Position: Program Associate - Performers
Exempt/Nonexempt: Exempt

Hours: 40

Schedule: Hybrid virtual/ in-office schedule
Reports to: Program Coordinator - Performers
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 - Performers will support the WITS Performers program in schools and at
community sites in Houston. The Program Associate - Performers will support the operations of the
program team, communicate with writers, execute programs, and maintain internal records and
procedures. The Program Associate - Performers leads the Meta4 Houston Slam Team, supports in the
execution of WITS Performers school and community programs, and manages systems for writer
onboarding and supply maintenance.

Qualifications:
e Bachelor’s Degree (required)
e 3+ years of professional experience (preferred)

Objective & Overview:

e Support the operations of the Program Team, under the direction of WITS Program Coordinator -
Performers
Provide administrative support for WITS - Performers Program Coordinator
Lead in the planning and execution of WITS Performers deliverables such as slams, open mics,
and showcases.

e Assist in the planning and execution of the FreeVerse, Houston Youth Poet Laureate and Meta4
Houston Slam Team programs

Duties & Responsibilities:
Teaching Artists
e 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 Program Coordinator in implementing professional development opportunities for
Teaching Artists and interns
e C(Collect and maintain lesson plans and resources for new and veteran Teaching Artists.



Schools
e Ensure timely, thorough, and accurate communication to campus contacts
e Assist in the scheduling, facilitation, documentation of planning meetings.
e Coordinate with Teaching Artists to distribute and collect student surveys and media release
forms for each in-school placement.
e Coordinate the successful execution of WITS Performers deliverables such as slams, open mics
and showcases.

Club WITS
e Maintain Club WITS Interest Form and share information with the Program Coordinator.
e Track Club WITS enrollment and enact promotional strategies, as needed.
e Assist with the creation and dissemination of rosters and parent packets for Club WITS
Performers.
Assist with timely, thorough, and accurate communication to parents during program
Oversee showcases for Club WITS Performers students.

Houston Youth Poet Laureate
e Assist in the planning and and execution of the Houston Youth Poet Laureate program including
creating and promotion applications, reviewing candidates and organizing interviews.
e Provide mentorship and support to the Houston Youth Poet Laureate as needed.

Free Verse & Meta4

e Assist in the planning and implementation of Free Verse and the Meta4 Houston Slam Series,
including securing dates, times, and locations.
Communicate with judges and other volunteers for Meta4 Houston Slam Series.
Assist with the planning and execution of Meta4 Houston sendoff, celebration, and fundraising
events.
Plan and attend performance events involving the Meta4 Houston team.
Work with the Communications team to collect content for the Meta4 Houston team for social
media.

Summer Camp
Lead the recruitment, training and placement of office-based summer interns.
Assist with the recruitment, training, and placement of camp-based summer interns.
Assist with the summer intern orientation and any subsequent professional development
opportunities.
e Assist with the planning and execution of WITS Performers Summer Camp programs.

Evaluation and Assessment
e (Collect impact metric submissions and log impact metric data.
e 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 to mail@witshouston.org with “Program Associate - Performers
Application” in the subject line:

e Resume or CV

e Cover letter

e Optional: a list of relevant nonprofit work achievements

The deadline to apply is Friday, September 11th, 2026, at 11:59 PM.


mailto:mail@witshouston.org

