
	  
 

Program Associate 
Publications 

(part-time, est. 20 hrs/wk) 
 
Teaching for Change is pleased to announce an opening for a Program Associate for our non-
profit bookstore at Busboys and Poets in the historic U Street corridor of Washington, D.C. Since 
its opening in 2005, Teaching for Change’s Busboys and Poets Books has become the 
destination to find progressive books and author events, drawing fans and acclaim from across 
the country for its unique selection and quality programming. Our goal is to provide books that 
help readers understand current events and that reflect the full diversity of the world we live in. 
 
The Program Associate will assist the Publications Director and provide high-quality customer 
service in Teaching for Change’s Busboys and Poets Bookstore. 
 
RESPONSIBILITIES INCLUDE: 
Publications Advocate  

• Provide high-quality customer service in Teaching for Change’s Busboys and Poets 
Bookstore, with: 

o Knowledge of titles available in store  
o Knowledge of policies and procedures of bookstore 
o Knowledge of the mission and work of Teaching for Change 

• Promote the mission and work of Teaching for Change in all customer interactions  
• Assist customers with questions and requests 
• Ring up purchases 
• Bookstore maintenance (shelving, receiving inventory, tidy as needed) 
• Develop familiarity with the titles carried in the store and TFC publications 
• Assist with fulfillment of webstore orders, ensuring high levels of customer service.  
• Participate in daily reports that are emailed to fellow Publications staff and TFC 

management 
• Work at off-site bookselling events as needed 

 
Scheduling and General Responsibilities 

• Promote the mission and work of Teaching for Change in all interactions with customers, 
organizational partners, donors, media, and the local community. 

• Manage bookstore staffing schedules for optimal coverage of the store and author/off-site 
events, creating a positive, equitable culture that fits TFC’s values 

• Be an exemplary publications advocate. 
• Staff and provide titles for off-site author events: 



o Secure staffing for events, with trained paid staff or volunteers, 
o Order/return books for event in coordination with the Publications Director, 
o Generate reports as needed. 

• Produce and review content for bookstore newsletters. 
• Host select Teaching for Change sponsored author events. 

 
 

MINIMUM JOB REQUIREMENTS 
• Bachelor’s degree  
• At least 1 year of retail experience with knowledge of retail operations. 

• Familiarity with progressive literature and issues in order to assist customers effectively. 
Ideally also a knowledge of progressive poetry and educational resources. 

• Superior communication and interpersonal skills to work with a diverse staff and provide 
excellent customer service 

• Ability to learn quickly and to foster a cooperative work environment under changing 
conditions  

• Flexible schedule—late nights and weekends required. 
• Ability to lift boxes weighing 20 lbs. or more and stand for extended periods of time 
• Commitment to Teaching for Change’s mission to provide teachers and parents with the 

tools to create schools where students learn to read, write and change the world. 
 

Part-time position at the rate of $14 per hour. Approximately 20 hours per week. Not eligible for 
benefits other than a 20% discount at Teaching for Change’s Busboys and Poets Bookstore. Our 
office is located in the historic U Street Corridor. 
 
Candidates should send a current resume and thoughtful cover letter explaining their fit for the 
position to Allyson Criner Brown, Associate Director, at employment@teachingforchange.org. 
Applications will be accepted until the position is filled. Only candidates of interest will be 
contacted.  
 
 

TEACHING FOR CHANGE IS AN EQUAL OPPORTUNITY EMPLOYER 


