UNITED WAY OF NORTHERN ARIZONA (UWNA)

1515 E. Cedar Avenue, Suite D-1

Flagstaff, AZ 86004

JOB DESCRIPTION 

JOB TITLE:

Manager of Education Impact
REPORTS TO: 
President/CEO

STATUS:

Exempt, Full-time

SUMMARY OF DUTIES AND RESPONSIBLITES:
Under the direction of the UWNA President/CEO this position is responsible for identifying, developing and managing strategic Community Education Initiatives, including planning, coordinating and implementing the programmatic components of the Grade Level Reading initiative.  Responsible for coalition building, neighborhood and funding collaborations, multi-sector partnerships and relationship building, public policy analysis and position development, and data collection and management. Represents the organization on governmental commissions, human service task forces, and education initiatives. 
PRIMARY RESPONSIBILITIES

Education Initiatives: 65%

· Research information and data to identify/explain major trends, problems, and causes affecting the community; evaluates information and recommend solutions.
· Participate in the development of a strategic plan for Education Community Impact Initiatives. 
· Identify, review and develop Education initiatives. Responsible for identification, monitoring and timely reporting of key indicators measuring the effectiveness of education initiatives and investments.
· Provide for research, preparation and presentation of necessary reports 
· Ensure organization’s involvement with area funders in the private, not-for-profit, governmental and business sectors, and with human service providers to facilitate joint Education programming, reporting and accountabilities, area-wide collaborative and cooperative fund distribution and outcomes development. Provide staff leadership to the Read On Flagstaff Initiative, including sub-contracts; supervision, training and development of staff; coordination of evaluation, mobilization of volunteers and partners.
· Ensure successful implementation of grants and contracts for education initiatives to include timely compliance and reporting   (KinderCamp, Helios, etc.)
· Collaborate with RD, Marketing and CRM staff to achieve the organization’s Education objectives: develop and recommend the most appropriate community programs, events, or plans that provide positive visibility and exposure for the organization. 
· Work directly with Manager of Community Impact to ensure seamless integration of education, income and health investments, programs, and communication
· Recruit, train, coach, supervise and evaluate Education staff.
· Prepare functional area budget, monitor income projections and effectively manage expenditures. 
· Generate revenue through cultivation of potential funding sources; grant writing and fees for service contracts. 
· Provide lead staff support to Education Impact Committees.

Grant Administration: 10%

· Monitor and account for Education grant awards to ensure proper tracking of funds in accordance with grant requirements and donor restrictions.

· Responsible for Education grant budgeting, financial reporting and forecasting.

· Coordinate all financial relationships for Education grants, including bank accounts, reports, and other as needed.

· Oversee grants management finance functions, including billing and receipt processes
Community Impact Investment Process: 10%

· Ensure integration of Community Investment activities in alignment with Education Impact goals, strategies and priorities.

· Manage the CTK reporting process for Education partners.
· Provide leadership to the Community Impact Investment Education Committee.

· Establish and maintain strong, positive and productive working relationships with current and potential Education provider partners.

· Provide staff support and direction to Community Impact Investment Education volunteers to ensure quality and continuity of community leadership.
Women’s Leadership Council: 5%

· Establish and grow membership in a Women’s Leadership Council to ensure that current and future needs for volunteer and donor resources are met.
Information Technology: 5%

· Continually update organizational website and social media outlets.

Other: 5%

· Assist the CEO, Vice President, and key volunteers with organizational planning as assigned.
· Other areas as assigned by President/CEO.
Required Knowledge, Skills and Abilities:

Ability to evaluate organizational operations as they relate to policies, goals and objectives, costs, and staffing levels. 
Knowledge of business, leadership, management, marketing, branding and financial principles and practices. 
Ability to develop and flexibly execute strategic and business plans with multiple, complex tasks and projects.
Ability to learn quickly new software programs for evaluation purposes.

Advanced analytical, reasoning, and complex problem solving skills.

Leadership and project management skills necessary to bring about change.

Ability to listen deeply and respond in a culturally sensitive manner.
Ability to recognize opportunities, analyze problems, develop and implement creative solutions. 
Ability to recruit, motivate, direct and lead staff and volunteers in a team environment. 
Skill in exercising a high degree of initiative, flexibility, judgment, discretion, and decision-making. 
Practical understanding of research and statistics and the ability to articulate results.
Demonstrated ability to communicate effectively in writing and orally, including: grant applications; funding proposals; business plans; reports and making speeches and other presentations. 
Embody a strong belief in the UWNA mission, work within the framework of UWNA values and commit to UWNA goals.  Work as a member of the UWNA professional team to support the work of the UWNA volunteer leadership and CEO and deliver the UWNA Brand in a consistent and quality manner.
Experience working in an early childhood and/or parent/family literacy setting;
Knowledge of, experience in, and proficient with literacy techniques and early childhood education; 
Possess reliable transportation and be available to travel regularly in execution of duties and responsibilities;
Work occasional evenings and weekends as requested; 
Desired Knowledge, Skills and Abilities:

Knowledge of volunteer management 
A minimum of 5 years leadership experience with non-profit organizations and early childhood;
Graduate Degree strongly preferred in education, social work, literacy or early childhood education.
Knowledge and experience in community mobilization and asset based community development.
Minimum Requirements:

Bachelor’s degree in Social Work, Public Administration, Business, or a related field preferred. 
Five years of experience in progressively responsible experience in the field of human service resource development. 
An equivalent combination of training and experience may be substituted. 
A strategic thinker with documented success in facilitating organizational change, business, communication, and program development strategies. 
Demonstrated ability to work within a community setting with diverse populations, including community groups, elected officials, businesspersons, professional staff and volunteers.  

Other:
Valid Arizona driver’s license, social security and proof of current automobile insurance. 

Employee’s Signature: ________________________________

Date: __________________

Statements in this Job Description are intended to describe the general nature of work being performed. They are not intended to be a complete list of all responsibilities, duties and skills required for the position.
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