i Maryland READS

Community Network and Operations Manager
Who We Are:

Maryland READS is a nonprofit organization dedicated to resolving our state's reading
crisis by advancing evidence-based literacy practices across the state. We provide
resources, training, and advocacy to ensure that every child in Maryland receives
effective reading instruction. Through strong partnerships with educators, families, and
community leaders, we seek to build sustainable systems that improve literacy
outcomes for all students. Learn more about our work at www.marylandreads.org.

Your Role:

As the Community Manager, you will start by helping us execute our core programs and
services. Over time, we will look to you to help us grow and evolve to build upon the
foundation we have carefully built. We need someone who can embrace the successful
approaches we developed for our core programs by coordinating internal operations,
managing existing relationships and building new ones, and leading project and event
logistics related to the READ Strong Network.

Your responsibilities will include keeping initiatives on track, ensuring clear
communication to our network, fostering strong, collaborative partnerships, and
helping to build a cohesive team with our interns and volunteers. We are looking for an
experienced community organizer with strong project management skills to help us
implement our vision, track our progress, and push us to continuously improve.

While Maryland READS operates as a virtual organization with team members
distributed across the state, this is not a desk job — the Community Network Manager is
required to be present for quarterly in-person Network meetings as well as building
relationships through attendance at local community events.

This is @ 1099 contractor role. The ideal candidate is available to commit 40 hrs weekly
that we have learned is necessary to manage the responsibilities for this position and
our budget is position is $8,000 per month, flat fee. To learn more about our “winning
formula” visit Maryland READS where you can review our 2025 State of Reading report.

Responsibilities: Project Management/Operations and Relationship Building

Project Management/Operations

e READ Strong Network Operations: Lead our READ Strong Network across five
Maryland member counties — and help us build it as we go. We're charting new
territory; we looked around and could not find anyone taking a truly intentional
approach to community engagement for reading, so we're creating the model
ourselves.


http://www.marylandreads.org
https://marylandreads.org/
https://marylandreads.org/download-report/
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You'll own coordination of the local Steering Committees, drive initiatives from
idea to execution, build the timelines and structures this work demands, and
forge real relationships with commmunity leaders and partners. You'll manage
events, deliver results, and put our Maryland READS team's time and talent to
work to help you make this all happen. Down the road, you'll write the playbook
for expanding the network into new counties.

Lead the Implementation of a Parent Action Center: This Center will equip
families with the knowledge and tools to advocate effectively for their children
and for stronger school systems.

o The first component helps parents learn how to advocate for their child by
learning how to navigate the education system—I|earning to interpret their
child’'s academic data, communicate with educators, and ensure their
children receive the support they need to succeed. Parents will learn that
it's okay to ask hard questions and expect answers.

o The second component builds on this foundation by preparing parents to
become broader community advocates who can understand school and
district data, engage with leadership decisions, and help drive long-term
improvement across the education system. While not every parent will
pursue this level of engagement, many who begin advocating for their
own child will grow into community leaders.

Project Management Maestro: A successful Commmunity Network Manager will
coordinate with our Strategy and Operations Manager on a project management
system. You'll proactively engage our project coordinator and intern team to
drive READ Strong Network initiatives from start to finish — keeping the work
sharp, on schedule, and moving. You're the air traffic controller: managing
timelines, coordinating action items, hitting deadlines, and making sure
everyone — internal team, existing partners, and new organizations — is locked
in and aligned.

You'll keep our shared docs, notes, and project management tools tight, and
position Maryland READS as the go-to source on foundational reading
instruction. Details are your thing, and you make them look easy.

Team and Meeting Coordinator: You'll work in partnership with our project
coordinator and team of interns to schedule and host in person and virtual team
meetings and confirm logistics. Lead internal meetings by preparing agendas,
confirming team members’ availability, and facilitating follow-up on team action
items. The Community Network Manager is responsible for ensuring meeting
summaries are developed after each meeting and distributed to team members
and collaborators.
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Event Guru: Utilizing the winning formula we've crafted over time, you will lead
the planning and execution of special events and county convenings that leave
everyone smiling. You'll be responsible for managing each special event through
its full lifecycle—from conception to follow-up and evaluation. This includes
delegating and managing tasks for our project coordinator and interns, crafting
invitations and promotional language, creating social media posts, handling
logistics such as venue coordination and catering, securing speakers, preparing
event materials, and compiling post-event summaries and follow-up
communication.

