
 
 

Job Opening 
New Politics Forum, Program Assistant 

 
The Annette Strauss Institute for Civic Life (www.annettestrauss.org), an organized research unit at the 
University of Texas at Austin, seeks a full-time program assistant to support the statewide expansion of 
the New Politics Forum program.  
 
About the Institute 
 
The Annette Strauss Institute for Civic Life envisions a democracy where all citizens are informed, vote, 
and are actively involved in improving their communities. Through nonpartisan research, education, and 
outreach, the Institute seeks to understand and overcome obstacles to civic engagement. 
  
Based in the nation's second most populous state at a premier public research university, the Strauss 
Institute is aligned with the University's public role of designing and testing new ways of increasing civic 
involvement. The Institute benefits from the collective expertise of scholars who are nationally renowned 
for their contributions to the study and development of civic participation and the conditions that give rise 
to or suppress engagement. Dedicated to applied research, the institute focuses on how new 
technologies of communication and innovative outreach can be used to increase political understanding 
and participation.  To learn more, visit us online at www.annettestrauss.org. 
 
About the New Politics Forum Program 
 
The New Politics Forum was established in 2003 to respond to the growing political cynicism and 
disaffection by putting young people at the center of the democratic landscape. The New Politics Forum 
shares political knowledge by bringing college-aged youth into contact with experienced political 
professionals, scholars, and members of the working press with the goal of enriching skills, depositions, 
and knowledge around self-governance and civic engagement. 
 
The New Politics Forum's mission is strictly nonpartisan and works within communities to engage people 
in the political process, teach about our nation's democratic heritage, and encourage young people to 
take leadership roles in civic organizations and communities. The New Politics Forum is generously 
sponsored by a grant from the Hatton W. Sumners Foundation (http://www.hattonsumners.org/) whose 
purpose is to encourage the study, teaching and research into the science and art of self-government, to 
the end that the American People may understand the fundamental principles of democracy and be 
guided thereby in shaping governmental policies. 
  
What makes the New Politics Forum unique is that all of our events are: (1) nonpartisan, (2) youth-
focused, and (3) taught by active political professionals dedicated to training the next generation.  Our 
forums activate citizenship and allow constituents to practice acquiring the skills needed for life-long, 
sustained civic engagement. To learn more, visit us online at www.newpoliticsforum.org.  
 
 
 
 
 



 
 
New Politics Forum Program Assistant - Position Details 
 
Hiring Department:  Annette Strauss Institute for Civic Life (www.annettestrauss.org) 
Position Available:   Program Assistant with the Annette Strauss Institute for Civic Life  
Monthly salary:  $2,334+ depending on qualifications 
Hours/week:    40.00 hours; additional hours may be required during peak periods. 
Period of Appointment:  ASAP – December 15, 2013  
Position Duration:   Funding for position by Grant until December 15, 2013; funding for  
    position may be renewed by extension of the Grant  
Location:                University of Texas at Austin, Jesse H. Jones Communication Center  
    (UT Building -CMA) 2504 Whitis Ave. Austin, TX 78712-1538 
 
The Program Assistant will support the work of the program coordinator and the director of educational 
outreach with a combination of program support and administrative tasks for the New Politics Forum. As a 
program assistant, he/she will be assigned to support education, marketing, event planning, community 
outreach, strategic partnerships and more. He/She will be given broad exposure to multiple aspects of the 
program and will be invited to be a team member on various exciting projects like our upcoming 
Campaign Bootcamp (June 2013), the Hatton W. Sumners Careers in Politics Conference (September 
2013), and our statewide Texas Conference on Civic Life (November 2013). We bring in nationally-known 
speakers and experts in the field and are looking for someone who has the personality and work ethic to 
help produce first-class, professional, nonpartisan educational events.  
 
