Education Director Department
Organizational Structure, Staff & Job Descriptions
The Education Director leads all educational initiatives of UnityReach Global, with a focus on improving access to quality education for children and supporting lifelong learning within the communities served.
The department oversees the 100 Children Education Initiative, school tuition sponsorships, school supply distribution, literacy programs, teacher support, educational workshops, scholarships, and partnerships with schools, universities, and educational organizations.
The Education Director works closely with the Mission Director, Volunteer Director, Community Outreach Director, and local education leaders to ensure that all education programs are sustainable, culturally appropriate, and impactful.

Organizational Structure
Executive Director
        │
Mission Director
        │
Education Director
        │
──────────────────────────────────────────────
Deputy Education Director
Education Programs Manager
School Partnership Manager
Tuition Sponsorship Manager
School Supplies & Backpack Manager
Teacher Development Coordinator
Children's Learning Coordinator
Youth Education Coordinator
Adult Literacy Coordinator
Scholarship Program Coordinator
Volunteer Teachers Coordinator
Library & Learning Resources Coordinator
Educational Technology Coordinator
Monitoring & Evaluation Coordinator
Parent & Community Engagement Coordinator
Student Records Coordinator
Local Education Liaison
Administrative Assistant


1. Education Director
Reports To: Mission Director
Position Summary
Provides strategic leadership for all educational programs and ensures the successful implementation of UnityReach Global's education initiatives.
Responsibilities
· Develop the education strategy. 
· Supervise all education staff. 
· Coordinate educational partnerships. 
· Manage the tuition sponsorship program. 
· Oversee school supply distribution. 
· Monitor educational outcomes. 
· Develop annual education budgets. 
· Coordinate volunteer educators. 
· Prepare education reports. 
Daily Tasks
· Review program progress. 
· Meet with education staff. 
· Coordinate with schools. 
· Monitor student sponsorships. 
· Review educational resources. 
· Prepare leadership updates. 

2. Deputy Education Director
Reports To: Education Director
Responsibilities
· Assist with department management. 
· Coordinate daily operations. 
· Supervise coordinators. 
· Prepare reports. 
· Act on behalf of the Director when necessary. 

3. Education Programs Manager
Responsibilities
· Coordinate all educational initiatives. 
· Develop program schedules. 
· Monitor implementation. 
· Evaluate program effectiveness. 
· Support department coordinators. 

4. School Partnership Manager
Responsibilities
· Develop relationships with schools. 
· Coordinate with school principals. 
· Support local teachers. 
· Identify school needs. 
· Develop educational partnerships. 

School Partnership Officers
Responsibilities
· Visit schools. 
· Coordinate meetings. 
· Maintain partnership records. 
· Support school projects. 

5. Tuition Sponsorship Manager
Responsibilities
· Manage the 100 Children Education Initiative. 
· Identify eligible students. 
· Verify school enrollment. 
· Coordinate tuition payments. 
· Monitor student attendance. 
· Prepare sponsor reports. 

Tuition Sponsorship Specialists
Responsibilities
· Maintain student records. 
· Track tuition payments. 
· Communicate with families. 
· Coordinate sponsor updates. 

6. School Supplies & Backpack Manager
Responsibilities
· Organize school supply drives. 
· Purchase educational materials. 
· Prepare backpack kits. 
· Coordinate distributions. 
· Maintain inventory. 

Distribution Coordinators
Responsibilities
· Package supplies. 
· Verify inventory. 
· Assist during distribution. 
· Record distributions. 

7. Teacher Development Coordinator
Responsibilities
· Organize teacher workshops. 
· Develop classroom resources. 
· Coordinate professional development. 
· Support local educators. 

Education Trainers
Responsibilities
· Conduct workshops. 
· Mentor teachers. 
· Develop lesson materials. 
· Evaluate training. 

8. Children's Learning Coordinator
Responsibilities
· Develop children's educational activities. 
· Coordinate reading programs. 
· Organize learning games. 
· Support children's ministry education. 

Children's Education Volunteers
Responsibilities
· Teach lessons. 
· Supervise activities. 
· Encourage learning. 
· Support literacy development. 

9. Youth Education Coordinator
Responsibilities
· Coordinate youth educational programs. 
· Organize leadership workshops. 
· Promote career development. 
· Mentor students. 

Youth Mentors
Responsibilities
· Mentor youth. 
· Lead workshops. 
· Encourage educational achievement. 
· Support leadership development. 

10. Adult Literacy Coordinator
Responsibilities
· Develop adult literacy classes. 
· Coordinate reading programs. 
· Support adult education. 
· Promote lifelong learning. 

Literacy Volunteers
Responsibilities
· Teach reading and writing. 
· Tutor adults. 
· Develop learning materials. 

11. Scholarship Program Coordinator
Responsibilities
· Develop scholarship opportunities. 
· Coordinate donor-funded scholarships. 
· Monitor recipient progress. 
· Prepare scholarship reports. 

