
Communica!ons and Opera!ons
Associate
DALLAS, TEXAS DALLAS METRO AREA SITE FULL-TIME

Millions of Americans are underemployed, while U.S. employers are struggling to find talent

with the skills they need. Merit America is building a large-scale pathway to skilled careers,

with the goal of becoming the leading provider of accessible skill development for working

adults without Bachelor’s degrees. We do this by:

1) Partnering with leading employers, small to medium sized enterprises, and recruiters;

2) Opera!ng learning programs aligned to employer needs, which combine online learning +

in-person wraparound support; and

3) Training Americans without college degrees to compete for in-demand roles.

Merit America is looking for a talented Communica!ons & Opera!ons Associate to help

deliver and ensure the success of our Dallas site, with the goal of helping hundreds of DFW

adults advance their careers. With your help, Merit America will close the skills gap at scale.

Key Responsibili!es

This role presents a significant growth opportunity to help build our program and local

team, taking on increasing responsibility as the site grows from dozens to hundreds of

learners, and thousands therea"er. Your key responsibili!es will be:

https://jobs.lever.co/meritamerica


Communica!ons & Outreach (40%): 

Develop and maintain community rela!onships to promote Merit America's career

development programs

Work with site team to develop/organize/manage regular off-site marke!ng events

Assist with developing and overseeing the Volunteer/Mentoring Program

Schedule presenta!ons to community groups

Create and manage e-newsle$ers and e-blasts

Maintain database of local partnerships

Execute Merit America's social media marke!ng strategy with consistent content

genera!on

Assist Employer Partnerships Manager with sourcing and dissemina!ng job opportuni!es as

needed

Opera!ons & Administra!ve (30%): 

Conduct research, prepare reports and dra" communica!ons for funders, external partners,

and learners

Facilitate and document team mee!ngs and decisions; assist Associate Site Director to

ensure that overall planning remains on schedule 

Input and update learners' progress in a CRM system and/or Excel tracking documents

Work with coaches and Associate Site Director to increase program opera!onal efficiency

Maintain regular feedback and evalua!on mechanisms for learners in the program and

events

Assist site team in sourcing addi!onal support for learners (job pos!ngs, low-cost

computers, etc.)

Assist in the ordering of supplies and marke!ng materials

Project and Event Management (30%): 



Manage Dallas site event calendar which includes program kickoffs, gradua!on, mock

interview events, etc.

Coordinate and oversee event planning and execu!on

Perform project and event specific outreach to nonprofits and other external partners 

Preferred Qualifica!ons

At Merit America, we believe that if you can excel in the job, you should get the job - so we

hire for skills, instead of specific experience or educa!on requirements. That said,

experience and educa!on related to the skills outlined below is preferred:

Rela!onship-Building: Strong interpersonal skills and ability to form trust-based

rela!onships with learners and other stakeholders. Comfortable with public speaking and

excellent communicator, wri$en and verbal

Content Exper!se: Experience with event planning, u!lizing databases, social media

preferred. Background in higher educa!on or nonprofits in the workforce development

space a plus but not required

Deep Empathy: Outstanding ability to understand and empathize with others, including

people with diverse backgrounds and interests, and a commitment to improving the lives of

underserved Americans

Opera!onal Excellence: Excep!onal opera!onal and organiza!onal skills, and ability to

manage your own schedule and balance mul!ple demands, with demonstrated success

working in fast-paced environments and solving problems crea!vely

Lifelong Learning: Commitment to lifelong learning and ongoing personal and professional

development

Entrepreneurial Drive: Able to step up and run autonomously in ambiguous, quickly

changing environments, including eagerness to help shape our start-up’s future



Details/Logis!cs

Timing: Full-!me posi!on, with a flexible start date between Fall 2019 and early 2020.

Interviews will start in September.

Compensa!on: $40k-$50k with comprehensive benefits

Diversity is integral to our success and we are proud to be an equal opportunity employer. We

believe in workplaces that are fully inclusive, and include underrepresented individuals in

terms of race, gender and/or socio-economic status, and any other characteris!cs protected

by applicable law. We strongly encourage individuals from underrepresented groups to apply.
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