Relationship Building:

Outreach and Network Coordinator: Working with the Executive Director, you
will help establish, cultivate and grow positive, meaningful relationships with
current partners and network members. Support the growth of Maryland READS
Expert Advisory Delegation and the READ Strong Network by recruiting new
members through network meetings, events, and presentations. Represent
Maryland READS in community spaces with an effective and engaging approach
to relationship-building and winning personality.

Each network has been working on a landscape scan to help us understand each
community - what's happening and what's not so we can help our teams
understand how to fill the gaps. You'll be relied upon to know the ins and outs of
all active projects and informational materials so that we are ready to connect
members with the resources they need.

Communication Extraordinaire: You own the READ Strong Network's
communications timeline — and you keep it humming. Working with the project
coordinator and interns, you'll run the outreach calendar and partner with the
Strategy and Operations Manager to push the right information to the right
audiences across newsletters, social media, website updates, and press.

You'll shape content that sounds like Maryland READS, stay ahead of trends and
news to find smart moments for engagement, and make sure our messaging
hits consistently across every platform. You'll also build out a data-driven plan to
grow our social media presence — and actually move the needle.

Teamwork:

Intern Management: Coordinate with the Strategy and Operations Manager in
the hiring, onboarding, scheduling, supervision, and mentorship of our interns
who can support individual county networks. Ensure that interns are assigned

meaningful projects they can showcase upon completion of their internship.
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Collaborative Team Member: Jump in to assume responsibility wherever
needed—whether it's diving into data, drafting materials and reports, taking
meeting notes, or helping a teammate meet a deadline. You bring a “How can |
help?” mindset and ensure loose ends are caught and tasks are completed with
care and follow-through.

What It Takes to Succeed: Our ideal candidate is proactive, adaptable, and
detail-oriented, with a strong commitment to continuous improvement. You thrive in a
fast-paced environment and can manage shifting priorities with confidence.

Organizational Excellence: Keep us on track with your impeccable time
management skills and attention to detail. Meeting deadlines is your reason for
getting up in the morning! We need you to chase down loose ends. You show
up on time and are fully present for virtual or in person meetings. If you are
looking for a job where someone tells you what to do each morning, thisis not a
good fit for either of us!

Project Management: You enjoy coordinating with other team members to
develop and implement systems that keep our projects running smoothly, even
when chaos threatens to reign. Attention to detail is your mantra.

Reliability: You will be leading community meetings and be relied upon to show
up, set up, and engage with network members. Our team will support you in the
preparation, execution and follow up but we will be looking to you to keep the
momentum going.

Tech Savvy: Navigate digital tools like a pro, introducing us to new ones that
streamline our processes. Mastery of Google Suite, Outlook, Calendly, Zoom, and
Google Forms is important and we welcome learning about other tools you can
introduce to our team to help us become more efficient.

Creative Communicator: Translate ideas into compelling content—written and
visual—that connects with our audiences. Experience with Constant Contact and
Canva is a plus, but we're open to someone eager to learn. Design skills and
familiarity with other creative tools are welcomed. We embrace Al as a helpful
starting point, but expect originality and strategy in the final product.
Adaptable: Thrive in a fast-paced environment where every day brings new
challenges and opportunities.

Team Collaboration: Bring energy and enthusiasm to everything you do,
inspiring your teammates to do the same.

Qualifications:

Education: Bachelor's degree or equivalent experience in a relevant field;
graduate degree a plus.

Experience: Minimum of two years experience managing teams and leading
projects from initiation to completion. Experience with nonprofits or
education-related initiatives preferred.
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How to Apply:
Ready to join the band? Please send a cover letter, resume, and a writing sample in
one combined document to info@marylandreads.org. We can't wait to meet you!

Equal Opportunity Employer: Maryland READS is committed to creating a diverse and
inclusive team. We welcome applicants from all backgrounds and encourage everyone

to bring their unique perspectives to our cause.

Let's make Maryland's reading future brighter—together!