Key responsibilities and duties of the position:  
 

 Educational Outreach – The position’s foremost goal is to develop, manage, and successfully 
execute nonpartisan, educational outreach opportunities for college-aged youth and adults across 
the state of Texas around the Institute’s mission, goals, and objectives. Activities required of the 
position include: 

o Managing existing and creating new strategic partnerships with academic 
institutions, teachers/faculty, student groups, and community organizations. 

o Speaking, presenting, and facilitating discussions with a variety of audiences with 
the goal of “creating more voters and better citizens.” 

o Creating new curriculum, activities, and engagement platforms 
 

 Program Management – The position’s second goal is to produce educational outreach events 
and opportunities that engage citizens in civic life and help them develop the skills, knowledge, 
and dispositions that facilitate life-long civic engagement. Administrative and logistic objectives 
that support our outreach events include:   

o Supporting program/event design and curriculum development 
o Engaging in a variety of marketing and outreach initiatives 
o Website management, updates, and innovation 
o Event execution and logistics, including participant, vendor and speaker relations  
o Grant management 
o Scheduling and correspondence  
o Travel planning, reporting, and administration 

 



 
 
Required Disposition, Skills and Experience: 

 Must have exceptional interpersonal skills, including the ability to connect effectively with people 
via telephone, email and social media. 
 

 Must be politically savvy and be confident in one’s ability to know the boundaries of working in a 
political environment, but remain nonpartisan. 
 

 Must be a strong connector and able to interact successfully with high-profile stakeholders as well 
other team members. 
 

 Must be extremely detail and task-oriented with the ability to manage numerous deadlines.  Must 
have exceptional follow-through not only with project tasks but also in all communications.  
 

 Must have exceptional oral and written communication skills, including high levels of courtesy in 
written communications and the ability to produce effective and aesthetic presentations. 
 

 Must be well suited to working in a fast-paced “start-up” environment with short timeframes, 
rapidly changing requirements and expectations, and limited resources. Must be able to set a 
course of work and mobilize the necessary resources to realize it. 
 

 Must have a positive, can-do disposition, including readiness to take on a variety of 
responsibilities, including unexpected projects or assignments. 
 

 Must be a self-starter and able to produce very high-quality work with limited direction and/or 
guidance. Must be anticipatory and able to preemptively determine what is required for the 
program’s success. 
 

 Must have a high degree of emotional maturity including exceptional interpersonal skills. 
 
Preferred Qualifications: 

 Developed interest in political and civic life. 
 Experience with program coordination, grant management, event planning and advance. 
 Strong command of Microsoft Word, Excel, and Outlook. Google Docs, Powerpoint, and Drupal. 
 Experience with external communications and marketing via email and social media. 
 Experience with Photoshop, graphic design, website management. 
 Experience creating and editing videos. 

 
Applications should include: 

 A cover letter outlining your interest(s) in applying and the specific attributes and qualifications 
that make you ideal for the position.  

 An updated resume 
 A list of 2-3 references with their email address, phone number, and a 1-2 sentence description 

of why they were chosen as a reference. 
 Please submit your completed application via the University of Texas at Austin human resources 

website, https://utdirect.utexas.edu/apps/hr/jobs/nlogon/130328049020 prior to Sunday, April 7, 
2013. 

 



 
 
 
The University of Texas at Austin is an Equal Opportunity/Affirmative Action Employer. All qualified 
applicants will receive consideration for employment without regard to race, color, religion, sex, national 
origin, disability, age, citizenship status, Vietnam era or special disabled veteran's status, or sexual 
orientation. Under Section 504 of the Rehabilitation Act and the Americans with Disabilities Act, disability 
accommodations will be provided, as needed.  
 
If hired, you will be required to complete the federal Employment Eligibility Verification form, I-9. You will 
be required to present acceptable and original documents to prove your identity and authorization to work 
in the United States. Documents need to be presented no later than the third day of employment. Failure 
to do so will result in loss of employment at the university.  
 
UT Austin is a Tobacco-free Campus. 
 
 


