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Hustle USA 101 Program Administrator Position Description
Position Title: Hustle USA Program Administrator

Purpose: Act as an administrative support to the volunteers and entrepreneurs in the
execution of Hustle USA 101 weekly workshops.

Location: Varies by cohort

Critical Competencies:
Organizing

Priority setting
Interpersonal savvy
Planning
Informing

Key Responsibilities:

Help in the recruitment of participants and volunteers in the program.

Open and close the workshop facility.

Provide workshop materials and assist with special events, like Pitch Night.

Record attendance of workshops and collect other relevant program data, including

workshop surveys.

e Manage and oversee use of Hustle USA's Coommunication platform (Discord,
Coassemble, Google Classroom, etc) by volunteers and entrepreneurs.
Follow up with entrepreneurs who miss workshops or did not turn in assignments.
Communicate with and care for volunteers and entrepreneurs including workshop
and homework reminders.

Expectations:

e Engage and build rapport with the entrepreneurs and volunteers in your cohort.

e Communicate regularly with and be responsive to the Hustle USA team by email or
phone.
Attend all workshops and events listed below under “Time Commitment.”
Arrive early for workshops and events.
If you are unable to attend a workshop, please commmunicate with the volunteer
coordinator and lead facilitator.
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Responsible To: Director of Business Development, Hustle USA

Time Commitment:

Informational training session (2 hours)

Volunteer training session (TBD)

14 workshop sessions (Day of the week, time, and duration TBD)

First Check-in Meeting (TBD)

Second Check-in Meeting (TBD)

Pitch Night (TBD)

Debrief dinner after course (TBD)

Available to entrepreneurs and volunteers to answer questions (timme commitment
varies)

Qualifications: Along with core competencies, be a Christ follower,
administrative/coordinating/project or event management experience, understanding of the
value of faith and work, servant’s heart.
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