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Program Coordinator, NXT-GEN Fellowship for Moral Leadership 

  

About The HOW Institute for Society 

The arrival of the 21st Century has brought with it not only rapid changes, but a 

dramatic reshaping of how the world works. This reshaping is happening faster than we 

have yet been able to reshape our institutions, our leadership, and ourselves. We need 

an organization dedicated to helping develop the necessary norms, practices, and 

behaviors that will help us adapt to this new era, where we all rise or fall together. 

The HOW Institute for Society is that organization, with a mission to build and nurture a 

culture of moral leadership, principled decision-making, and values-based behavior that 

enables individuals and institutions to meet the profound social, economic, and 

technological changes of the 21st Century to elevate humanity. 

 

About the NXT-GEN Fellowship for Moral Leadership 

The Institute’s flagship learning experience, the NXT-GEN Fellowship is a 14-week, 

virtual, leadership accelerator for mid-level professionals on their way to senior level 

roles within their organizations. The Fellowship is designed to build the capability of 

these leaders who are navigating an increasingly interdependent and morally activated 

world.  

 

The highly interactive and application focused curriculum draws on lessons from history, 

current events, and moral philosophy, and has fellows wrestle with the principles, 

nuances, and applications of moral leadership while forming a strong community of 

practice. Fellows also have the opportunity to join discussions with accomplished and 

thought-provoking leaders, which have included world renowned business leaders, 

military officers, education leaders, politicians, astronauts, and senior representatives 

from our partner organizations, including Mastercard and Levi Strauss & Co. 

 

Moral leadership for us isn’t about moralizing nor social activism alone, and together 

during the program we further explore all the ways we can bring principles, values, and 

frameworks to life though how we lead others. 

 

 

  

 

 

 

 

 

 

https://thehowinstitute.org/
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Position Overview 

The HOW Institute for Society is seeking a Program Coordinator to join our growing 

NXT-GEN Fellowship team. To succeed in its mission, The HOW Institute aims to 

achieve impact at scale through the building and expansion of the NXT-GEN Fellowship 

and its community of graduates. The expansion of the NXT-GEN Fellowship and 

community of graduates will create greater complexity for planning and execution. The 

ideal candidate for this role will be a detail oriented, organizer and coordinator who also 

finds deep resonance with the HOW philosophy and mission. 

 

This position reports to the Program Director of the NXT-GEN Fellowship and works 

closely with the NXT-GEN Senior Program Manager and Director of Programs. 

 

Key Responsibilities 

 

Data Management and Reporting 

▪ Track and create basic reports of participant engagement, assignment 

completion, event feedback, and attendance. 

▪ Manage, organize, and archive the personal information of and agreements 

made by participants. 

▪ Create custom groups of participants based on various demographic variables. 

▪ Maintain and manage a database of online certificates and badges given to 

graduates. 

 

Communications & Content 

▪ Coordinate mass communication of messages to participants. 

▪ Copyedit online content on learning platforms and mass communications. 

▪ Source graphics and photography. 

▪ Organize and keep content libraries up to date and archive curriculum materials. 

▪ Provide basic standby technical support during live events. 

▪ Keep internal HOW team up to date with regular updates on program feedback. 

 

Coordination 

▪ Create and manage meeting invites and RSVPs for all program events. 

▪ Coordinate calendar invites of guest speakers and their associated data (bios, 

headshots, permissions, etc.) 

▪ Create Q&A and feedback survey pages for live events. 

▪ Source, inventory, and coordinate shipping of physical assets. 

▪ Support the data management, communication, coordination, and logistics efforts 

for activities with graduates of the Fellowship. 

▪ Support the execution of occasional Institute wide events and activities. 
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Candidates who are strong fits for this role will have: 

▪ 5+ years of experience in program logistics and coordination. 

▪ A very strong attention to detail with an ability to think strategically. 

▪ Strong Microsoft Excel skills, and familiarity with other Office products. 

▪ Agility with working across cross-functional teams and a willingness to step in as a 

team player and support organization wide activities. 

▪ Tech savviness and comfort with CRMs as well as online and social networks. 

▪ A strong work ethic, and an ability to thrive in a dynamic, fast-paced environment. 

▪ A nimble and flexible work style, with an ability to pivot quickly from one project to 

another. 

▪ A strong commitment to The HOW Institute for Society’s mission and personal 

growth as a moral leader. 

 

Additional Details 

▪ The HOW Institute is located in New York, NY, residence in the NY Metro Area is 

preferred but not required.  

▪ Salary range ($45K-$55K), commensurate with experience. 

▪ Highly subsidized health insurance and other benefits. 

 

To apply, please send a detailed cover letter addressing your interest in The HOW 

Institute and this role along with a current resume to hr@thehowinstitute.org. 

 

Please note, applications without a cover letter will not be considered. We look 

forward to your application. 

 

The HOW Institute embraces, honors, and celebrates our differences across race, 

gender, age, ethnicity, religion, nationality, sexual orientation, gender orientation, 

physical abilities, socio-economic class, and the other characteristics that construct our 

unique identities. Our ability to be an agent of change, and the quality of the decisions 

we make are all rooted in our commitment to diversity, equity, and inclusion. We strive 

to create an environment in which all staff members can bring their full identity and 

experience to our work. 

mailto:hr@thehowinstitute.org

