Position Title:  Program Coordinator
November 2025

South Central Iowa Solid Waste Agency
Position Description and Specifications
	Position Title:
	 TC "Process R & D Engineer" Program Coordinator
	
	Incumbent:
	N/A

	
	
	
	
	

	Department:
	Administration
	
	Reports to:
	Director

	
	
	
	
	

	
	
	
	FLSA Status:
	Exempt


	
	
	
	
	


POSITION PURPOSE

The Program Coordinator develops and delivers engaging, accessible educational experiences for the public while managing the organization’s online presence to support all areas, programs and efforts of the Agency.  This role also provides support to other Agency personnel and their functions through technical support, safety, compliance, and monitoring activities while managing multiple Agency programs.  
REPORTING

The Program Coordinator reports to the Director.  This position has no direct reports.

PRINCIPAL ACCOUNTABILITIES

Administers Agency's outreach and education programs to audiences of all ages across Lucas, Marion, Monroe, and Poweshiek Counties.
Promotes, markets, and provides public relations activities for the Agency's programs and services.  Collaborates with staff, volunteers, and partners to align programming with organizational themes, goals and audiences.
Maintains the Agency website ensuring content accuracy, usability and accessibility in collaboration with website vendor.
Create, schedule and publish content across social media platforms in collaboration with contracted marketing agency.  Monitors engagement analytics and adjusts strategies to improve reach and community interaction.

Serves as the EMR for the Environmental Management System Core Team.

Leads Agency Safety Committee and employee safety program.
Administers the Agency's household hazardous waste contract with Metro Waste Authority.
Provides technical assistance for environmental monitoring of the Agency, its facilities and activities.
Manages and tracks environmental monitoring schedule and deadlines for compliance.
Maintains organized digital files and documentation for programs and communications.

Participates as a member of the Agency's management team.

Participates in the Agency’s strategic planning process and implements plans associated with various programs of the Agency.
Participates in the budgeting process and monitors budgets for various programs of the Agency.

SPECIFICATIONS

Skills and Abilities

Good human relations, verbal and written communication skills, including strong presentation skills to engage student and community audiences.  Ability to effectively communicate in a professional manner in person and electronically.  Neat appearance.  Must be organized and self-directed with good analytical and problem-solving skills.  Demonstrated ability to use personal computers and software applications (Microsoft Office Suite, Adobe Creative Suite).  Demonstrated ability in previous assignments to set and meet goals.  Ability to obtain an Iowa driver’s license and operate a motor vehicle.

Educational Development

Bachelor’s degree in environmental studies, education, communications, public outreach, or related field (or equivalent experience). Expected, after hiring, to attend and pass the OSHA 24-hour hazardous waste course (or must previously have attended and passed the OSHA 24-hour or 40-hour course and provide proof that the coursework and renewals are current) and Iowa DNR Solid Waste Operator Certification. 
Experience

General experience and thorough understanding of solid waste management or another environmental field as would be acquired through more than two (2) years of experience in progressively more responsible positions. Experience in education, communications, marketing and public relations beneficial.  Experience facilitating formal or informal education programs desired.
Physical, Mental, and Visual Effort

Continuous speaking, hearing and visual effort.  Position requires some sitting at desk.  Frequent walking and standing, crouching, stooping, kneeling, reaching and lifting/moving up to 25 lbs.  Continuous mental and visual concentration requiring attention to detail and accuracy.  Must take the initiative to effectively plan and lay out complex work.  Tasks require constant alertness and considerable mental concentration due to degree of difficulty, irregularity and variety.  Stress due to working with a great number of personalities, work pace, and pressure will be present.

Working Conditions

A combination of normal office conditions and outside work environment.  Occasionally exposed to moving mechanical parts; fumes or airborne particles.  The noise level in the outside work environment is usually loud.
DISCLAIMER CLAUSE

I have read and understand the information contained in the Position Description and Specifications.  I further understand that this Position Description and Specifications is not intended and should not be construed as an exhaustive list of all the responsibilities, skills, efforts, or working conditions associated with this position.  Also, while this list is intended to be an accurate reflection of the current position, the employer reserves the right to revise the functions and duties of the position or to require that additional or different tasks be performed as directed by the employer.  I understand that I may be required to work overtime, different shifts or hours, outside the normally defined workday or work week.  I also understand that this position description does not constitute a contract of employment nor alter my status as an at-will employee.  I have the right to terminate my employment at any time and for any reason, and the employer has a similar right.
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