12. Volunteer Teachers Coordinator
Responsibilities
· Recruit volunteer teachers. 
· Schedule classroom activities. 
· Coordinate educational volunteers. 
· Monitor volunteer performance. 

Volunteer Teachers
Responsibilities
· Teach assigned classes. 
· Tutor students. 
· Assist schools. 
· Mentor children. 

13. Library & Learning Resources Coordinator
Responsibilities
· Develop community libraries. 
· Coordinate book donations. 
· Organize reading programs. 
· Maintain educational resources. 

Library Volunteers
Responsibilities
· Organize books. 
· Assist readers. 
· Promote literacy activities. 

14. Educational Technology Coordinator
Responsibilities
· Coordinate educational technology. 
· Manage computers and tablets. 
· Support digital learning. 
· Train teachers in technology use. 

IT Education Assistants
Responsibilities
· Set up equipment. 
· Provide technical support. 
· Maintain learning technology. 

15. Monitoring & Evaluation Coordinator
Responsibilities
· Measure educational outcomes. 
· Track student attendance. 
· Analyze program performance. 
· Prepare impact reports. 
· Recommend improvements. 

16. Parent & Community Engagement Coordinator
Responsibilities
· Organize parent meetings. 
· Encourage family involvement. 
· Coordinate community education. 
· Promote school attendance. 

Community Outreach Officers
Responsibilities
· Visit families. 
· Conduct awareness campaigns. 
· Support parent engagement. 

17. Student Records Coordinator
Responsibilities
· Maintain student records. 
· Monitor attendance. 
· Track tuition sponsorships. 
· Prepare educational reports. 
· Maintain confidentiality. 

18. Local Education Liaison
Responsibilities
· Coordinate with Haiti's schools. 
· Work with education officials. 
· Support local teachers. 
· Maintain community partnerships. 
· Assist with educational planning. 

19. Administrative Assistant
Responsibilities
· Schedule meetings. 
· Maintain records. 
· Prepare reports. 
· Coordinate correspondence. 
· Support department leadership. 

Education Department KPIs
The Education Department will measure success by:
· Sponsoring at least 100 students for one academic year. 
· Distributing 2,000+ school supply kits. 
· Establishing partnerships with local schools. 
· Delivering teacher training workshops. 
· Supporting student attendance and retention. 
· Recruiting qualified volunteer teachers. 
· Expanding literacy and educational programs. 
· Measuring educational outcomes through program evaluations. 
· Maintaining accurate student and sponsorship records. 
· Achieving high satisfaction among students, families, schools, and sponsors. 

Recommended Education Team (100–200 Volunteer Mission)
	Position
	Recommended Number

	Education Director
	1

	Deputy Education Director
	1

	Education Programs Manager
	1

	School Partnership Manager
	1

	School Partnership Officers
	3

	Tuition Sponsorship Manager
	1

	Tuition Sponsorship Specialists
	2

	School Supplies & Backpack Manager
	1

	Distribution Coordinators
	4

	Teacher Development Coordinator
	1

	Education Trainers
	3

	Children's Learning Coordinator
	1

	Children's Education Volunteers
	8–10

	Youth Education Coordinator
	1

	Youth Mentors
	5

	Adult Literacy Coordinator
	1

	Literacy Volunteers
	4

	Scholarship Program Coordinator
	1

	Volunteer Teachers Coordinator
	1

	Volunteer Teachers
	10–15

	Library & Learning Resources Coordinator
	1

	Library Volunteers
	3

	Educational Technology Coordinator
	1

	IT Education Assistants
	2

	Monitoring & Evaluation Coordinator
	1

	Parent & Community Engagement Coordinator
	1

	Community Outreach Officers
	3

	Student Records Coordinator
	1

	Local Education Liaison
	1

	Administrative Assistant
	1



Core Responsibilities
Before the Mission
· Establish partnerships with schools and education officials. 
· Identify students eligible for tuition assistance. 
· Recruit volunteer teachers and education specialists. 
· Collect and organize school supplies and educational materials. 
· Develop teacher training sessions and educational workshops. 
During the Mission
· Distribute school supplies and backpacks. 
· Conduct educational workshops for children, youth, parents, and teachers. 
· Confirm enrollment and tuition sponsorship for selected students. 
· Support literacy programs and classroom activities. 
· Meet with local schools to assess future needs. 
After the Mission
· Monitor tuition recipients throughout the academic year. 
· Maintain communication with partner schools. 
· Provide sponsors with student progress updates. 
· Evaluate educational outcomes and program impact. 
· Develop recommendations for expanding education initiatives in future missions. 
This structure creates an Education Department of approximately 55–70 staff members and volunteers, capable of managing the 100 Children Education Initiative, school partnerships, teacher support, literacy programs, educational workshops, and long-term educational development while supporting UnityReach Global's broader humanitarian mission.

