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Training Coordinator 
 Location: Jackson or Clarksdale, MS, or hybrid 
 Position Type: Full-time 
 Salary: $50,000/year 

Reports to: Senior Director of Caring Adults 

Position Summary 

 The Training Coordinator delivers high-quality, engaging trainings across all Teen Health 
Mississippi (THMS) program areas, including Healthy Youth, Caring Adults, and Advocacy & 
Systems Change. This position ensures consistent, effective facilitation of THMS curricula for 
youth, caring adults, community partners, and other stakeholders. The Training Coordinator also 
participates in outreach and tabling events, pulls short, simple tips or lessons from trainings for 
social media, manages training logistics, and supports the ongoing improvement of training 
content. 

Key Responsibilities 

Training Delivery 

● Facilitate THMS trainings for diverse audiences across all program areas in Mississippi 
and the U.S. Southeast. 

● Adapt facilitation style to meet the needs of different learning environments, including 
in-person and virtual formats. 

● Maintain deep familiarity with all THMS training curricula, toolkits, and resources. 
 

Training Preparation & Logistics 

● Assemble and organize training materials in advance of each session. 
● Coordinate with program staff and external partners to confirm dates, locations, and 

technical requirements. 
● Manage training set-up, including technology, handouts, and supplies. 

 

Outreach & Engagement 

● Represent THMS at outreach and tabling events to engage with community members and 
potential partners. 
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● Build connections with stakeholders and promote THMS programs at public events. 
 

Content Support, Quality Assurance & Communications 

● Provide feedback to program staff on training effectiveness and participant engagement. 
● Assist with updating and refining training content as needed. 
● Ensure all trainings reflect THMS’s commitment to equity, inclusion, and youth-centered 

approaches. 
● Pull out short, simple tips or lessons from trainings and share them with the 

communications team for posting on THMS’s social media. 
 

Tracking & Reporting 

● Track training delivery, attendance, and participant feedback. 
● Submit training reports in a timely manner for internal evaluation and funder reporting. 

 

Other Duties as Assigned 

● Support additional program activities and organizational events as requested. 
● Provide general program support during non-training periods, including resource 

development, partner follow-up, and event assistance. 
 

Qualifications 

● Experience facilitating trainings or workshops for youth and/or adults. 
● Strong presentation, communication, and interpersonal skills. 
● Ability to learn and effectively deliver multiple program curricula. 
● Organizational skills and attention to detail. 
● Comfort using technology for virtual training delivery (Zoom, Teams, etc.). 
● Commitment to THMS’s mission of health equity and youth empowerment. 

Compensation and Benefits  

● $50,000 annual salary  

● Teen Health Mississippi contributes to employees’ retirement contributions and medical, 
dental, and vision insurance. Our benefits package includes generous paid holidays as well as 
paid time off.  
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 Application Requirements and Process Requirements  

● Cover letter  
● Recent resume  
● Employment Application Form (see attached form)  
● Contact information for three professional references who can speak to the candidate’s 

work ethic and character  

 

 Process  

● We will have a rolling application process, but applications received before September 
12, 2025, will have priority. The position may be filled prior to that date.  

● Applicants should email their application materials to contact@teenhealthms.org.  
● Once we have received all materials from a candidate, we will notify the candidate that 

we have a complete application.  
● After a review of applications received, we will schedule brief phone interviews with 

candidates meeting required qualifications. Candidates advancing to the later stages of 
the process will be asked to respond to open-answer questions, a job-related task, and a 
final interview. Candidates may be rejected at any point in the process.  

● The interview process will include thorough driving records and a social media 
background check as well as civil, criminal, and abuse background checks.  

● Submission of this application gives THMS permission to run a soft background check 
on the applicant.     
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Employment Application Form  

 

Applicant Information  

Name:  ______________________________________________________________ 

Current Address:  _____________________________________________________ 
(Street) (City) (State) (Zip Code)  

Home Phone:___________________________ Cell Phone:  ___________________ 

Email Address: _______________________________________________________   

Driver’s License Number: ________________________State:__________________ 

Personal Information  

Please circle “yes” or “no” for each of the following questions. 
1. Are you a U.S. citizen, permanent resident, or a foreign national 

with authorization to work in the United States?  

Yes  No 

2. This position will require residency in or around Jackson, MS or 

Clarksdale, MS. If hired, are you willing to relocate to Jackson, 

MS or Clarksdale, MS?  

Yes  No 

3. If hired, do you have a valid driver’s license, the ability to provide 
your own transportation to/from work, and ability to supply proof 
of auto insurance?  

Yes  No 

4. This position may require occasional work on weekday 

evenings and weekends for various trainings and in-and out-

of-state site visits and conferences. Can you commit to these 

additional hours? 

Yes  No 
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5. Are you able to perform the responsibilities of this job for which 

you are applying, either with or without reasonable 

accommodation?  

Yes  No 

6. Do you understand that by applying for this job, you will be 
subject to a criminal, civil, motor vehicle, and social media 
background check? 

Yes  No 

7. Have you ever been indicted or convicted of, or entered a plea 

of guilty, no contest, or had a withheld judgment to a 

misdemeanor or felony that relates to the welfare of children; 

sexual misconduct, assault, or harassment; or discrimination? 

Yes  No 

8.  Have you ever been found responsible on a charge of sexual 

misconduct, assault, or harassment by a school or court; or of 

a charge of discrimination by a school or court?  

Yes  No 

9. Have you received a moving violation within the last three 

years?   

Yes No 

No applicant will be denied employment solely due to a criminal conviction or 
minor traffic violation. However, exceptions may apply for the following reasons:  
offenses involving harm to children, offenses that would disallow insurance 
coverage, or negative financial history for positions that have administrative 
control of funds. 

 
If you answered “Yes” to Question #7 or #8, please provide an attachment 
describing the circumstances, including the nature of the crime/charge; when and 
where the legal proceeding took place; and the disposition of the case(s). 
 
If you answered “Yes” to Question #9, please identify any moving violations you 
have had within the last three years. Please provide details about the nature of the 
violation, including any significant information that may affect the description of the 
event and the circumstances surrounding the violation. It is important to note that 
the relevance of the offense to the position will be considered. Failure to report a 
violation may result in your application not being considered. 
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