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The Program Coordinator is responsible for implementation of and support to programs and other GHS initiatives
based on operational needs. This role involves supporting programmatic activities and tracking/reporting program
performance within established goals and timelines. The Program Coordinator will work closely with staff,
volunteers, partners, and the community to facilitate successful program execution and contribute to the overall
impact of the organization.

Position requires poise, tact, and diplomacy as well as a demonstrated ability to work independently and as a part of
ateam. Ability to organize and prioritize work and to act with initiative and good judgment. A successful candidate
must be a self-starter with flexibility and a willingness to get the job done. Strong writing, editing, and proofing
skills along with problem solving, interpersonal, and communication skills required. Must be able to handle
multiple, concurrent tasks in an effective manner and be flexible to provide support based on institutional needs
which will change over time. Must possess strong attention to detail. Strong computer skills, including prior
experience with MS Office: Word, Excel, and Outlook. Bachelor's degree or equivalent professional experience.
Minimum of three years of progressively responsible administrative and customer service experience.

This is a full-time, in person, benefited, opportunity based in Savannah, Georgia.

Physical Requirements:

Must have the ability to sit for extended periods, stand and walk occasionally, reach with hands and arms, and
lift/carry objects up to 25 pounds occasionally. Must be able to ascend and descend stairs. Must use hands to
manipulate objects including a keyboard/mouse and GHS collection material. Must have good vision and hearing
to perform tasks like reading documents and communicating with colleagues, donors, patrons, and the general
public in person and over the phone. Must provide staff support with events requiring additional work hours and
advanced walking, standing, reaching, lifting, and carrying materials. These events will require an ability to hear
accurately to interact with the public, demonstrate clarity of vision, judge distance and space relationships, and
identify and distinguish colors.

To Apply

Send cover letter and resume to:
Program Coordinator

Georgia Historical Society

104 West Gaston Street
Savannah, GA 314.01

Fax: 912.651.2831

Email: jobs@georgiahistory.com

No phone calls please



