	American Radio Relay League Inc.

	

	Education & Learning Coordinator

	 

	Department:
	Education and Learning 
	Grade:
	7 

	Reports To:
	Director of Education and Learning
	Classification:
	Non-Exempt 

	Supervises Direct:
	0
	Supervises Indirect:
	0

	Starting Pay Rate: $22.50 - $24.00

	
Role:

	 

	This position is an administrative role supporting the Education and Learning Department of the ARRL, The National Association for Amateur Radio. The Education and Learning Department is responsible for the planning, coordination, and implementation of the on-going lifelong learning program for its members. This position requires an individual who is a self-starter, can organize and prioritize responsibilities, has a willingness to learn, and is highly motivative.

	 

	Essential Functions & Responsibilities:

		 

		Provide administrative support for the Education and Learning Department Manager, including coordinating on-line content, answering phone, email inquiries, and maintaining statical data.




		Approve registrations/listings submitted for the website; process and coordinate applications for various programs.




		Facilitate purchasing of all equipment and resources used in Teachers Institute and grant programs. Maintain accurate inventory count of all required materials.




		Set up online course sessions and course content on online platforms.




		Provide logistical support for all remote Teachers Institute programs, including preparing and shipping resources, coordinating with host sites, and facilitating return of materials.




		Provide administrative support for educational outreach programs, grant and teacher applications and positioning for workshops, record keeping, and database maintenance.




		Maintain website content and information in various databases.




		Perform other duties as assigned or requested.




	 




	Performance Measurements:

		 

		1.
	Contribute to creating positive energy and fostering a collaborative team atmosphere, showing excitement and pride in the team's work, and being accountable for results.




		2.
	Provide timely and accurate program support.




		3.
	Respond promptly to all inquiries.




		4.
	Ensure inventory and materials are accurately tracked and maintained.




		5.
	Manage content and media platforms effectively.




		6.
	Ensure accuracy of website and database information.




	 




	Knowledge and Skills:

	 

		Experience
	One year to three years of similar or related experience. 




	 

		Education
	Bachelor’s degree in a non-technical discipline (e.g., English, Journalism, Communications, or Education). 




	 

		Interpersonal Skills
	Work involves significant personal contact with others inside and outside the organization for the purpose of building relationships and soliciting cooperation. Discussions may require diplomacy and tack in communications. 




	 

		Other Skills
	*Exceptional communication and organizational skills.
*High level of attention to detail, accuracy and organization.
*Ability to multi-task and prioritize.
*Courteous and professional demeanor and phone manner.
*Business and customer service experience.
*Proficiency with Microsoft Office suite of applications, including Outlook, Word, Excel, and Access.
*Proficiency with Adobe creative suite. 




	 

		Physical Requirements
	Ability to sit and stand for extended periods of time and lift/move boxes that weigh 15-20 lbs. 




	 

		Work Environment
	Fast paced, onsite deadline driven office environment. 
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