
The Austin Monitor and Glasshouse Policy are seeking a 
Program Coordinator to execute various administrative 
functions, including event management and execution, external 
communications, project management, and public outreach. 
 
Qualifications: 
Bachelor’s degree; minimum one year of relevant 
experience; passion for politics and news. 
 
Other qualifications: 
• Excellent written and verbal communication skills 
• Comfort in executing a wide array of research 
• Working knowledge of basic fundraising principles 
• Strong ability to write clear, structured, articulate, and 

persuasive proposals 
• Well-organized, systematic thinker with impeccable attention to 

detail 
• Proficiency in digital marketing including email marketing 

platforms (MailChimp) and social media posts and ads 
(Hootsuite, Facebook, Twitter…) 

• Familiarity with Salesforce 
• Tech savvy; experience in Word, Excel, PowerPoint, 

databases, mail merge, and ability to quickly learn and 
master new programs 

• Project coordination experience preferred 
• Commitment to the mission and values of the organizations 
 
 
Compensation & Benefits: 
Competitive salary; health, dental and vision insurance; paid time 
off (PTO), holidays. 
 
About Glasshouse Policy 
Glasshouse Policy is a 501(c)(3) nonprofit dedicated to removing 
the gap between citizens and policymakers, creating a more 
engaged citizenry, fostering a more responsive and 
representative government. By acting as a forum for the general 



public, policymakers, academics, and all other interested 
stakeholders to debate, compromise, and ultimately craft 
crowdsourced policy solutions to the major issues the public 
faces today, Glasshouse Policy engages new ideas, new voices, 
and new constituencies on critical community issues. 
 
About the Austin Monitor 
The Austin Monitor is a nonpartisan, online-native 501(c)(3) 
publication that covers government and policy in the Travis 
County region. It’s parent nonprofit, the Capital of Texas Media 
Foundation, serves a mission to educate and engage the 
residents of central Texas about their government and its 
policies. 
 
How to apply 
For consideration, submit letter of interest, resume, references 
and salary requirements to info@glasshousepolicy.org. For more 
information about Glasshouse Policy and the Austin Monitor, visit 
https://www.glasshousepolicy.org and 
http://www.austinmonitor.com 
	


