



Project Coordinator 
Community Resource Coordinator 

Job Description 



Community Resource Coordinator 
Reports to: Chief of Staff 

Position Description: The Community Resource Coordinator plays a vital role in 
connecting the dots between families in need and the people and organizations ready 
to support them. As a key member of The Response Network team, this role focuses 
on building, stewarding, and deepening relationships with our growing network of 
community partners - ranging from local nonprofits and service providers to businesses 
eager to find their place along The River. 

General Responsibilities 

Our mission is to bring people and organizations together to build a Houston where 
families heal and children thrive. This position helps make that vision a reality by 
ensuring families have access to trusted community resources and by equipping 
partners to play meaningful, informed roles in that work. 

• Cultivate and manage relationships with community partners, including local 
nonprofits, service providers, and businesses 

• Collaborate with other teams to onboard new organizations and maintain ongoing 
engagement with current partners 

• Coordinate resource matching for families referred through The Response Network, 
ensuring timely and appropriate connections 

• Utilize and assist in the development of systems to track partner information and 
service offerings 

• Maintain up-to-date summaries of the partnerships we hold and identify gaps in 
community resources alongside the Family Resource Coordinator 

• Assist in mobilizing the broader community through storytelling, reporting, and calls 
to action 

• Represent The Riverside Project at outreach events, partner meetings, and 
community functions 

• Participate in strategic discussions to strengthen our collaborative impact and 
community alignment 

Professional Qualifications/Experience 

• Bachelor’s degree required; background in social services, community organizing, or 
public engagement strongly preferred 

• Experience working in or alongside the child welfare system is a plus 
• Skilled communicator with the ability to build trust and navigate diverse partnerships 



• Strong organizational and project management abilities; comfortable juggling 
multiple tasks at once 

• Proficient with Google Workspace, CRM tools (Salesforce preferred), and data 
tracking 

• Passion for systems change, hospitality, and building healthy communities 
• Commitment to The Riverside Project’s mission and alignment with our Shared Beliefs 

Compensation 

Wage Category: Full-Time, Exempt 

Work Location: In-office at 1216 Bethlehem Street, Houston, TX 77018. Some remote 
work may be authorized on a limited basis with prior authorization. 

Benefits: 15 Days of PTO, Cell-Phone Stipend, Mileage reimbursement, Up to 10 days 
of Paid Bereavement Leave


