
 
 
 

Education Specialist | Workshops & Marketing 
 
PeopleFund is looking for a digital media guru and program coordinator to help bring needed communications savvy to 
the small businesses we serve. The education specialist will focus on statewide events and workshops to provide 
knowledge and networking opportunities so entrepreneurs can succeed while also working directly with clients to boost 
their online presence. This position reports to the Director of Advancement & Education (AdEd) and will be based in 
Austin, TX. This is an engaging opportunity to grow in communications, program development, and social 
entrepreneurship and work with a team passionate about creating economic opportunity. 
 
Digital Media Responsibilities:  

 Work with small business owners to ensure an online presence without cost, including but not limited to: Google+ 
account, Linkedin page, linkedin personal page, Google maps, Facebook, Twitter, Instagram, Yelp 

 Provide one-to-one business advising in digital media for PeopleFund MICRO clients 
 Schedule site visits and ensure all clients have online presence. Attend loan closings and share how PeopleFund 
can help with marketing. Encourage clients to work with you and develop a portfolio of success stories. 

 
Program Development Responsibilities: 

 Develop workshop calendar and coordinate venue, registration, outreach, and speaker needs for all sessions. 
 Liaise between strategic partners, the marketing/fundraising teams, and provide information for sponsorship 
opportunities. 

 Build relationships and conduct outreach for workshop sessions: sponsors, speakers, partners, etc. 
 Recruit panelists and presenters and ensure that each market has relevant programming.  
 Serve as primary point of contact for networking programs, workshop sessions, and educational events. 
 Core oversight of PeopleConnect, Innovation Week in Austin and Houston, Funder facilitated workshops, social 
sandbox, and PeopleTalk entrepreneur education series. 
 

Program Outreach Responsibilities: 
 Identify new relationships for program partnerships and enrollment. 
 Represent PeopleFund and programs at community events, boards, committees, and groups to advance the 
PeopleFund mission and interest in workshops and events.  

 Coordinate with Director of AdEd for marketing of program including but not limited to: paid and organic social 
media, google grants, mass email communication, website content, blog content, and print materials. 

 Ensure appropriate lending team members have access to program information and attendance expectations. 
 Conduct follow up activities as needed with program attendees 
that emphasize new engagement opportunities and access to 
capital. 

 
Impact & Data Responsibilities: 

 Track enrollment and maintain accurate records of program 
performance via constituent database (MMS). 

 Maintain paper copies and enrollment verification on cloud 
server. 

 Support creation of reports for Director of AdEd that highlight 
program attendance, strategic partner participation, and demand 
for programming moving forward. 

 Record and track program development and travel time, program 
implementation time in database. 


