Project Management Coordinator 2026 Fall Remote Intern

Key responsibilities:

The Project Management Coordinator Intern will act as the central hub for TLT’s cross-
functional initiatives. You will gain hands-on experience in project lifecycle management, from
strategic planning and resource allocation to milestone tracking and stakeholder reporting.

***Applicants must reside in Texas, no access to any part of the internship outside of Texas
available. Work authorization required.

Work Schedule:

MANDATORY REQUIREMENTS

One-Hour long virtual weekly team meeting on Tuesday

AND

Bi-weekly position specific virtual coaching sessions on Thursdays, held under the supervision of
a supervisor.

Sept 8" to Nov 13th, check your schedule prior to applying. Work hours are flexible, but you
must commit to working 10-20 hours per week.

Responsibilities will include:

-Administer and optimize project management software to streamline workflows.

-Monitor and report on project milestones, ensuring alignment with organizational timelines
-Conductrisk assessments and define project scope, constraints, and dependencies
-Perform resource leveling and capacity planning to ensure program success.

-Organize and schedule team meetings

-Obtain weekly project status updates from all team members

-Provide consistent updates on projects to all stakeholders

-Establish performance metrics and provide data-driven recommendations for process
improvement.

Qualifications:

-Disciplined self-starter capable of managing competing priorities in a fast-paced environment
-Strong written and oral communication skills and ability to present in meetings

-Attention to detail and extremely organized

-Systems Thinking: A passion for organizing chaos into structured, repeatable processes
-Proficient with Microsoft Word, Excel, and PowerPoint

About this internship program

This internship is designed to be both educational and practical. In this internship program, the
intern will learn how to take skills they have acquired in school or former job experiences and
apply them in a professional setting. They will gain a better understanding of the role they can
play in a non-profit setting and be better prepared to work in the arena of project management
and organizational strategy.

The TLT- Leading Leaders Intern program consists of a unique opportunity to offer real world
experience in multiple disciplines that bring to life the knowledge gained in academics. The TLT
Leading Leaders Intern Program aims to provide Interns with meaningful experience and an



opportunity to explore and expand upon their skills and knowledge, while developing leadership
qualities and skills with hands-on curriculum-based opportunities. These positions are all
REMOTE which allows us to serve many young adults, in many locations, and inclusive to all,
across Texas. Experience is not required. Engagement with business, civic and community
leaders aligned with the participant’s career choice leads to more meaningful connections.

Check with your school advisor if you look to receive credit for completing our curriculum-based
program, and with your career services office for possible grant opportunities for stipends for
these unpaid positions.

About TLT - Tomorrow’s Leaders Today

TLT- Tomorrow’s Leaders Today, Inc. is a 501(c)3 nonprofit organization dedicated to helping
develop youth leaders through education, collaboration, and mentorships with community &
business leaders for the collective benefit of the students and their communities.

Compensation:
This is an unpaid, curriculum-based internship. We encourage applicants to coordinate with
school advisors for academic credit or career centers for external stipends.



