
Programs and Volunteers Coordinator 
Part-time 20 hours/week, Non-Exempt 
 
STEM Santa Fe  
STEM Santa Fe seeks a motivated individual to enhance and facilitate our STEM programs in Santa Fe and 
Española. This is a flexible, in-person position that requires someone who is passionate about STEM 
education and is committed to serving Northern New Mexico’s youth. 
 
The Programs and Volunteers Coordinator will work closely with the Chief Executive Officer to: 
- Actively participate in program planning and work collaboratively with the STEM Santa Fe team (which 

includes volunteers, teachers, student mentors, interns, and partners); 
- Support the CEO in logistical planning and implementation of high-quality informal educational STEM 

programming; 
- Work directly with and lead a committed and enthusiastic group of volunteers in programs in and out 

of schools, on field trips, and in workshops;  
- Assist the CEO with recruiting, training and appreciating our volunteers--about 200 volunteers a year 

work with us, so maintaining a database of volunteers and volunteer hours is also important; 
- Maintain reports, evaluations, logs, forms, and event attendance; 
 
Required Knowledge, Skills and Abilities: 
- Passion for learning, sharing knowledge, and collaboration;  
- Strong interpersonal and communication skills; 
- Flexibility in work schedule and venue with frequent weekend programs; 
- Computer skills, specifically with Microsoft products – Excel, Word, PowerPoint; 
- Excellent organizational skills and working in fast-paced environment; 
- Capacity to quickly and effectively tackle challenges and offer solutions with attention to detail. 
 
Qualifications: 
- Associate degree or higher 
- Local to, or able to regularly commute to, Santa Fe and Española; 
- Must be able to pass a background check; 
- Access to a vehicle for travel between sites and transport of materials and equipment (mileage will be 

reimbursed for trips outside Santa Fe county); 
- Employee must be able to sit and work at a computer for extended periods of time. The position 

includes some days of standing and walking all day and occasionally lifting up to 30 lbs.; 
- Preferred: Background in education or classroom management; 
- Preferred: Proficient or fluent in Spanish; 

 
Benefits and pay negotiable (starting at $18-$20 per hour), depending on experience and qualifications. 
Average 20 hours per week that can expand to 30 hours a week sometimes.  
  
If interested, please send resume and a list of three references to Lina.Germann@STEMsantafe.org 
 
STEM Santa Fe values diversity and is an equal opportunity employer.  


