
 

NOW HIRING: PROGRAM AND OPERATIONS MANAGER   
POSITION:   Program and Operations Manager  
HOURS:  Full-time, Exempt 
SALARY:   $42,000 
LOCATION:  New York City 
_____________________________________________________________________________________ 
The Uni Project is a nonprofit that brings learning opportunities to public space in New York 
City. Using custom-designed installations, we pop up in parks, plazas, and other public 
spaces to offer reading, drawing, and hands-on experiences for all ages. We partner with 
community-based organizations and with city agencies, and we prioritize underserved 
locations. We also send kits around the world so that others can copy our model. We do this 
work to improve the urban environment, strengthen communities, and make education a 
visible, enjoyable part of urban life. 

Job Purpose 
This year, we anticipate doing 225 pop-up events on 70 days in at least 62 different locations across 
NYC (www.theuniproject.org/where and www.theuniproject.org/calendar). About half of these events 
will be produced in partnership with the city’s Department of Transportation, and the remainder will 
be produced exclusively by the Uni Project. We need a hands-on manager who can oversee this level 
of programming activity for our organization, managing logistics, staffing, and operations, and 
ensuring a high-quality experience for the public. 

Working conditions 
This is not a 9-5 desk job! Work hours will include some weekends, evening hours, and time on your 
feet in the heat and sun. The work also requires lots of travel around NYC by public transportation. 
Everyone at our small organization splits time between an office desk and working in the field. You 
should be ready and excited to step in and tackle physical tasks and also interact with the public. For 
example, the Executive Director and Program Director often work alongside front-line staff at our 
installations, reading books to kids, cleaning up program carts, and even driving the truck before 
returning to the office to work on reports etc. All staff are also invited to participate in the creative 
side of our work, helping to curate our installations and participating in program design. This is 
an exempt, salaried position that does not pay overtime, however we will work with you to 
create a flexible work schedule that does not exceed 40 hours/week. 

Responsibilities include: 
• Supervision: Directly supervise at least four part-time Program Coordinators, two part-

time drivers, and over 40 active volunteers. 
• Planning: Plan event logistics including truck routes and staffing. Develop and 

implement a community outreach strategy and work with community host partners. 
• Fieldwork: Meet driver at event site to oversee load-in and help set up. Maintain inventory 

of supplies and distribute to appropriate carts at each event. Troubleshoot field operations as 
needed (emergencies, weather). Cover shifts for Program Coordinators and other staff as 
needed, and be prepared to participate in any capacity necessary, including rolling carts into 
position, setting up, greeting the public, cleaning up, and loading out. 

• Administrative: Compile weekly program data, such as head counts, time sheets, and other 
paperwork to submit to Executive Director (ED). 

• Meetings: Attend staff meetings and provide information to senior staff. Attend programming 
meetings with city agencies and other community groups across the city as needed. 

• Any other tasks that will help ensure the safe and successful implementation of the Uni Project’s 
public service and programming. 
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Desired Qualifications and Experience: 
You should be highly motivated and have experience or skills in organizing, staffing, and supervising 
public events. You must be able to work well with diverse communities and stakeholders across New 
York City. We are a small, fast-growing nonprofit with a start-up feel. You should be excited about 
helping the organization grow, pitching in, and working alongside the organization’s founders to 
create a new kind of cultural organization for New York City. Other things that we’re looking for: 
• Strong organization, planning, and time management skills.  
• Strong interpersonal relationship-building skills 
• Strong oral and written communications skills 
• Experience with and passion for interacting with the public 
• Strong commitment to excellent “customer service” and safety 
• Experience working with low-income communities 
• Confidence in representing the Uni Project as an organization 
• Willingness to travel by public transportation throughout all five boroughs of NYC 
• Ability to roll bureau-sized stage cases by hand and lift 25lb bins to a height of 3-4 feet 
• Spanish, Chinese, and other language skills and knowledge of NYC neighborhoods a plus 
• Photography skills a plus 
• Basic computer skills and comfort in a Mac-based office environment 

To apply, contact Leslie Davol at leslie@theuniproject.org with a resume and cover letter describing 
your interest in working with us and relevant skills. If interviewed, two references will be required. 

The Uni Project does not discriminate against any applicant or employee with regard to hiring, retention, 
promotion, benefits or compensation because of race, national origin, ethnicity, citizenship, gender, age, 
marital status, creed, sexual orientation, disability, or any other characteristic protected by law. The Uni Project 
is also committed to the promotion of diversity in all of its programs. 

Page �  of �2 3



About the Uni Project: activities, programs and accomplishments 
Our work began with a portable open-air reading room called the “Uni,” which launched via 
crowd-funding in 2011. Since then, we’ve developed additional infrastructure and deployed 
reading rooms nearly 400 times across NYC, serving thousands of New Yorkers and creating a 
prominent display of learning seen by many thousands more in passing. We’ve worked in more 
than 100 public locations at the request of nearly 70 community partners, and 85% of our work 
has been in low-income communities. We’ve established partnerships with NYC Department of 
Parks and Recreation, NYC Department of Transportation, and all three of the city’s public 
libraries. We’ve expanded our collection with help from museums such as MoMA and NY Hall of 
Science. In 2015, we expanded our offerings with a program called DRAW NYC, and in 2016 we 
added SOLVE NYC, bringing puzzles and spatial reasoning to the street. More programs are in 
the works for 2017.  

Today, the Uni Project is the only entity providing programming in such a wide variety of public 
spaces across New York City, and one of only a few sharing programming solutions with other 
cities. To date, we’ve made 28 kits for libraries, conservancies, and city governments around the 
world, enabling them to copy our model and create pop-up learning environments of their own. 
The Uni has been hailed as a “groundbreaking idea” by Library Journal, and in 2012 it was 
selected to be part of the U.S. exhibition “Spontaneous Interventions" at the Architecture 
Biennale in Venice. In 2013, the Uni Project was awarded the National Book Foundation's 
Innovations in Reading Prize. Most recently, the Uni was a winner of Boston’s Public Space 
Invitational, leading to a portable reading room for Boston that operates on the Rose Fitzgerald 
Kennedy Greenway downtown. The Uni Project is the operating name of Street Lab, a nonprofit 
co-founded by Leslie and Sam Davol that created award-winning programs in Boston from 
2006-2010. The non-profit now works exclusively in New York City. 

Uni deployments in NYC, 2011 to present. (Larger circles, more visits.) 
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