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Job Title:  Program Coordinator, Mobile JOBS  

Job Classification: Full Time Exempt 

Description: Established in 1972, CMP is a nonprofit organization working to promote 
economic self-sufficiency. Through initial funding, CMP is expanding to serve 
growing Asian community, with a focus on the Korean population in Flushing.  

 Reporting to the Director, Career & Community Development, the Coordinator 
works 3 days/week in Flushing and 2 days/week in Manhattan. The Program 
Coordinator would work closely with Program Directors, community leaders and 
clients.  

 

Responsibilities: 

 Outreach and promote CMP vocational, entrepreneurial, and work readiness programs to the 
Korean community  

 Organize community workshops around work readiness, employment, career skills, and 
entrepreneurial topics 

 Coordinate with Manhattan based CMP team members to facilitate programmatic provisions in 
Flushing  

 Cultivate, establish, and maintain community, religious, business, and employer partnerships 

 Leverage awareness of other agencies, entitlement programs, etc; coordinate with community 
based agencies to support continuum of care (e.g., housing, social services, and entitlements).  

 Plan and participate in recruitment of project participants; conduct presentations to prospective 
employers, funders and other stakeholders;  

 Promote CMP’s programs as a reliable employer resource for trained and qualified entry level 
employees;  

 Maintain effective documentation for all case management, and administrative responsibilities;  

 Connect eligible participants to CMP programs 

 Provide basic job counseling and job placement service 

 Coordinate intake activities, teaching assignments, case management, and vocational counseling 

 Assess participant goals, aptitude, motivation, skills and experience prior to enrollment 

 Attend program related meetings with funders and the community; 

 Provide reports to internal/external stakeholders;  

 Support all operations and administrative activities to ensure effective development and 
execution. 

 

Requirements 
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 The ability to present ideas with clarity and vision. 

 Excellent interpersonal skills; ability to build relationships with diverse constituencies. 

 Superior analytical and project management skills for planning, designing, documenting, 

communicating and follow-up. 

 Strong strategic thinking, attention to detail, and the ability to proactively identify key issues and 

risks. 

 Superb communication skills 

 High level of personal responsibility, initiative and motivation. 

Qualifications 

 Bachelors Degree in related discipline is required.  

 Bilingual in English and Korean (Speak, read, and write) 
 

Preferred 

 Knowledge of the Korean and Asian community in NYC 
 

Compensation 

 Depending on background and experience: $30,000 - $40,000 per annum 

 Health & dental benefits 

 Annual paid leave 

 Opportunity to join a team of dedicated professionals to help individuals to achieve economic self-
sufficiency 

 

 

Send resume and cover letter with the subject heading: “Mobile JOBS Coordinator” to 
hr@cmpny.org. 
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