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Public Health Management Corporation 
260 South Broad Street 
Philadelphia, PA 19102 

215-985-2500 
 
 
 

JOB DESCRIPTION 
 

PROGRAM COORDINATOR 
(Job Title) 

 

NNCC – Students Run Philly Style 
 (Department/Division) 

 
*POSTING DATE: February 12, 2015 
 

*JOB OVERVIEW:  
 
The Program Coordinator is responsible for the daily operations of the planning, 

implementation and data collection of Students Run Philly Style enrollment and race 

participation. (S)He will serve as the primary point person for Students Run Philly Style 

teams, from the time of recruitment through completion of season, with specific attention 

paid to the successful transition into a new program structure that was implemented in 

2014. The Program Coordinator will also be responsible for coordination and successful 

execution of Students Run Philly Style participation in external events. This includes 

ensuring sufficient staffing, supplies and transportation for Students Run Philly Style 

teams, as well as recruiting and communicating with event volunteers.  Events include, 

but are not limited to, race expos, races, pasta parties and special projects.  This position 

balances approximately 75% enrollment administration and race coordination with 

25% direct service to students and teams.   

 
This position reports to the Program Manager. 

 
 
______________________________________________________________________________________ 

*RESPONSIBILITIES:  
 

 Enrollment 

o During Enrollment periods (two per year): 

 Open enrollment period in database 

 Create and distribute database logins for new teams 

 Collect student and leader enrollment paperwork from each team 

 Remind leaders of enrollment deadlines 

 Check each enrollment packet for missing signatures, dates, and 

other key information 

 Identify teams with missing or incomplete paperwork 

 Reach out to teams to secure missing or incomplete paperwork 

 Organize paper files and lock them in a secure area 
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 Inactivate students from database within two weeks of enrollment 

deadline 

o Ongoing: 

 Maintain database of all currently enrolled students and leaders 

 Maintain list of students with physicals that will expire  

 Identify students whose physicals will expire within the next two 

months 

 Notify leaders of students with upcoming expiration dates 

 Secure new physicals before expiration dates 

o General inquires: 

 Respond to inquiries from parents and students about enrolling in 

the program 

 Place new students on teams when necessary 

o Equipment distribution (tied to enrollment status): 

 Organize and lead distribution of program t-shirts (following 

enrollment period) 

 Communicate with Running Leaders to identify new 

students/students that need shirts 

 Inform shirt order if necessary 

 Sort t-shirts for each team 

 Coordinate pick-up for each team or hold a distribution day 

 Maintain inventory spreadsheet 

 Organize and lead distribution of sneakers (following key race) 

 Create list of students who have earned sneakers using key 

race registration 

 Inform shoe order, checking list against inventory 

 Create list of students by team including shoe size 

 Send leaders list of students to confirm race participation 

and shoe sizes 

 Receive shoe shipment and organize by size in storage area 

 Box/bag shoes for each team using list 

 Coordinate pick-up/distribution day 

 Maintain inventory spreadsheet 

 Coordinate any exchanges as necessary 

 External Events (minimum 8 per year) 

o Race Registration 

 Communicate with race director to determine registration deadline 

and format 

 Create event in database with registration deadline 

 Monitor database registration and reach out to teams that have not 

registered as deadline approaches 

 Pull registration list from online database following deadline 

 Check registration list against expired physicals list 

 Send registration file to race director 

o Transportation 

 Liaise with bus company to secure transportation for events 
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 Create event transportation request in database with registration 

deadline 

 Monitor database registration and reach out to teams that have not 

registered as deadline approaches 

 Pull registration list form online database following deadline 

 Use registration list to create bus schedule, pairing teams 

geographically to fill busses along route to event 

 Send bus schedule to leaders  

 Field questions and phone calls from leaders on race day and 

communicate with bus company 

 Maintain file of transportation related feedback and complaints 

o Event Volunteer Management 

 Communicate with race director/volunteer coordinator to identify 

volunteer needs and expectations 

 Advertise volunteer opportunity to appropriate constituency (i.e. 

Running Leaders, students, parents, external supporters) 

 Create list of committed volunteers for events and send to race 

director/coordinator when necessary 

 Communicate directly with volunteers for events about event 

details, and follow up to thank volunteers 

 Maintain file of interested event volunteers for recruitment  
 

*SKILLS: 

 Organized and detail-oriented 

 Ability to multi-task 

 Basic Microsoft Excel 

 Clear written communication 

 Strong interpersonal skills/relationship building 

 Sense of humor 

 
*EXPERIENCE: 

 Experience in program coordination and implementation or education preferred 

 Event planning experience preferred 

 Experience with youth preferred 

 Experience in long distance running a plus 
 

 
*EDUCATION REQUIREMENT: 

 BA or BS required 
 
 

SALARY:  15 
 
______________________________________________________________________________________ 

*CONTACT INFORMATION: 
 

Forward Resume via email to:  applications@nncc.us  


