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PROGRAM COORDINATOR JOB DESCRIPTION 

First Descents (FD) is seeking a Program Coordinator to support the Participant Engagement Team and our 

mission of providing life-changing outdoor adventures for young adults (ages 18-39) impacted by cancer and 

other serious health conditions, including Multiple Sclerosis. The ideal candidate is motivated, optimistic, and 

organized. As a key point of contact with our community, it is imperative the Program Coordinator is passionate 

about our mission and demonstrates our commitment to justice, equity, diversity, and inclusion in the outdoor 

and healthcare spaces.  

RESPONSIBILITIES: 

The Program Coordinator will report directly to the Participant Engagement Program Manager and will be 

largely focused on the successful coordination of 40+ programs each year:  

• As inbound inquiries come in, you’ll be responsible for adequately following up with prospective 

participants via phone, email, and text message in a timely manner – you’ll help participants understand 

their FD journey, application steps, and will become an expert at navigating all our programmatic 

offerings 

• You will track all applications and participant engagements in Salesforce; a process-minded, detailed-

oriented work style is essential 

• You will develop community engagement strategies and moderate our online Facebook communities – 

posting timely communication and program announcements, while ensuring online community 

standards and safety policies are upheld 

• You will ensure each participant has all of their information, medical forms, waivers, and surveys filled 

out on time, escalating any potential issues to the Program Manager and Medical Advisory Board when 

necessary 

• Other duties as assigned 

The FD Programs Team is a close-knit group of individuals. We are looking for someone who is humble, 

motivated by challenge, collaborative, curious, and preferably one who can make us laugh. Our team is 

extremely busy at certain times of the year, and you must possess a willingness to get the job done and take 

on additional responsibilities as needed. At the same time, we support one another and encourage self-care. 

DESIRED SKILLSET: 

The ideal candidate will have many of the following qualifications: 

• 2-5 years professional experience working as part of a collaborative team 

• Experience with or a willingness to learn and utilize Salesforce or a similar CRM system to manage 

standard processes and workflows 

• Stellar verbal and written communication skills, strong emotional intelligence, and empathy for others 

• An interest in Facebook group administration, social media platforms, and online community 

engagement 

• Proficient in or a willingness to learn a wide variety of common office tools, including Gmail, Google 

Docs, MS Office, project management software, etc. 

• A demonstrated commitment to the mission and values of First Descents’ programming 
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• Experience in a related field (such as outdoor recreation programming, customer service, healthcare 

advocacy, non-profit programs, community organizing, or social media strategy) is desired but not a 

requirement 

INSIDE DETAILS: 

This is a salaried position based at our HQ in Denver, CO, working typically from around 8:30am to 4:30pm on 

weekdays. You’ll need to be open to occasionally working late and on weekends when required during our busy 

summer months. That said, we’re always happy to provide comp/flex days for extra nights and weekends you 

may have to put in during the busy season.   

We offer competitive health benefits, employer retirement matching, paid parental leave, a professional 

development stipend, a generous amount of PTO, on-site parking or an alternative transport stipend, a health 

and wellness stipend, staff retreats and outings, an amazing office environment (with adjustable standing 

desks, ping-pong tables, well-behaved dogs and all – no cubicles here!), and a trip to one of our programs each 

year in order to experience FD’s work first-hand. 

At First Descents we pride ourselves on being a fiercely inclusive community with an ongoing commitment to 

justice, equity, diversity, and inclusion (JEDI). We know that cancer and other serious health conditions do not 

discriminate, and we’re dedicated to serving all categories of identity. Our programs use the healing power of 

adventure to build supportive networks and ignite the Out Living It spirit.   

The salary range for this position is $36,000-$38,000 annually. 

WHAT WOULD YOU SAY YOU DO HERE? 

You’ll start around the beginning of 2020 and spend the first month learning the ins-and-outs of FD’s programs 

in preparation for the launch of the upcoming season. About one month in, you will understand and take 

ownership of all facets of your assigned programs for the year. You’ll rapidly be counted on to effectively and 

professionally provide communication and see to the needs of participants throughout their FD experience. 

You will take your enthusiasm and passion for our mission and transmit that energy to our participants, alumni, 

volunteers, donors, and staff. Your ability to recruit participants, fill programs, communicate effectively with 

applicants, and stay organized while coordinating several moving pieces will be essential. You’ll have the ability 

and desire to form relationships with a diverse range of people and you’ll be seen as a resource that can be 

counted on within the Programs Team. We have a very team-centric culture and you’ll be called on to participate 

in both anticipated and unanticipated projects throughout the year.  

There are few organizations as unique and special as ours – and you’ll be a part of it all!  

APPLY: 

To get started, send your resume as well as a great cover letter to programs.jobs@firstdescents.org with 

“Program Coordinator Application” as the subject. We want to get to know the real you and why you would be 

a great addition to our team – be sure to let this shine through by demonstrating important life experiences, 

and personal interests and skillsets.  
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