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CUP is seeking a Development and Program Assistant.

The Center for Urban Pedagogy (CUP) is seeking a Development and Program Assistant to provide 
support on CUP’s Youth Education and Community Education projects as well as assist with 
organizational initiatives, particularly fundraising.

We are seeking an engaged and energetic individual who wants to be part of a diverse and dynamic 
team committed to using design and art to contribute to meaningful social change.

About CUP

The Center for Urban Pedagogy (CUP) is a nonprofit organization that uses the power of design 
and art to increase meaningful civic engagement, particularly among historically under-represented 
communities. 

CUP’s work addresses the needs of communities struggling to make sense of the complex public 
policies and decision-making processes that impact their lives, from affordable housing to labor 
rights. By collaborating directly with communities to create accessible and visual explanations on 
issues important to them, CUP provides individuals with the tools to claim their rights, advocate for 
their needs, and fight for social justice.

CUP is committed to fostering greater equity in the work we produce, the way we produce it, and 
the way we function as an organization. We seek to be an organization where people with different 
abilities and from different racial, ethnic, gender, and socioeconomic backgrounds can thrive 
together, and where our practices create opportunities, not barriers, to achieving greater social 
justice.

For more information, visit CUP at: http://welcometoCUP.org

Development and Program Assistant

The Development and Program Assistant will work on a broad range of CUP projects and 
organizational initiatives. This is an entry-level position, with opportunity for learning and growth. The 
selected candidate will work with all of CUP’s staff across the organization, and will report to CUP’s 
Youth Education Program Manager.

Position responsibilities include:

Project and program support:
• Assist program staff with project management tasks, including meeting planning and 

documentation, and facilitating regular communication with project partners and students



• Coordinate the production of final products

• Conduct policy and planning-related research on topics for CUP’s Youth Education and 
Community Education projects

• Document and archive projects, including updating website 

• Assist with project evaluations with project partners and participants

• Coordinate launch events, student field trips, trainings, and other events

• Coordinate open calls for program applications

• Conduct workshops and trainings using CUP tools

Development, outreach, and administrative support:
• Coordinate development tasks for the organization including donor correspondence, event 

logistics, and research on prospective funders 

• Write extensively to communicate with a range of audiences

• Conduct outreach on CUP projects to organizations that might use them, particularly 
educational institutions and community organizations

• Provide general administrative and organizational support as needed

We are seeking a candidate with an interest and experience in working with youth, demonstrated 
research and communication skills, and a commitment to social justice. The ideal candidate would 
be self-directed, extremely detail-oriented, and able to work in a collaborative environment with a 
broad range of partners. Candidate must possess excellent verbal and written communication skills. 
The candidate must be proficient with basic web applications and Microsoft Office. An interest 
in design and visual culture and experience with Adobe Creative Suite software are pluses, as is 
familiarity with a CRM software.

In support of our commitment to achieving greater social justice, CUP strives to be a healthy, 
positive, and sustainable place to work. To that end, we provide free health insurance benefits, a 
flexible leave policy, professional development opportunities, and a reasonable work schedule that 
allows our staff to have a healthy life both inside and outside of work. We are also committed to 
working together as a staff to better understand issues of race, equity, and justice and to continue to 
further our own education on how we engage with and address those issues as individuals and as 
an organization.

While this is an entry level position, we are looking for someone interested in developing both 
their own skills and CUP’s programming. There is room for growth in this position and within the 
organization.

If you are interested in the position, please send a cover letter; your resume; a short writing sample 
(3-5 pages), preferably demonstrating your ability to distill complex issues; and names and contact 
information for 3 references.

Please send all materials as a single PDF to apply@welcometoCUP.org by Monday, August 27th at 
noon EST. Include “Development and Program Assistant” in the subject line.

Please note that we will NOT review applications that do not provide all requested materials. No 
phone calls, please.

CUP is an equal opportunity employer. We are committed to fair and inclusive employment 
practices, and strongly encourage people of color, women, LGBTQ individuals, people with 
disabilities, and others who may contribute to the diversification of ideas to apply.


