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Job Title: Program Coordinator, Ideas x Innovation Network & Pennsylvania Global Business Advisors 

Reports To: President and COO, Chester County Economic Development Council

Job Summary:	This Program Coordinator position supports the overall development and implementation of various programs, meetings and activities of two (2) of Chester County Economic Development Council’s (CCEDC) dynamic business-focused initiatives - Ideas x Innovation Network (i2n), and Pennsylvania Global Business Advisors (GBA). 

Key Responsibilities:

· Assist in program planning, including development of materials, documents, articles and presentations required for program development, implementation, management and overall successful delivery of mission and goals of i2n and GBA.  
· Assist with the organizing of events, presentations and meetings related to educational programs, Advisory Board meetings, pitch competitions, international delegations, and related activities.  Examples include but are not limited to: writing and designing invitations, tracking registration, venue selection and coordination, catering, meeting materials (name tags, agendas, etc.), and presentation logistics.
· Serve as one of the primary team members to represent the organizations, facilitate communication and collaboration with stakeholders (which may include management team, board members, partners, supporters, sponsors, members and prospective members, and the community overall).     
· Maintain databases to record participation, activities, support and related impact measurements in quarterly and annual reports. 
· Develop and implement marketing efforts in support of i2n and GBA brands and image, as well as to drive participation in educational programs and related activities.
· Work in coordination with the team’s Marketing & Communications unit to utilize, update and maintain webpages and social media accounts.
· Assist leadership in long-term planning and program development and implementation.
· Provide other support and assistance with additional duties as needed.

	Qualifications & Requirements:

· Proficient in computer skills, with comfort and some experience using database management and customer relationship tools such as Salesforce, Constant Contact, and the Microsoft Office Suite of tools, including Word, Excel, and PowerPoint.
· Good communications skills – listening, writing, speaking, and presenting.
· Comfortable handling administrative tasks (invoicing, data entry) with more sophisticated program planning and implementation.  
· Basic design skills for developing invitations and presentations.  
· Comfort with the event planning process and implementation – from the invitation and name tag process to the catering and staffing the registration table. 
· General curiosity and a willingness to learn and explore new ideas. 
· Proactive in offering suggestions and taking measured risks.    
· Ability to multitask and keep multiple projects continuing, simultaneously.
· Ability to complete tasks independently or with minimal supervision. 
· General interest in and willingness to learn about local and international business, economic development, entrepreneurship and innovation, global affairs and cultural nuances.   

Working Conditions: A flexible, hybrid work environment. 

Benefits:  CCEDC provides a highly competitive benefits package to full-time employees
inclusive of dental, health and life insurance, paid time off and an employer matched 401(k)
program.

Time Requirement: Full-time (35 to 40 hours per week). Some evening hours required to
support the implementation of programs. 

Posting Date: June 2, 2025

Potential Start Date: August 11, 2025


Contact: Michelle May, Senior HR Business Partner
	     HR@ccedcpa.com
	     484-341-0187

Chester County Economic Development Council (CCEDC) provides equal employment opportunities to all employees and applicants for employment and prohibits discrimination and harassment of any type without regard to race, color, religion, age, sex, national origin, disability status, genetics, protected veteran status, sexual orientation, gender identity or expression, or any other characteristic protected by federal, state or local laws. This policy applies to all terms and conditions of employment, including recruiting, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation and training.



About Chester County Economic Development Council 
With a focused mission to promote business and community prosperity, the CCEDC strives to position the organization as the most successful, diverse, and engaging business and community development services provider across Pennsylvania and the greater Philadelphia region. For more than 60 years, CCEDC has served southeastern Pennsylvania as a private, nonprofit, non-governmental entity that supports businesses in four key areas – Financing Solutions, Location Services, Workforce Development, and Innovation & Entrepreneurship – ultimately enhancing the quality of life and economic prosperity across Chester County and our regional community. 

While known as the Chester County Economic Development Council, CCEDC provides some sort of economic development support or program across 11 counites of southeastern Pennsylvania. 


About i2n
An initiative of CCEDC, i2n’s mission is focused: Make southeastern Pennsylvania the best possible place for early-stage and technology-driven companies to start, grow, and thrive. Driven by i2n Partners consisting of corporate, academic, angel and venture capital investors, civic leaders, successful serial entrepreneurs and others from across industries, i2n has cultivated and maintains a true “network” of experts, and we connect these resources with emerging innovators – i2n Entrepreneurs – who need help and guidance to advance their project, ultimately driving innovation across southeastern Pennsylvania and infusing a new economic vibrancy across our collective community by creating new jobs, and reinforcing Pennsylvania’s position as the global epicenter of invention and innovation.   Our i2n Partners work with and through us to provide entrepreneurs with funding options, workspace solutions, coaching and advice, and key connections they need to establish and grow their business.


About GBA  
An initiative of CCEDC, GBA’s mission is to help Pennsylvania-based companies to expand into global markets, and assist companies located around the world with investing in and establishing operations in Pennsylvania. As a private non-profit, GBA consists of professionals with expertise across a range of industries and services, including finance, law, accounting, logistics, manufacturing, technology, trade, and more. Because we are private, we can deliver services that government cannot deliver. Our diverse and highly-engaged supporters serve as trusted advisors and transactional liaisons for domestic businesses across the Commonwealth of PA as well as international companies looking to grow globally through importing, exporting, foreign direct investments and international partnerships.
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