
JOB TITLE: TAKE STOCK IN CHILDREN 
 PROGRAM COORDINATOR

JOB DESCRIPTION:

This employee is responsible for the implementation and continued development of all 
phases of the Take Stock In Children Scholarship Program.

Duties of the position include but are not limited to:

1. Contributing to the development of local program goals and 
measurement criteria.

2. Gathering information necessary to perform a diagnosis of the existing 
operating model.

3. Assisting in developing a detailed plan for program improvement.
4. Developing a system to track key performance indicators including 

student data, mentor participation, and fundraising.
5. Contributing to knowledge-sharing efforts through participation in 

seminars, conference calls, surveys, etc.
6. Developing strategies for recruiting mentors.
7. Selecting and training mentors prior to initial student contact.
8. Matching mentors with students and coordinating mentor/student and 

mentor appreciation activities.
9. Measuring local mentor program results.
10. Assisting in the development of a local TSIC Board of Directors.
11. Participating in goal-setting and strategy development with the local 

board.
12. Developing and executing a local fundraising program.
13. Measuring local fundraising efforts.
14. Developing and maintaining a positive donor relations campaign.
15. Maintaining donor records.
16. Distributing student letters, pictures, and biographies to sponsors.
17. Developing a system to manage and monitor student performance.

REQUIRED QUALIFICATIONS:
1. AA Degree (or equivalent) and/or 5 years similar experience.
2. Experience in planning and executing all special events (fundraisers, 

appreciation dinners, awards dinners, etc.). 
3. Experience in the use of computers. 
4. Experience in public speaking, fundraising, and recruiting.
5. Experience in managing and coordinating group activities.
6. Experience in training and inservice activities.

DESIRED QUALIFICATIONS:
1. Demonstrated willingness and ability to accept and delegate 

responsibility.
2. Experience and knowledge in the Take Stock In Children Program (or 

similar type program)
3. Experience with local constituencies and an understanding and sensitivity 

towards their perspectives.
4. Bachelor’s Degree


