
Education Coordinator 
 
Clearly Innovative Education is the tech education arm of Clearly Innovative, Inc, a mobile and 
web development firm in Washington, DC.  Clearly Innovative Education seeks to encourage 
tech inclusivity through programming that engages and teaches an array of technical and 
entrepreneurial skills to underserved and underrepresented communities. Our programs 
provides children and adults with classroom-based instruction throughout the summer and 
academic school year. Moreover our programs utilize online resources to teach participants 
about entrepreneurship, coding and how to use a variety of web and mobile technologies.  
 
The Education Coordinator will have primary responsibility for managing the day-to-day 
operations of the education projects within the Clearly Innovative Education portfolio.  This 
includes programs for youths as well as adults.  Working closely with senior management, the 
Education Coordinator will be responsible for managing relationships with existing partner 
organizations and cultivating relationships with prospective partner organizations.  Additionally, 
the Education Coordinator will research potential grant funding opportunities, oversee the hiring 
of instructional staff for education programs and support the development of new curricular 
offerings.  The Education Coordinator will provide ongoing programmatic support to programs 
by directly collaborating with partner organization representatives to ensure program goals are 
achieved.  
 
This opportunity is ideal for someone with a background in education who is passionate about 
using technology as a vehicle for transformative learning experiences for underserved and 
underrepresented youth and adults.  
 
Responsibilities:   
The Education Coordinator must be able to perform the following duties and responsibilities. 
Please note that additional tasks may arise to meet organizational objectives:  
 

● Manage and facilitate all relationships with existing and prospective partner 
organizations (i.e., schools, and other nonprofit and for profit entities).  

● Manage efforts to gain financial support for education programs by identifying and 
applying to grant funding opportunities 

● Recruit, hire and manage instructional staff  
● Oversee the implementation of curriculum in all classes 
● Support the development of new curriculum offerings 
● Maintain and provide relevant information for prospective/current partner organizations 

regarding learning goals, student progress, program requirements/policies, procedures, 
and dates/deadlines. 

● Present the program’s objectives to prospective and current partner organizations, 
potential funding sources and other constituents  through via telephone, face-to-face and 
video conferences in a professional and knowledgeable manner 

● Communicate clearly and effectively, both orally and in writing  



● Assist Clearly Innovative senior management in evaluating the progress and 
effectiveness of education programs by creating surveys to measure program success 

 
Requirements: 

● Bachelor’s Degree or higher in Education or other related field 
● Three to five years of relevant work experience 
● Ability to manage multiple projects at one time 
● Strong organizational skills and attention to detail  
● Strong written and oral communication skills 
● Proactive and professional communication style 
● Positive attitude; willingness to work in close collaboration with others 

 
Additional Qualifications: 

● Familiarity with communicating through online channels (Google Doc, Emails, Video 
Conferences). 

● Experience with identifying and applying to grant funding opportunities in the education 
sector. 

● Experience in strategic planning for events and meetings which improve the satisfaction 
of internal team, external partners, target community, and potential grantors.  

 
 


