
 

Job Description: 
Cooperative Projects Organizer 
 
Compensation: Salaried at $48,000/year for the duration of employment, plus $250/month 
allocation toward a health benefit, paid holidays, and generous PTO 
 
Time Commitment: This is a salaried exempt full-time (32 hours per week) grant funded 
position being offered through February 2022, with possibility of becoming permanent 
 
Anticipated Start Date: Mid-April 2021 
 
 

About PACA  
The Philadelphia Area Cooperative Alliance (PACA) is a cooperative whose members are co-ops 
in the Philadelphia region. PACA is also a 501(c)3 nonprofit dedicated to growing the 
cooperative economy. Guided by the principles of the international cooperative movement, 
PACA’s work includes both broad and customized education about the principles and benefits 
of participating in the cooperative economic movement as well as offering support to existing 
and start-up cooperatively owned businesses. PACA engages in this work while centering an 
equitable approach to co-op development for racial and economic justice.  
 
PACA aims to grow a network of cooperative enterprises that operate in all sectors of the 
economy to build a better world—providing essential services, strengthening democratic 
organizations, creating quality jobs, building community wealth, reducing poverty, 
strengthening our local economy, protecting the environment, and increasing community 
engagement. 
 

Purpose of the Position 
The Cooperative Projects Organizer’s main purpose is to establish and build upon relationships 
between PACA and community groups, specifically focusing on groups and individuals that may 
be eligible for participation in PACA’s 2021 Study Circles program as well our Community Voices 
project (see below). Both projects are highly collaborative with community partners and 
multiple stakeholders have been named. The Cooperative Projects Organizer will be responsible 
for coordinating the implementation, activity, and evaluation of these two projects. This 
position will serve as the primary liaison between program participants and PACA staff. It is 
funded by the Independence Public Media Foundation and the William Penn Foundation. 
 
The Cooperative Projects Organizer will work closely and be supported by PACA staff to carry 
out these programming efforts. Due to COVID-19, this position is 100% remote right now. Once 
it is deemed safe and sound to return to in-person engagements, PACA will return to its normal 
operations, which involve a mix of remote and in-person work. Candidates must live in the 
Greater Philadelphia region or be willing to relocate here. 



 
PACA is in a strategic planning moment, shifting our internal structures to enable more worker 
self-direction and reflect our cooperative values more deeply. As a member of this cooperative 
space, the Cooperative Projects Organizer will be expected to participate leaderfully in the 
overall management of the organization as a staff member. We understand that roles, 
responsibilities, dynamics and expectations may be impacted and affect us each differently. 
 

Responsibilities 
 
Organizing the Study Circles Program 
For this project, PACA will lead seven groups through a 6-month study circle focused on 
incubating cooperative enterprises to address public space and housing equity and ownership 
issues. Each study circle will be supported by a PACA facilitator, who will develop a plan of 
study tailored to each group’s interests in public space equity and related neighborhood issues. 
 
Responsibilities of the Cooperative Projects Organizer include: 

● Support community outreach efforts resulting in the formation of 7 
neighborhood-based study circles of 6 to 12 people each 

● Develop scope of work for and onboard, with support from other PACA staff, study 
circle facilitators  

● Implement study circle application process  
● Coordinate logistics of study circles with participants, PACA staff, and study circle 

facilitators 
● Lead facilitation support and resource gathering for study circles 
● Maintain study circle program budget  
● Liaise with study circle facilitators to address opportunities and challenges that arise 
● Review and revamp evaluation materials for study circles and conduct program 

evaluation  
 
Organizing the Community Voices Project  
For this project, PACA will partner with member co-op Bonfire Media Collective to produce a 
short video series capturing histories and possibilities of cooperatives and solidarity economy 
projects in the Philadelphia region. Then, we will disseminate this content through "watch, 
learn, and dream" events with our movement partners to build knowledge and catalyze interest 
in cooperative enterprise. 
 
Responsibilities of the Cooperative Projects Organizer include: 

● Support community outreach efforts resulting in participants for focus groups for the 
IPMF Community Voices project 

● Design, execute, and synthesize information gathered from focus groups 
● Collaborate with Bonfire Media Collective and other relevant staff on narrative building 

for the video project  
● Organize logistics and outreach for “watch, learn, and dream” events 



● Develop and implement program evaluation  
 
General 

● Attend and participate in regular meetings with PACA staff and organization-wide 
events 

● Promote PACA membership to new co-ops and existing co-ops that are not yet 
members 

● Communicate with PACA staff members about work schedule and assigned tasks 
● Support grant reporting and writing; maintain and report on relevant data 
● Support PACA staff with identifying and liaising with organizations and business 

development professionals that could become part of PACA’s Community of Practice 
 

Desired Qualifications/Experience 
Candidates for the Cooperative Projects Organizer will have: 

● Strong alignment with the mission, vision and values of PACA, and commitment to 
centering Black and Brown communities of the Philadelphia region  

● Strong interest/background in community organizing, community development, and/or 
adult learning/workforce development 

● 2-3 years experience with social group work including curriculum development, meeting 
facilitation and coordination, democratic decision-making, member orientation, and 
mediation 

● Experience working within and/or with cooperative businesses and democratic 
workplaces 

● Strong organizational, interpersonal and communication skills; demonstrated 
experience of written and oral presentation skills 

● Sincere commitment to democratic collaboration and cooperation, with experience 
working with multiple stakeholders 

● A strong track record as an implementer who thrives on managing a variety of key 
initiatives concurrently 

 
Preferred Qualifications/Experience: 

● Strong knowledge of current small business, economic development and workforce 
development programs, players and providers in the Philadelphia area 

● Multilingual applicants encouraged 
 

How to Apply 
Please send your resume and cover letter to jobs@philadelphia.coop by March 8, 2021. PACA 
strongly encourages working class BIPOC, queer and trans folks, disabled people, womxn, and 
people raised in the Philadelphia area to apply. 
 
Wondering what to include in the cover letter? Here are some things we’d like to know about 
you! Let these questions inspire you, not limit what you share about yourself and why you want 
this job at PACA. 

https://philadelphia.coop/about-us/
mailto:jobs@philadelphia.coop


1. What excites you most about PACA?  
2. What role have you held in the past that you sense is most similar to this the role 

described or what life experiences have you had that you sense have prepared you most 
for this role?  

3. What experience and skills - professional and/or otherwise - do you most look forward 
to using in this job?  

4. If you had this job, what would you want to learn about? 
 
If you are someone who desires a flexible schedule, can work independently managing multiple 
projects, has experience working remotely, and also wants to collaborate closely with others, 
this may be the position for you! Work hours are generally between 9am - 5pm 
Monday-Thursday, with the expectation that the person in this position can also be available to 
support/lead evening and weekend programming, as well as be available for occasional travel 
out of town, post-pandemic. This position is grant-funded and will pay a salary of $48,000/year 
through February 2022. It may or may not be extended, pending mutual interest from the 
employer and employee as well as funding available. 


