HACU
Job Description

Job Title:


PK-12 Initiatives Manager

Department:


Student and PK-12 Services
Reports To:


Executive Director of Student and PK-12 Services
FLSA Status:


Exempt

Prepared Date: 

1/17/2020
SUMMARY

Carries out the day-to-day activities as they relate to the recruitment and retention of Hispanic-Serving School Districts (HSSDs) consistent with established goals, objectives, scope, budget and policies. Primarily responsible for planning and coordinating the activities of the office of PK-12 Initiatives as currently funded and securing future funding for activities within this program. Works with the Executive Director of Student and PK-12 Services to ensure that the goals and objectives of the program are accomplished within the prescribed time frame and funding parameters.  Manager will also provide program, project and administrative support to ensure that departmental goals and objectives are accomplished.  

ESSENTIAL DUTIES AND RESPONSIBILITIES

Develops, implements and maintains HSSD affiliate recruitment and retention program. Also, may help membership department in the recruitment of colleges and universities.
Analyzes, assesses and reports on membership growth and retention, and identifies potential member and associate member institutions.
Serves as advocate for issues of concern to current HSSD members, and as liaison between members and HACU staff.
Directs and coordinates HSSD activities as designed to provide technical assistance to HACU-members and other interested parties or partners, as approved by HACU leadership.
Develops and maintains a national database of collaborative partnerships between Hispanic-Serving Institutions and Hispanic-Serving School Districts.
Provides data management support for this and other programs, by compiling, mining, warehousing data and updating data sources as needed or requested.
Researches and analyzes data related to the number of HSSDs around the country, the U.S. Hispanic population and other topics of interest to HACU.

Works closely with Executive Director of Student & PK-12 Services and HACU’s Offices of Government Relations in Washington, D.C. and Sacramento, CA to inform, develop and craft legislation that benefits school districts serving Hispanic, first-generation, low-income and/or other underrepresented minorities. 

Plans, coordinates and implements all programmatic aspects of the department such as university tours, campus/school district presentations, PreK-12 Symposium, Youth Leadership Development Forums, Student Summits and other events and activities.

Creates and coordinates PK-12 related workshops, presentations and information sessions for HACU conferences and other conferences and events.

Explores funding opportunities for support of HACU’s PK-20 initiatives, plans and implements them as appropriate.

Participates, as approved, in committees within or beyond HACU, including professional organizations.
Provides support to the Student Services Department.
Performs other duties as assigned by the Executive Director of Student & PK-12 Services, Assistant Director of Student Services and or other senior HACU Staff.


SUPERVISORY RESPONSIBILITIES

May occasionally supervise support staff in Executive Director’s and Assistant Director’s absence as assigned.

QUALIFICATIONS

To perform this job successfully an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform essential job functions.  

LANGUAGE SKILLS 

Strong communication skills in written and oral English required. Must be able to interact effectively with all staff levels. Ability to interact with faculty, students, and staff at institutions of higher education.  Ability to write correspondence i.e. memos, letters, reports, etc. Ability to effectively present information in a professional manner and respond to questions about membership, student services and other HACU programs to the general public in an informative fashion.

MATHEMATICAL SKILLS

Good analytical and basic math skills. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

REASONING ABILITY 

Ability to solve practical problems. Ability to interpret variety of instructions furnished in written, oral, diagram or schedule form. Ability to define problems, collect data, establish facts and draw valid conclusions.  

PHYSICAL DEMANDS

The physical, intellectual and other demands described herein are representative (and not all inclusive) of those that must be met by an employee to successfully perform the essential functions of this job.  Office setting with sitting or standing, computer data entry, answering phones.  The employee must occasionally lift and/or move up to 10 pounds.

WORK ENVIRONMENT
Work usually takes place in clean, pleasant, and comfortable office settings. Employee will work a standard of 40 hours a week; however, longer hours may be necessary at times. Conferences and events may take place in hotel and/or convention center settings and require longer hours of work on constantly changing schedule, including work on weekends and evenings. The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. The noise level in the work environment is usually quiet.
EDUCATION and/or EXPERIENCE 

Bachelor’s degree required; master’s degree preferred.  A minimum of 3 years related experience in higher education and/or a K-12 educational setting with experience and background in program development, implementation, and management. Development and maintaining annual program budgets.  Working knowledge of K-12, higher education and issues affecting Hispanics in education.  Excellent computer skills and/or training with a high level of proficiency in all Microsoft Office applications including but not limited to Word, Excel, and Power Point. High level of proficiency with word processing and databases required, i.e. document merges, databases, creation, data entry, maintenance, report generation. Strong organizational, administrative, and communication skills (including oral presentation and written skills).  Effective time management. Must be able to work independently with minimal supervision in a fast-paced environment handling multiple projects with competing deadlines. Ability to speak and write in Spanish preferred.
OTHER

Must be available to travel as needed throughout the year.
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