
 

Pasco Education Foundation 

 

Take Stock in Children 

 Mentor Coordinator  
 

Department:  Take Stock in Children 

Reports to:  Executive Director of TSIC 

Description:  This is a 24 hour minimum work week, year-round fiscal year position 

responsible for providing support to the Take Stock in Children, Pasco 

County program.  This is a grant funded position. Fiscal year is July 1 

through June 30 

Responsibilities: 

 

 

 

 

 

 

 

 

 

 

 

 

 

-Support and knowledge of the Pasco Education Foundation, TSIC lead 

agency and its missions   

-Support and knowledge of TSIC state program, its missions and 

standards 

- Support and knowledge of Pasco County Schools, its mission and rules 

- Contribute to knowledge-sharing efforts through participation in 

seminars, conference calls, surveys, etc. 

 

The major duties and responsibilities of this position include, but not 

limited to the following: 

Volunteer Mentor Recruitment  

 Developing and implementing a comprehensive, countywide 

volunteer mentor recruitment strategy for all Florida Prepaid 

scholarship students (TSIC) to reach / exceed TSIC state 

standards of  90% timely match 

 Developing and acting on leads for volunteer mentor recruitment 

 Developing and implementing mentor retention strategies 

 Developing and executing educational mentor workshops, 

including Mentor 101 in accordance with TSIC standards 

 Collaborating with Program Coordinator and school 

ambassadors to monitor mentor/mentee relationships  

 Building community relationships, preparing and delivering 

presentations to local organizations, businesses and schools 

having a significant population of potential mentors.  

 Providing written monthly updates of mentor recruitment 

activity to include: new mentor/student matches, mentor 

retention rates, presentations/outreach made with outcome, 

workshop schedules, mentors, and all pertinent data/information 

Volunteer Mentor Processing 

 Ensuring all mentors promptly complete application process 

which includes background check from Pasco County School 

District 

 Ensuring all mentors have completed background check on a 

fiscal year basis with documentation from Pasco County 

Schools 

 Ensuring all mentors promptly participate in a comprehensive 
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mentor training program to include TSIC standards and college 

readiness techniques. 

 Matching mentors with students, and ensure that all new 

students are matched with mentors within the TSIC state 

guidelines of timely mentor match 

Monitoring and Retention 

 Tracking key performance indicators in the areas of mentor 

recruitment, application processing, screening, training, and 

matching on a timely basis, evaluating performance against 

targets.  

 Ensuring all mentoring is conducted on school property and 

within the policies of TSIC. 

 Creating and delivering a minimum of  monthly communication 

to mentors. 

 Tracking and inputting in the TSIC database (STAR) all relevant 

mentor activity in a timely manner to include all facets from 

application to monthly mentor/student visits. 

 Working with TSIC Program Coordinator to ensure mentor 

program in compliance with Balanced Scorecard standards 

 Creating and establishing the organization and production of 

mentor appreciation, recognition, and training activities and 

events. 
 

 

Skills/Attributes: 

 

 

 

 

 

 

Experience 

Required: 

 

 

 

 

 

 

 Strong interpersonal, organizational, and writing skills. 

 Professional, courteous, customer-friendly manner 

 Self-motivated, able to assess and quickly make decisions, takes 

initiative, problem-solver and able to multi-task.  

 Accuracy in data entry  

 Proficient in Microsoft Office software (Word, Excel, Power 

Point), Windows.  

 

 Minimum requirement is a high school diploma plus three years 

of relevant experience working in volunteer management or 

recruitment.   

 Bachelor degree in related major may be accepted in lieu of 

three years of experience. 

 Experience in public speaking, presentations or sales. 

 Experience working with educational institutes, non-profits  or 

school districts a plus  

   

  All employees of the Pasco Education Foundation must undergo 

background check. Fingerprinting costs will be absorbed by potential 

candidate.  

 


