
New Mexico Out-of-School Time Network (NMOST) Project Coordinator 

Status: 40 hours per week (full time); exempt (salaried) 
Reports to: Executive Director 
 
About NMOST: The New Mexico Out-of-School Time Network (NMOST) brings together 
policymakers, educators, childcare providers, youth development workers, and other stakeholders 
interested in ensuring positive youth development opportunities and outcomes through afterschool 
programs. The mission of the network is to create, strengthen, and sustain a statewide system of support 
for quality afterschool programs, working towards a vision of quality afterschool programs for all 
children, youth, and families in New Mexico.  

 
Position purpose: NMOST is seeking a driven candidate with a dedicated interest in positive youth 
development starting in November 2022. The Project Coordinator is responsible for planning and 
implementing a variety of projects and initiatives to lift up the OST field statewide. The Project 
Coordinator convenes stakeholders, builds capacity in communities through professional development 
and connection to resources and partners, and assists in building quality afterschool and summer learning 
programming that supports the whole child.  The Program Coordinator also assists with fundraising and 
report writing as well as with communication and information dissemination strategies. Core 
responsibilities include leading the planning and implementation of the annual Fall into Place Conference, 
the OST Leadership Institute and the Youth Entrepreneurship initiative.   

This position will work remotely for the time being and eventually join the full NMOST team in an office 
setting once our new facility is ready. The position works closely with the staff on a daily basis virtually 
as well as in-person. 

PLEASE NOTE: The funding for this position is grant funded. The position is placed with the Center of 
Southwest Culture, Fiscal Sponsor of the New Mexico Out-of-School Network.  

Responsibilities  

• Develop and coordinate training and professional development offerings and events for OST 
professionals, including the Fall into Place conference and the OST Leadership Institute. 

• Plan and coordinate a strategy for sharing youth entrepreneurship curriculum and activities 
with OST programming; research statewide initiatives, organizations, and schools focused 
on youth entrepreneurship; explore entrepreneurship curricula that empower young social 
entrepreneurs and change agents.  

• Coordinate the development and implementation of a system of continuous quality 
improvement support based upon the New Mexico OST Guiding Principles of Quality. 

• Design and disseminate evaluation tools for OST programs that will guide programs in their 
self-evaluation, and identify individual program strengths and areas for improvement. 

• Support NMOST's Young Women in STEM program. 
• Participate in the delivery of Technical Assistance support to statewide OST programming. 
• Collect stories to communicate the community impact of OST programming.  
• Research and identify data and content for mapping, blogs, newsletters, and social media. 
• Design and schedule newsletters and event announcements.  
• Represent NMOST at community and statewide meetings related to quality improvement. 
• Participate in additional NMOST projects and other duties as assigned. 



Qualifications 

• Undergraduate or graduate degree in child and youth development, education, public 
administration, planning, social work, or a related field  

• An understanding of and commitment to diversity, equity, and inclusion  
• Experience in the afterschool, out-of-school time, and/or the youth development field  
• Familiarity with out-of-school time best practices and quality improvement 
• Experience in event planning, workshop development and training 
• Able to work independently, take initiative and lead, as well as work effectively as part of a team 
• Excellent organizational, and communication skills, including both written and speaking skills  
• Excellent graphics design skills 
• Ability to manage and analyze data, draw conclusions, and utilize data to inform practice  
• A well-rounded interpersonal skill set with the capacity to collaborate with many diverse 

stakeholders (including program providers, community partners, and schools)  
• Values working in a small organization and maximizing his/her resources and talents for the 

team  
• Flexibility and ability to handle multiple projects 
• Applicants must be willing and able to perform necessary job-related travel, in state  

Work Conditions: 

• Most essential duties are performed in an office environment setting.  
• Moderate travel (approximately 20%) by land and air. 
• Requires working occasional weekends and weeknights. 

 

Employment Screening and Compliance: 

• Background check required. 
• Employee must maintain a current and valid driver’s license.  

Compensation  

$45K + benefits package and flexible leave policy  

Application Process|:  

Please send cover letter, résumé and 3 professional references to Jeff McConaughy, Director of Policy 
and Communications; jmcconaughy@nmost.org  

In the cover letter please address the following:  

• Why you are interested in working for NMOST  
• Prior work experience related to the position description 
• Relevant coursework from academic experience  

Please include “(NMOST) Project Coordinator” in the email subject line.  

This position is open and ready to be filled immediately. Please submit applications by November 15th, 
2022, but applications will be accepted until the position is filled. We will be conducting interviews on an 
ongoing basis, so consider sending in applications as soon as possible.  


