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SCHOLARSHIP COACH 

Job Description 

 

Position Title:  Pre-K Scholarship Coach 

Program: Scholarship  

Reports To: Procurement/Contracts Coordinator 

Contract Days: Approximately 190 days/year, 5-6 hours/day, .6 FTE 

Classification: Non-exempt 

 

Region IX Education Cooperative seeks highly qualified individuals to provide support, recruitment and 
management of a scholarship program for early childhood educators.  
 
ESSENTIAL FUNCTIONS: 

1. Represents REC IX and its programs and its member districts in a positive manner, interacting 
with the general public and colleagues.  

 2.   Adheres to applicable federal and state law and local policies and regulations for public education  
      entities, including but not limited to 6.60.9 NMAC (Code of Ethics) (for example, IDEA, Department  
      of Health, Head Start Performance Standards, FERPA, HIPAA, NAEYC, Licensing, etc.). 
3. Communicates positively and effectively with parents, children, colleagues, and other agency 

personnel while maintaining confidentiality regarding all facets of REC IX programs in 
compliance with FERPA/HIPAA and other federal and state confidentiality regulations. 

4. Attendance on a regular basis consistent with the REC IX attendance policy is required. 
Attendance at mandatory REC IX or program meetings and professional development is required. 

5. Promptness is required including being present in the assigned work place at set times and on a 
daily basis in order to provide consistency and continuity of educational services. Promptness for 
mandatory REC IX or program meetings and professional development is required. 

6. Proficient verbal communication skills and the ability to manage conflict in a civil, professional 
and courteous manner are required. 

7. The ability to demonstrate flexibility in the performance of various job functions is required. 
8. Inter-departmental planning and programming collaboration is required and cross-program 

overflow assistance when needed is required. 
9. Maintains an atmosphere that protects the privacy of confidential information pertaining to 

students and personnel records is required. 
10. Understanding and compliance with the RECIX employee policy manual, technology policy, and 

R9 tracking system are required. 
11. Collaborate with Region IX staff, NMPED staff and CYFD staff to develop a comprehensive 
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scholarship program for eligible Pre-K early childhood educators. 
12.  Conduct outreach/recruitment to interested Pre-K early childhood educators.  
13.  Collaborate with the New Mexico Works contractors to identify interested individuals. 
14.  Serve as liaison with the universities and community colleges to inform them of the program and 

to ensure students’ registration fees, book fees and other expenses are properly billed. 
15.  Serve as a case manager for scholarship recipients to ensure their continued participation in the 

scholarship program. 
16.  Serve as a liaison with the program directors, principals or family child care providers to ensure 

support for the individuals participating in the program.  
17.  As established by Region IX, maintain records on each participant.  
18.  Performs other related duties as assigned for the purpose of ensuring the efficient and effective 

functioning of the work unit. 
 

Qualifications:  
● Bachelor’s degree preferred. 
● Bilingual. 
● Experience working with database programs and software preferred (e.g. Microsoft Excel, Outlook). 
● Experience and familiarity with Early Childhood Education certification and degree requirements. 
● Experience providing career and/or college counseling. 
● Ability to interact with people effectively. 
● Ability to share and receive information. 
● Ability to organize and deliver information appropriately. 
● Ability to analyze problems by gathering and organizing all relevant information. 
● Experience in maintaining a high level of productivity and self-direction. 
● Ability to adapt to changing work environments, work priorities, and division needs. 
● Must be willing to travel throughout the State in a personal vehicle. 
● Effectively deal with change and scholars from diverse backgrounds. 

 
PERFORMANCE RESPONSIBILITIES/WORKER TRAITS: 
Ability to work under minimal supervision.  Must exercise initiative and judgment in performing a job.  
Ensure compliance with the rules and regulations of each contract. Possess ability to understand oral  
and written instructions.  Exhibit writing ability appropriate for accounting practices, communication,  
reports, and budgets.  Demonstrate verbal communications to describe, explain, detail, and ask  
questions.  Possess motor ability to coordinate eyes, hands, and fingers, in the operation of office  
equipment.  Visual ability to see and read reports, documents, and records.  Auditory abilities capable  
of performing phone communication and interaction with other individuals.  
 
Working Environment 
The usual and customary methods of performing the job's functions require the following physical demands: 
some lifting, carrying, pushing, and/or pulling; some stooping, kneeling, crouching, and/or crawling; and 
significant fine finger dexterity. Generally the job requires 80% sitting, 10% walking, and 10% standing. This 
job is performed in a generally clean and healthy environment. 
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Job Description Acknowledgement 
I have received, reviewed and fully understand the job description for Pre-K Scholarship Coach.  
 
I further understand that I am responsible for the satisfactory execution of the essential functions described 
therein, under any and all conditions as described.  
 
Employee Name_____________________________ Date_____________  
Employee Signature_____________________________________  
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