Project Manager (Admin, Operations Support & Training Coordinator
Intrinsic Pathways Program | Imani’s Light

Imani’s Light is hiring a Project Manager to support the day-to-day operations and training
coordination of the Intrinsic Pathways Program.

This role is funded through the Best Starts for Kids Investing Early Together P-5 Fund and is
part of a time-limited program running from 2026-2027.

About the Role

The Project Manager supports the day-to-day administrative, operational, and training
coordination needs of the Intrinsic Pathways Program. This role ensures smooth internal
operations, supports program documentation, and coordinates training logistics for staff,
contractors, and community partners.

*This is a part-time, remote, independent contractor (1099) position funded through a
time-limited grant and is currently not a permanent staff position. Some in-person work will be
required for meetings, trainings, or events.

Key Details

Role: Project Manager (Admin, Operations Support & Training Coordinator)
Hours: Approximately 16 hours per week (520 hours per year)

Pay: $35 per hour

Location: Remote, with some in-person obligations

Contract Type: Independent Contractor (1099)

Timeline: January 2026 — December 2027 (time-limited, grant-funded)

What You’ll Do
Support day-to-day administrative and operational needs
Track timelines, tasks, and internal projects

e C(Coordinate trainings, meetings, and materials
e Help maintain organized digital files and systems
e Support onboarding and documentation for contractors

You might be a great fit if you:

Have experience in project management, operations, or administrative support
Enjoy keeping systems organized and running smoothly

Are comfortable working independently and remotely

Communicate clearly and follow through on tasks

Are interested in community-based or grief-centered work

Required Qualifications



Experience in project management, operations, or administrative support
Strong organizational and time management skills

Comfort working independently in a remote environment

Experience coordinating trainings or meetings

Proficiency with common digital platforms/tools such as the Google Suite

Preferred Qualifications
e Experience supporting nonprofit or grant-funded programs
e Familiarity with perinatal, pediatric, or family bereavement
e Familiarity with trauma-informed or community-based work
e Experience supporting virtual and hybrid teams

Important Notes

This is a contractor position, not a salaried employee role

Benefits such as health insurance or paid time off are not included

Contractors are responsible for their own taxes and insurance

This role supports work that involves sensitive topics and requires confidentiality

About Imani’s Light

Imani’s Light is a community-based organization focused on grief, bereavement, and end-of-life
support. Our work centers compassion, cultural responsiveness, and dignity for individuals and
families navigating loss.

How to Apply
Please submit:
e A resume or CV
e A short statement sharing your interest in the role

To Apply: Please send your resume, cover letter, and any relevant certifications to
admin@imanislightwellness.org. Please include "Project Manager" in your subject line. This
position will be open until filled. If you know of persons who might be a great fit for this
opportunity, please forward them this invitation to apply. Thank you for your time and interest in
the future of Imani’s Light.



