JOB DESCRIPTION

3820 Educational Programs and Development Coordinator
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DALLAS HOUSING AUTHORITY 

JOB DESCRIPTION
	TITLE:
	Educational Programs and Development Coordinator                                                                                     
	JOB CODE: 3820
	

	PREPARED:
	February 23, 2010
	FLSA:  Exempt

GRADE:  54
	

	
	
	
	


Summary:  Under general supervision, develops strategies, implements marketing programs, and conducts activities and events that provide educational opportunities for housing assisted families. 
Essential Job Functions:  The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification.  Shown are duties intended to provide a representative summary of the major duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.

· Strategizes methods to increase funding to the Phoenix Self-Sufficiency Foundation (PSSF).

· Actively increases funding contributions to the PSSF.

· Increases partnership agreements for PSSF programs

· Develops and implements comprehensive educational programs for adults and secondary learners that (1) increase adult attainment of minimal and advanced education and (2) decrease secondary dropout rates among housing assisted families.
· Coordinates and facilitates annual recognition and scholarship events for graduating high school seniors.  
· Instructs life skills training college prep classes, and scholarship awards and programs and classes for adults and youth,
· Develops a marketing campaign for the PSSF.
· Supervises PSSF Internship program, including assessment of internship qualifications, identification of work assignments, and training for intern supervisors. 
· Collects and maintains data on educational programs and services 

· Develops, manages, and oversees budget expenditures for the PSSF .
· Maintains files, reviews financial reports and other program documentation.
· Compiles written reports and presentations to the PSSF Board of Commissioners.

· Performs other duties as requested by the PSSF Board Chair.

· Enthusiastically promotes the President/CEO’s priorities for the operations of DHA.

Knowledge and Skills:

· Knowledge of DHA organization, operations, policies and procedures.

· Extensive knowledge of secondary and higher education student development programs

· Knowledge of financial resources including endowments for education

· Knowledge of Federal rules and regulations as they apply to training and education.

· Knowledge of college placement, financial requirements and academic requirements.

· Knowledge of the principles of record keeping and records management.

· Knowledge of community based internship opportunities for secondary and adults 

· Knowledge of private, public, and governmental sources of funding.

· Knowledge of  solicitation strategies to non-profit organizations. 

· Skill in understanding, interpreting and applying educational standards and procedures, and applicable Federal rules and regulations.

· Skill in organizing activities, programs and events.

· Skill in making presentations and assessments.

· Skill in preparing reports and analyzing data.

· Skill in assessment of educational needs of youth and adult learners

· Skill in supervision of trainees who participate in internship programs 

· Skill in operating a personal computer utilizing a variety of business software.

· Skill in effective communication, both verbal and written.

· Skill in interacting with people of different social, economic, and ethnic backgrounds.

MINIMUM QUALIFICATIONS:

Bachelor’s degree in Education, Student Affairs, Enrollment Management or a related field, and five (5) years of education or community services experience that includes work with non-profit organization or group, ability to attract donors to  non-profit organization goals, established relationships with educational programs on the secondary and collegiate levels, and training and student development supervision. 
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