Women In Need, Inc.
Education Specialist- Rockwall County

Position:  	Education Specialist
Status:		Non-Exempt
Responsible:	Executive Director
Purpose:	Present age appropriate curriculum-based presentations to Rockwall County ISD Students.  
Present awareness presentations to local churches, fairs and area booths.  Provide support for the Glow Run Race.  Collect, Track and Report Student pre and post surveys.  Create and maintain prevention and education contact database that tracks all school, classroom and student metrics.  Follow-up and maintain correspondence with Rockwall County School Districts.   Preparation of all required reports and related record keeping for grants and reporting purposes.  
Hours:               8:00 AM to 5:00 PM (Monday-Friday), one hour lunch with occasional evening and weekends required. 

Job Responsibilities:	
· Utilizing an evidence based educational curriculum; Schedule, Coordinate and Present, age appropriate; DV awareness and DV prevention education to Rockwall County ISD students and to Peer Group mentoring program for at-risk students.
· Create and maintain prevention and education contact database that tracks all school, classroom and student metrics
· Coordinate and present prevention education to local churches, fair and Awareness Booths.  
· Create, Collect, Track and Report student pre and post surveys.
· Follow-up and maintain correspondence with school or student peer group contacts.
· Preparation of all required reports and related record keeping for grants.  
· Report weekly, monthly and year end objectives and goals to Executive Director.
· Weekly Prevention and Education Status reports to Executive Director
· Collaborate with Executive Director to identify new target areas.
· Collaborate with Executive Director to resource survivors of DV and to development of new resources
· Collaborate and assist Executive Director in outreach activities, as needed.
· Help prepare and coordinate efforts for Glow Run 5k Race for Rockwall County
· Other duties as assigned.

Qualifications:
Bachelor’s Degree required.
Excellent written and verbal skills.
Proficient computer skills including Microsoft Excel, Word and PowerPoint.
Experience working in classroom environment and with classroom management.
Experienced working with small and large groups of students and all age ranges.
Experienced working with volunteers and top level management.
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 at night or at times other than regular business hours.
Ability to bend, reach/twist, stand for long periods of time and carry donations or office related equipment as needed.
Ability to lift and carry 35 lbs.

Supervisor:
	Executive Director

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

Probationary Period:
	90 Days
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