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Surge Institute –Academy Operations Coordinator (Contract) 
 
 

 
Organizational 
Description 

 
Founded in 2014, The Surge Institute inspires and increases the trajectory of 
emerging education leaders of color so that they may bring new ideas, perspectives, 
and solutions that positively impact the landscape of education. 
 
The Surge Fellowship, the flagship program of the Surge Institute, is a one-year 
cohort-based fellowship program for emerging leaders of color in education. The 
Surge Academy is an adaptation of the program for implementation in cities with 
smaller populations.   
 
The vision of the Fellowship and Academy is to dramatically change the face of 
leadership in education reform by training, supporting, connecting and elevating 
high-capacity African-American and Latino leaders across organizations seeking to 
dramatically improve education options and outcomes for low-income children. 
 
We believe that increasing the number of highly effective and prepared leaders of 
color in education reform efforts will impact sustainability of those efforts to 
increase high quality education options for children of color.  Leaders who have a 
sense of shared experience with the communities and children served are more 
likely to build and lead organizations in a culturally competent and sensitive way, 
thereby increasing the likelihood of communities seeing themselves as shared 
owners of the work to dramatically improve access to high-quality education for 
their children. 
 
Surge is growing and seeking new talent to support growth, ensure impact and 
maintain a commitment to excellence in execution. Surge’s growth includes an 
expansion beyond the current Chicago and Oakland Fellowship programs. This is an 
exciting time for Surge and we hope to find motivated, disciplined, mission-driven 
individuals to join our team! 
 

 
Position 
Objective 

 
The Surge Institute is seeking a goal-oriented and self-motivated Operations 
Coordinator who has experience multi-tasking and prioritizing work while managing 
a variety of projects. The successful candidate will be responsible for planning Surge 
Academy sessions and other events.  The ideal candidate will also be responsible for 
maintaining vendor relations and performing a variety of administrative tasks, 
including preparing materials for Fellowship sessions, organizing travel 
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arrangements for Fellowship speakers, faculty, executive coaches, and presenters.  
This person will also order supplies and track inventory, and will need to identify and 
complete tasks that enable successful execution of the Academy Fellowship 
program. 
 

Essential 
Functions –  

 
Event planning – Academy events 

- Plan and coordinate logistics and materials, including printing needs, 

supplies, etc. for team planning sessions, meetings, and Academy sessions 

- Conserve Surge team time by anticipating needs, reading, researching, 

drafting and routing correspondence; collecting and analyzing information; 

initiating communications and troubleshooting 

- Collaborate with National staff to align with Surge electronic and paper filing 

systems, including accounting, event management and office management 

programming 

- Assist overall operations, including research, vetting vendors, vendor 

relations, and setting up processes 

- Manage and fulfill travel arrangements for session presenters, faculty and 

executive coaches, Surge team and VP of National Programs 

- Support scheduling for Academy program and manage Academy calendar  

- Manage planning and logistics for sessions, including meeting space, 

catering, and vendors 

- Document and keep up proposals/contracts and final invoices for session-

related expenses 

- As needed, input into and maintain donor management system (eTapestry), 

including new contacts, updates, and event management  

- Assist in eTapestry communication, including special events, mass 

communication and regular correspondence  

 
Other 

- Help cultivate an intentional organizational culture representing values of 

excellence, authenticity, community, urgency, passion and fun! 

- Contribute to a high-performing and mission-driven team necessary to 

support excellent Academy programming 

- Receive, give and encourage radical candor to help our team do their best 

work 

- Other duties as assigned 
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Education & 
Experience 

 
- History of successful collaboration with communities of color  
- A successful history of program design and delivery and project 

management  
- Experience in adult education or professional development 
- At least 5 years work experience in program administration, operations, 

program design or related field  
- At least 3 years of teaching or school-based experience desired 
- Bachelor’s degree required in education, business, or relevant field 

 

Personal 
Characteristics 

 
- A passion and commitment to transforming education and underserved 

communities 
- Ability to thrive in a fast-paced environment and willingness to ‘roll up 

sleeves’ to get things done 
- Fervent attention to detail and ability to manage multiple priorities 
- Strong communications skills – verbal and written 
- Strong facilitation skills 
- Relationship builder – must be keeper of the culture with the Academy 

Fellowship 
- Creative problem-solver and ability to adjust ‘on the fly’ 
- A good sense of humor, humility, positive attitude, and high degree of 

flexibility, dedication, resourcefulness, energy, and creativity 
- Ability to understand and LIVE the mission and brand of the Surge Institute 
-  

Compensation Competitive with skills and experience. This position is ~6-8 hours a week, with up to 
30 hours per week before and after quarterly sessions.   

# of Direct 
Reports 

0 

Reports To VP, National Programs 

Location Virtual with regular travel to Kansas City, MO 

Setting Occasional travel and lifting are expected. 

 

Application Procedure 

Nominations or applications (with current resume and letter of interest) should be sent confidentially, 

electronically, and ideally before June X, 2018, to talent@surgeinstitute.org. The review of applications 

will begin immediately and will continue through the due date. 

 

mailto:talent@surgeinstitute.org
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The Surge Institute does not discriminate on the basis of race, color, religion, ethnic or national origin, 

age, disability, gender, sexual orientation, or other characteristic covered by law with regard to 

employment opportunities. 


