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Education Specialist
Organization Mission:

To assist in the social and economic development of Oregon’s low-income communities and to contribute to a broader understanding of ethnic and culturally diverse groups. 
Organization Core Values:  Integrity, Commitment to Excellence, Empowering Individuals and Communities, History, Partnerships, and Educational Equity.
Staff Relationship:

The Black United Fund of Oregon currently has one full-time staff—an Executive Director and one part-time staff—Development Associate. The Education Specialist Position is a full-time, exempt position reporting to the Executive Director.  Grant funding for the position has been secured for a 36 month term.
The Education Specialist is responsible for leading all aspects of the Black United Fund’s programs, focusing on our, ACCESS (Achieving College Competency and Educational Success for Students) Program.  The Education Specialist will also act as an active member of BUF’s team, participating in planning, program development, fundraising, and administration. 

Duties and Responsibilities

1. ACCESS Program (Achieving College Competency and Educational Success for Students)
· Lead, manage and implement all logistics of our four education programs:

(1) Scholarship Program; (2) ASPIRE (Access to Student assistance Programs In Reach of Everyone) Mentoring Program; (3) Scholarship Writing Workshops, and (4) College Fair 
· Manages scholarship application process including managing and working with the scholarship selection committee.

· Ensures proper administration of all Black United Fund scholarship awards, including serving as liaison to the Board of Directors, prompt and accurate data entry in GiftWorks activities, and timely reports on Scholarship award making activities.

· Periodically tracks educational progress of BUF scholarship awardees.
· Periodically evaluates and updates scholarship application, process and program.

· Create a Scholars Alumni network.

· Organize, present and facilitate scholarship writing workshops. Facilitate at least 200 students through workshops per year.  
· Become familiar with the ASPIRE curriculum materials, website, guidelines, and policies.

· Recruit and train volunteers to serve at scholarship writing workshops, as ASPIRE Mentors and where needed.  Develop volunteer recognition program.
· Develop and organize a committee to organize and implement the College Fair.

· Maintains continual contact with Executive Director to evaluate the progress of the Scholarships Programs.

· Organize and outreach to schools, youth programs, churches and other groups the Scholarship, Scholarship Writing Workshops and College Fair.
· Conducts annual inventory of library resources for scholarships. Monitor and suggest purchase of scholarship resource materials as needed.

2. Communications, fundraising, and outreach
· Works closely with Development team to facilitate collecting stories, testimonials, and photography from scholarship recipients, scholarship writing workshop participants and college fair attendees.
· Assist with updating the website, blog, and social networks (Facebook and Twitter).
· Solicit sponsors for College Fair.
· Participate in workplace giving fundraising where needed. Examples, giving presentations in campaigns and working with workplace giving Ambassadors.
· Represent BUF in the community and at community meetings and events.
· Perform additional duties as assigned by the Executive Director.

Qualifications and qualities
Required: 

· Bachelor’s Degree in Business, Communications, Humanities, Nonprofit Management, Social Sciences or related field
· Minimum 1 year of experience developing, leading and presenting workshops and trainings
· Demonstrated commitment to education and social justice issues 

· Computer skills including Microsoft Office (Word and Excel) and databases 

· Willing to work as a team on a variety of tasks 

· Willingness to travel, work some evenings and weekends 

· Strong writing and verbal communication skills

· Detail oriented

· Punctual and professional

· Vehicle and insurance

Desired: 

· Project planning experience—demonstrated ability to create and execute a project that meets expectations 

· Knowledge of, and comfort and facility with the higher educational environment and culture
· Experience working within communities of color and with youth.
· Ability to quickly build strong relationships with schools, youth agencies, youth and the community

· Fundraising experience 
· Ability to think creatively about and work with limited resources 

· Self-motivated, effective problem-solver, strategic thinker and effective speaker 

· An understanding of social media platforms such as Facebook, Twitter, YouTube, blogs, forums, and wiki's.   

· Sense of humor 

The successful candidate must pass a pre-employment background check.  Attitude and demeanor of all Black United Fund employees is one that highly values team work and a commitment to excellence, and all members of the community will.
Compensation: Salary range $30,000 - $34,000; full benefit package including health insurance; retirement.

TO APPLY:   Accepting email applications only.  Email resume and cover letter to Adrienne Livingston at bufor@bufor.org.  No phone calls or visits please.  We are an Equal Opportunity Employer.  Position is open until filled with priority consideration given to applications received by February 15, 2012.

