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Education Specialist

Position:		Education Specialist (100% SNRP or 40 hours)
Status:			Non-Exempt
Responsible to:		Executive Director
Purpose:	Present age appropriate curriculum-based presentations to Rockwall County ISD students. Assist the Executive Director in preparation of materials for community presentations. Collect and track student pre and post surveys. Follow-up and maintain correspondence with school districts. Preparation of all required reports and related record keeping. Collaborate with Executive Director in preparation of materials and execution of outreach awareness presentations.  
Hours:	8:00 a.m. to 5:00 p.m.  Monday – Friday 

Job Responsibilities:
· Present age appropriate curriculum-based presentations to Rockwall County ISD students.
· Assist the Executive Director in preparation of materials and execution of outreach awareness presentations.
· Collect and track student pre and post surveys.
· Follow-up and maintain correspondence with school districts
· Preparation of all required reports and related record keeping.
· Collaborate with Executive Director and the Community in order to use the existing resources and development of new resources.
· Other duties as assigned

SNRP Grant Time Assignment: 40 hrs week for grant related duties:
Present age appropriate curriculum-based presentations to Rockwall County ISD students. Assist the Executive Director in preparation of awareness materials and execution of outreach awareness presentations. Collect and track student pre and post surveys. Follow-up and maintain correspondence with school districts. Preparation of all required reports and related record keeping. Collaborate with Executive Director in order to use the existing resources and development of new resources (SNRP – 100%).

Qualifications:
Bachelors or equivalent required.
Excellent written and verbal skills
Intermediate computer skills including Microsoft Excel, Word and PowerPoint
Experience with client and volunteer interviewing and interaction 
Professional attitude/presence, ability to maintain confidentiality and positive work ethic
Competency and understanding of daily office protocol
Demonstrated ability to work effectively with others of diverse age, language, race, ethnicity, sexual preference,
religious belief, mental/physical ability and socioeconomic status.  
Regular attendance and ability to attend work related meetings/events at night or at times other than regular business hours.
Ability to bend, reach/twist and carry donations or office related equipment as needed.
Ability to lift and carry 35 lbs

Supervisor:
Immediate:  Executive Director
	
Hours:
8:00-5:00 Monday – Friday Occasional evening and weekend hours as determined by Executive Director.  
Hourly position

Probationary Period:   
90 Days

This job description is not intended to be all inclusive. Women In Need, Inc. reserves the right to revise or change job duties as the need arises.  Assignment to a particular schedule does not guarantee that schedule without exception, but every effort will be made to accommodate an employee’s preference for scheduling within the requirements of the job description by which she or he was hired. 

	            Connie Pettitt
	           
		
