
Education Coordinator 
UnidosNow, Inc. 
Sarasota, FL 34234 
 
With a mission to elevate the quality of life of the Hispanic/Latino community in the region through 
education, integration and civic engagement, UnidosNow has established itself as a leader in the field of 
post-secondary education attainment, creating a pipeline from elementary to high school, and through 
college, for first generation, low-income students. With a dedication to cultural competence, a 
multigenerational approach that engages the entire family, and community collaboration, UnidosNow 
has achieved significant impact in its short history. 
 
JOB DESCRIPTION – EDUCATION COORDINATOR 
The Future Leaders Academy is one of UnidosNow’s signature programs for low-income, first generation 
Latinos offering two tracks: 
College Prep Track: for students interested in attending selective 4-year universities. 
Career-readiness Track: for students interested in attending 2-year colleges, technical schools, or 
obtaining high quality certifications. 
 
The role of the Education Coordinator is to assist in the development and implementation of a 
high-quality career readiness track for middle and high school Latino students living in Manatee and 
Sarasota counties. The Education Coordinator will work with the students and their families to promote 
access to post-secondary education, career exploration, financial literacy, networking opportunities with 
local employers, and leadership skills. 
 
Minimum Requirements: 
Bachelor’s degree in a relevant field from an accredited university 
Strong communication skills ( written and oral) 
Excellent time management skills 
Bilingual English and Spanish ( Fluent verbal and written in both languages) 
Proficient in MS Office and Google Apps 
Demonstrated ability to use audiovisual equipment 
 
 
Essential Duties and Responsibilities: 
 

● Develop and refine curricula for the career readiness track of the Future Leaders Academy 
program.  
 

● Recruit scholars for the career readiness track. 
 

● Plan, schedule, and deliver monthly relevant workshops/activities for scholars in this track 
including guest speakers on technical and vocational college admissions, 2-year college 
admissions, financial aid, leadership, career panels, and various educational topics and life skills. 
 

● Coordinate logistics with meeting venues, including reservation of meeting spaces, computer 
labs, and equipment. 
 



● Maintain constant communication with the scholars to ensure timely completion of college, 
financial aid, and scholarship applications, and to identify students’ education-related needs or 
concerns. 
 

● Prepare and deliver informational presentations at schools and other locations as requested, as 
well as arranged pro-actively and in partnership with the UnidosNow team. 
 

● Collaborate with community partners to help raise the FAFSA completion rates in the region by 
scheduling and facilitating FAFSA training sessions and workshops. The Education Coordinator 
will be the main point of contact for FAFSA-related matters.  
 

● Provide support in establishing high school clubs in Sarasota County and facilitating club 
meetings. Identify and prioritize target high schools and ensure timely and quality recruitment 
for programmatic activities. 
 

● Develop and implement integrated outreach and communications campaigns, including 
brochures/flyers/posters in coordination with UnidosNow’s communication director using our 
website and social media. 
 

● Perform other tasks consistent with the goals and objectives of this position, as assigned by 
UnidosNow leadership. 

 
 
Candidate Profile: 
We are looking for a self-motivated and creative individual who has a deep-seated passion for working 
with youth and the Hispanic/ Latino population, and that fits our culture of compassion, empathy, and 
drive to make an impact in the students and families we aim to empower to pursue post-secondary 
education. The candidate for this position needs to be familiar with the college application process and 
the education system in the United States. 
 
Every team member of UnidosNow is an ambassador and role model for the students and families we 
serve. We are looking for someone who can use their unique skills and individuality while maintaining 
professional poise and demeanor to build and cultivate relationships in the community. As a small 
organization, we care deeply for each other, and pride ourselves in fostering a work environment that is 
trusting, transparent, innovative, creative while meeting the highest standards of ethics. 
 
We require a strong team player as we work as a team holding each other accountable for our overall 
team and organizational performance. Every person is trusted to manage their own time and schedule in 
a responsible manner ensuring that the results are delivered with the highest professional standards in a 
timely fashion. Most of the hours align with the school schedule with occasional evenings and weekends 
programmatic events. 
 
Job Type: Full-time, salary commensurate with experience. 
 
Experience: 
College prep, higher education: 2 years (Required) 
Education:Bachelor's (Required) 
Location: Sarasota, FL (Preferred) 



Drivers License (Required) 
Language: English/Spanish (fluent in oral and written skills) (Required) 
Work location: Multiple locations 
 
Benefits offered: 
 
Paid time off 
Flexible schedules 
 
This Company Describes Its Culture as: 
 
Outcome-oriented -- results-focused with strong performance culture 
Team-oriented -- cooperative and collaborative 
Innovative -- innovative and risk-taking 
 
 
Submit a cover letter and resume to info@unidosnow.org. Applications will be received until January 
21, 2020. No phone calls, please. 

mailto:info@unidosnow.org

