrum of sexual orientation. We 
strongly encourage people that hold these identities to apply. 
 



Girls on the Run-Chicago is an equal opportunity employer M/F/D/V. GOTRC provides equal 
employment opportunities to all applicants and employees without regard to race, color, religion, 
gender, sexual orientation, gender expression, age, creed, genetic predisposition or carrier status, 
national origin, disability condition, marital status, status as a disabled or Vietnam era veteran, or any 
other protected characteristic as established by law. In addition, the organization affirmatively seeks to 
advance the principles of equal employment opportunity as it applies to all policies and procedures 
relating to recruitment and hiring, compensation, benefits, termination, and all other terms and 
conditions of employment. 
 
To Apply:  
Please send a cover letter and resume to jobs@gotrchicago.org Please include “Operations Coordinator” 
in the subject line. No phone calls please.  
 
Interview Process: 2-3 interviews with hiring manager and Executive Director. Style of interview is 
behavior with questions asked about experience and skill set. 
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