
Position: Program Associate - Authors 
Exempt/Nonexempt: Exempt 
Hours: 40 
Schedule: Hybrid virtual/ in-office schedule 
Reports to: Program Coordinator - Authors 
Salary: Commensurate with Experience  
 
About Us: 
At Writers in the Schools (WITS), we believe storytelling reveals our truest selves, that 
creativity prepares children for a successful future. To that end, our mission is to connect 
children and youth with professional writers and spoken word artists to unlock the joy 
and power of storytelling and creative expression. Our vision is that all young people will 
possess the skills and confidence to share their stories, experiences, and ideas with the world. 
 
Role Summary: 
The Program Associate - Authors will support the WITS Authors program in schools and at 
community sites in Houston. The Program Associate - Authors will support the operations of the 
program team, communicate with writers, execute programs, and maintain internal records and 
procedures. The Program Associate - Authors leads the WITS internship programs, supports in 
the execution of WITS Authors school and community programs, and manages systems for 
writer onboarding and supply maintenance. The Program Associate - Authors oversees and 
maintains WITS’ relationship with the Menil Collection through the scheduling and overseeing 
of field trips.     
 
Qualifications: 

●​ Bachelor’s Degree (required) 
●​ 3+ years of professional experience (preferred) 

 
Objective & Overview: 

●​ Support the operations of the Program Team 
●​ Provide administrative support for the hiring, training, and payment of Teaching Artists 
●​ Manage the creation and distribution of deliverables for WITS Authors programs 
●​ Lead the Menil field trip and summer internship programs 

 
Duties & Responsibilities: 

●​ Teaching Artists  
○​ Assist in the hiring process of new Teaching Artists by scheduling interviews, 

posting applications, and managing applicant correspondence  
○​ Maintain supplies for Teaching Artists by checking supply levels and notifying 

Program Coordinators and Operations Manager when orders need to be made. 



○​ Update and maintain a file of writer bios, headshots, and availability information 
○​ Assist with writer trainings 
○​ Maintain communication with Teaching Artists by alerting Teaching Artists of 

upcoming deadlines and events 
○​ Update the Writer Handbook annually 
○​ Work with Program Coordinators to create and implement professional 

development opportunities for Teaching Artists and interns 
○​ Create and maintain lesson plans and resources for new and veteran Teaching 

Artists.  
 

●​ WITS Authors 
○​ Create and execute the process for creating, editing, and distributing WITS 

Anthologies and broadsides. 
○​ Assist Program Coordinator - Authors with Blooms Reading 
○​ Facilitate, schedule, and take notes at planning meetings. 
○​ Organize and update caseload documents following planning meetings. 
○​ Maintain and collect Teaching Artist contracts. 

 
●​ WITS at the Menil 

○​ Schedule Menil field trips and coordinate with Menil lead writer and Menil staff. 
○​ Distribute and collect student surveys and media release forms for each in-school 

placement. 
○​ Maintain supplies in the Menil WITS writing closet. 
○​ Assist with the planning and execution of the Menil Youth Writers Reading. 

 
●​ Summer Camps 

○​ Lead the recruitment, training, and placement of summer interns. 
○​ Lead the summer intern orientation and any subsequent professional development 

opportunities. 
○​ Maintain the base supplies for each summer program. 
○​ Organize and distribute CWC T-Shirts and supplies 

 
●​ Club WITS 

○​ Maintain Club WITS Interest Form and share information with the Program 
Coordinator. 

○​ Organize supplies for Club WITS Teaching Artists. 
○​ Create Broadsides for Club WITS students. 

 
●​ Events 

○​ Gather and organize supplies for tabling and WITS Authors events. 



○​ Assist in the planning and execution of WITS Authors and Program Team events.  
 

●​ Evaluation and Assessment 
○​ Support the Program Coordinators in the evaluations of grant-funded programs. 
○​ Collaborate with the Program Team on the identification and implementation of 

evaluation tools. 
○​ Collect impact metric submissions and log impact metric data. 
○​ Distribute and collect surveys from teachers and principals at the beginning and 

end of each placement. 
 

 
To submit your application, please send the following materials via email to 
mail@witshouston.org with the subject line “Program Associate - Authors - Application”: 

○​ A resume or CV 
○​ A cover letter 
○​ Optional: A list of relevant nonprofit work achievements and/or projects 

completed 

mailto:mail@witshouston.org

