
NEW – Nontraditional Employment for Women 

Part-Time Evening Program Coordinator 

 

Organization Description 
Nontraditional Employment for Women (NEW) prepares, trains, and places women in careers in the skilled 

construction, utility, and maintenance trades, helping women achieve economic independence and a secure future.  

Founded in 1978, NEW is a sector-based workforce development program that focuses on placing women in 

skilled, unionized jobs in the trades with starting wages averaging $17 per hour, benefits, and a path to higher-

wage employment.  NEW primarily serves low-income minority women from all five boroughs in New York 

City.  NEW’s program has grown significantly in the last five years.  NEW trains over 500 women annually and 

has an annual budget of $3 million. 

 

Position Overview 

NEW is seeking a Part-Time Evening Program Coordinator to oversee the functions of NEW’s evening 

pre-apprenticeship program, NEW at Night.  Responsibilities include: 

 Supervise evening instructors and receptionist 

 Serve as liaison between evening students and program staff 

 Provide orientations for the public  

 Conduct interviews to select candidates 

 Monitor student progress in training and provide feedback 

 Develop class schedules for evening programs 

 Facilitate classes in job readiness 

 Order class materials 

 Manage data and monitor data entry, student files and process reports 

 

The Part-Time Evening Program Coordinator reports to the Workforce Development Officer. 

 

Requirements 

The ideal candidate will be a self-motivated, innovative thinker with workforce development experience.  

S/he will possess the ability to take initiative, work independently, prioritize responsibilities and 

deadlines, and think creatively.  The following qualifications and experience are required: 

 

 Bachelor’s degree or equivalent experience required; Master’s Degree in related field a plus 

 Ability to interact with, and understand the interests of, diverse client bases: women in the 

community, instructional staff, and labor unions 

 Must be available Tues, Wed and Thurs from 5pm-9pm, and Saturday from 7am to 4pm. 

 Strong interpersonal, organizational and computer skills 

 Strong written and verbal communication skills 

 Experience with data management 

 Adult Education experience a plus 

 Program Management experience a plus; and 

 Knowledge of the NYC construction industry, especially apprenticeship, a plus 

 

Salary to commensurate with background and experience.  NEW is an EEO Employer. 

 

To Apply 

Please send a cover letter and resume to: jobs@new-nyc.org with PT PROGRAM COORDINATOR in 

the subject line. 

mailto:jobs@new-nyc.org

