Director of Programming and Community Engagement– World Affairs Council of Western Michigan
Organization
The World Affairs Council of Western Michigan is a non-partisan 501(c)(3) forum promoting global understanding through public programs and community exchanges. The organization is supported by global company memberships, educational partners, individuals and grants. It is part of the national World Affairs Councils of America network.
Position Overview
The Director of Programming, reporting to the Executive Director, leads the planning, coordination, and execution of the Council’s core programs and events. The Director is responsible for ensuring high-quality, timely, and mission-aligned programming and works closely with the Executive Director to develop and implement the Council’s overall program strategy.
This role is a full-time, salaried position, with seasonal variance (corresponding with heavier obligations in Fall/Winter/Spring during the programming season).  Opportunity for hybrid work and flex-time depending on the organization’s needs.

Key Responsibilities
Programming & Leadership
· Lead the planning and delivery of the Council’s ongoing programming: Great Decisions Series, Kent District Library (KDL) Series, Global Mixers, and stand-alone programs.
· Ensure consistent quality, relevance, and alignment of programs with the Council’s mission and strategic goals.
· Participate in long-range planning and contribute to the development of overall Council programming strategy.
Event Oversight
· Oversee all logistical aspects of assigned programs and events, including venue selection, scheduling, and on-site management.
· Coordinate with speakers regarding invitations, contracts, travel, lodging, and itineraries.
· Manage event execution to ensure professional, welcoming experiences for speakers, members, and guests.
Marketing & Communications
· Work collaboratively with staff to develop marketing and communications materials, including email communications, member correspondence, promotional content, and media releases.
· Coordinate and maintain the Council’s digital presence, including the website and social media platforms.
Development & Outreach
· Support efforts to expand and engage the Council’s general membership base.
· Conduct grant research and assist with grant writing and reporting.
· Represent the Council with board members, current and prospective supporters, partners, and members of the broader community.
Organizational Support
· Assist the Executive Director with additional programs, including the Vandenberg Prize, and diplomatic exchanges, as needed.
· Work with the Executive Director to expand potential new programming, including marketing and implementation strategies.

Qualifications
· Bachelor’s degree required; relevant professional experience in program management, events, nonprofit administration, or related fields.
· Strong organizational, communication, and project management skills.
· Experience coordinating speakers, logistics, and public-facing programs.
· Familiarity with marketing, communications, and digital platforms.
· Ability to manage multiple priorities, work independently, and collaborate effectively in a small organization.
· Politically savvy, globally curious, adaptable, and committed to non-partisan, respectful discourse.

Ideal Candidate
A mission-driven, detail-oriented professional who excels at translating strategy into high-quality public programs. The ideal candidate is collaborative, organized, and capable of managing complex events while strengthening the Council’s visibility, partnerships, and member engagement over the next several years.

