Scholarship and Education Program Associate
The Scholarship and Education Program Associate is responsible for the administration of the Foundation’s scholarship portfolio. This role manages the process from start to finish, including building and maintaining scholarship applications, coordinating communication with fundholders, schools, and students, and ensuring a smooth and transparent experience. The Program Associate recruits and assigns scholarship committee members, oversees the application review process, notifies students of award decisions, and ensures that all scholarship payments are accurate and issued on time. In addition to scholarships, this position also manages a growing number of education-related funds that support youth.  
Responsibilities of Position
Scholarship and Individual Award Administration
· Scholarship and award lifecycle database management: Responsible for assisting in the build-out of new scholarship and individual award application processes, managing award documentation, documenting approvals, creating new applications in the database, preparing awards for payment by the finance team, collecting and analyzing applicant metrics, and generating reports.
· Communicate with applicants, school districts, committee members, and partner organizations to provide general information and technical assistance related to scholarship and individual award processes and systems.
· Maintain accuracy of contact information and applicant records in the database management system.
· Ensure the Foundation complies with tax and legal requirements related to scholarship and individual award distributions (training will be provided).
· Ensure all distributions appropriately match the fund purpose/donor intent. 
· Monitor post‑award progress to ensure that all scholarship and individual award conditions are met.
· Collect thank‑you letters, stories, and other information about scholarship recipients.
· Recommend website updates related to scholarships and education funds as appropriate.
· Complete special projects as needed.
Position Scope
· Full-time Exempt
· This position reports to the Vice President for Programs and Initiatives
· Direct Reports: None
· Salary: $54,000-$57,000 

Attributes/Skills Required/Sought
· Strong organizational skills and ability to manage competing priorities.
· Superb project management skills with the ability to track deadlines, project goals, and team member responsibilities.
· Excellent computer skills and technological savvy (Microsoft Suite products, new software, and databases). Experience with Customer Relationship Management (CRM) systems is desirable.
· Data‑driven, customer‑focused, adept at relationship building and communication, forward‑thinking, adaptable/flexible.
· Excellent customer service skills and ability to interact professionally with a variety of individuals.
· A sense of humor.
· Rigorous attention to detail and accuracy.
· Demonstrated ability to work both independently and in a team environment.
· Excellent interpersonal skills and oral and written communication skills.
Experience/Education Required/Sought
· 5 years of previous work experience
· High School Diploma/ GED or higher 

