
 
 

 
Date Posted: May 15, 2019 
Job Title: Employment Program Assistant 
Reports to:  Employment Program Manager 
Location: Seattle, WA 
Status:  This is a full-time non-exempt position  
_____________________________________________________________________________________________________________ 

Powerful Voices is hiring a full-time Employment Program Assistant to work closely with the 
Employment Program Manager to support the development and facilitation of our high school 
employment programs. Since 1995, Powerful Voices has filled an important niche in and outside 
schools and the juvenile justice system. We provide social-justice-focused, all-girl*  experiences 1

for girls* of color ages 12-18. Young folx qualify if they reside or attend school in central, 
southeast and southwest Seattle. Our mission is to create brave spaces with girls* of color to take 
charge of their own power as leaders, igniting their abilities to confidently express themselves, 
build community, and act against injustices affecting their lives.  

Powerful Voices’ Employment Programs specialize in providing paid group learning experiences 
to girls ages 14-18, teaching pre-employment and job-readiness skills (e.g. interviewing, job 
reviews) and offering a space to discuss gender, race, boundaries, and more. 

Usually, we have three Employment programs each year: Job Readiness, Activistas, and 
Develop Your Voice And Speak (DYVAS).  

Each program is based in teaching social justice curriculum and culminates in a different 
project-based outcome. Activistas, for instance, leads up to our youth-led social justice 
conference Girlvolution in the spring, while DYVAS focuses on the creation of a zine. Find out 
more about our specific Employment Programs on our website.   

I. Primary Responsibilities include but are not limited to the following: 
 

● Assist in promoting programs, outreaching and recruiting young folks, and contacting 
guest facilitators 

 
● Planning curriculum and co-facilitating program days (2-3 program days/week) 

 
● Assist in coordinating group and 1:1 logistics, such as transportation 

 
● Keeping track of youth paperwork in folders and on Google Drive (to meet city contract 

guidelines) 
 

● Demonstrate teamwork and open communication 
 

● Participate in supervisory meetings, weekly program team meetings, staff meetings, 
trainings/staff development and all staff/board retreats, trauma stewardship, etc. 

1 *We serve young people who identify and/or have been socialized as girls* 

https://www.powerfulvoices.org/high-school


 
 

 
 
 
II. Skills & Experiences 
 

● Passion for the mission and vision of Powerful Voices 
 

● Minimum of 3 months facilitation experience as well as openness and willingness to give + 
receive feedback 

 
● Committed to cultural responsiveness with a strong social, racial, gender and economic 

justice framework. Willingness to work on individual areas of privilege and oppression 
and self-care 

 
● Strong record of supporting young people dealing with multiple layers of adversity with 

specific knowledge in supporting girls* of color 
 

● Understanding issues that create gender-based violence and how violence against girls* 
of color manifest locally 

 
● Experience working / volunteering with young people, specifically ages 14-18 

 
● Self-starter and energetic person with the ability to manage deadlines, priorities, and 

multiple projects, as well as ask for support when needed 
 

● Willingness to allow young people to identify their needs and to co-create solutions 
 

● Comfortability with facilitating workshops that include topics of social justice and 
oppression 

 
● Strong understanding of own personal privileges and oppressions 

 
● Strong written and oral communication skills 

 
● Conflict resolution skills and/or openness to building such skills 

 
● Proficient in utilizing Google Drive to communicate 

 
● Willingness to accommodate a flexible schedule and to travel between multiple sites 

weekly 
 

● Willingness to undergo a criminal background check (state and national) 
 

● Bachelor’s degree or equivalent work experience preferred 
 
IV. Schedule: This is a full-time (1.0 FTE), non-exempt position at 40 hours/week. The schedule is 
generally from 9:00am-5:00pm, however the Employment Program Assistant might be asked to 
adjust their schedule, especially during programs, for evening/weekend work. Powerful Voices 



 
 

does allow employees to do some work remotely to do administrative work, with approval from 
supervisor. 
 
V. Salary and Benefits: The salary range for this position is $26,000 - $33,000. 
 

● Medical & Dental: Powerful Voices provides full medical/dental/vision benefits for 
employees who work full-time 

 
● Holidays & Time Off: 16 paid holidays a year and Paid Time Off (PTO) for full-time 

employees 
 

● Driving: Employees who use personal vehicles for Powerful Voices’ business will be 
reimbursed at a standard rate and/or Powerful Voices will reimburse employees for 
utilizing public transportation. Employees will also receive support for car maintenance 
(e.g., an oil change) depending on number of miles driven 

 
● Professional Development Trainings: Powerful Voices has a separate fund for each staff 

member to attend a certain amount of trainings and workshops that staff find relevant to 
professional growth 

 
● Trauma Stewardship: Hour-long monthly meetings and one-on-one quarterly meetings 

with our Trauma Stewardship counselor to process through life, work, second-hand 
trauma with young folx, etc. 

 
● Wellness Fund: $200 a year to spend on activities or objects that you use to keep yourself 

well  
 

● Self-Care: 4 personal hours of self care per month that will be counted as work hours 
 

VI. Limitations and Disclaimer: The above job description is meant to describe the general 
nature and level of work being performed; it is not intended to be construed as an exhaustive list 
of all responsibilities, duties and skills required for the position. The team member may be 
required to perform duties outside of their normal responsibilities from time to time, as needed.  
 
 
VII. How to Apply:  
 

● Fill out the application online at https://powerful-programs-app.paperform.co 
 

● More information on interview dates can be found in the online application linked above. 
The ideal start date for this position is in early July. 

 
 
Application deadline is June 5th, 2019 at 11:59pm Pacific Daylight Time (PDT) 
 
Powerful Voices is an Equal Opportunity Employer.  People of color, people who have been 
socialized and/or identify as womxn, people of all gender identities, and LGBTQI+ folx are 
strongly encouraged to apply. 

https://powerful-programs-app.paperform.co/


 
 

 
If you think you’d be a good fit for this position, but have some questions about your application, your 
skills, or the job description, please call us and ask at (206) 860-1026.  
 
For further details about Powerful Voices’ mission, vision, and work, please visit 
http://powerfulvoices.org/ 
 
 
 
 

http://powerfulvoices.org/

