
 

 
 
 
 
 

 
 

Position Description  
Manager of Education Programs  

  

The Foundation for International Understanding Through Students (FIUTS) advances international 
understanding through cross-cultural experiences, student leadership, and community connections. 
FIUTS builds a diverse and active global community, engages students and community members in 
dialogue and exchange, and promotes citizen diplomacy in the Puget Sound region. A nonprofit 
organization founded in 1948, FIUTS has been creating opportunities for international exchange in our 
region for more than 74 years. For more information about FIUTS, visit www.fiuts.org.   
  
Commitment To Equity, Diversity, and Belonging 
FIUTS is an equal opportunity employer, committed to building a team that represents a variety of 

backgrounds, perspectives, lived experiences, and skills. We believe that diversity on our staff is critical 

to our strength as a global organization, and we welcome the unique contributions that you can bring in 

terms of your culture, ethnicity, race, nation of origin, languages spoken, religion, disability, sexual 

orientation, and gender identity and expression.  

About the position  
The FIUTS Manager of Education Programs works collaboratively with domestic and international 

partners to bring groups of international visitors to the Puget Sound region for intensive and impactful 

short-term exchange programs.  

About You 

You are an experienced program manager who is passionate about supporting emerging leaders at the 

youth and higher education level.  You enjoy balancing a variety of tasks, have excellent written and 

verbal communication skills, and are comfortable with public speaking. You have excellent organizing 

skills but remain calm under pressure and you’re always ready for the inevitable change of plans.  

Essential Duties and Responsibilities 

Visiting Program Management: 

 Arrange program logistics for in-person and virtual programs, including lodging, speakers, 

ground transportation, classroom space, cultural events, and group events. 

 Coordinate emergency preparation and response if necessary. 

 Design participant materials, including pre-arrival messaging, welcome packets, orientation 

presentations, site visit information, and meeting materials. 

 Prepare and track contracts for vendors, ensuring that all contracts are awarded in compliance 

with procurement and budget guidelines. 

 Design survey instruments and collect participant feedback before, during, and after programs.  

 Maintain contact with program alumni and collect ongoing alumni stories and project updates.  

http://www.fiuts.org/


 Supervise one full time employee (Education Programs Coordinator); Hire, train, and schedule 

additional temporary staff to support program activities. 

 Develop and communicate project budgets and track expenses against budget goals.  

 Reconcile credit card statements, petty cash disbursements, and other payments.  

 Communicate relevant program updates to staff, funders, and partners, as needed. 

 Travel (domestically and internationally) as required to provide onsite support for programs. 

Other duties: 

 In partnership with the Executive Director, prepare draft itineraries, narrative program 

descriptions, and other materials in support of program proposals to existing and new partners. 

 Support communications with prospective and current partners; Seek out and nurture new 

partnerships for mutually beneficial opportunities. 

 Propose and create content for the FIUTS Blog or social media channels to share program stories 

and promote opportunities in the community 

 Serve as part of the FIUTS staff team – welcome students and staff for daily office operations 

and programs and events throughout the year when available 

 Qualifications: 

 Minimum three years of relevant experience in complex program management for youth or 

university-level students, preferably in education or nonprofits. 

 Strong organization skills with an ability to work independently and collaboratively in a 

constantly shifting environment  

 Detail-oriented with strong follow-through and demonstrated ability to solve problems. 

 Proficiency and comfort with a wide variety of software, including Microsoft Office, social media 

and communications tools, design software, etc.  

 Commitment to global engagement and cross-cultural dialogue; Experience living and working 

overseas and/or second language skills a plus.  

 Valid WA state driver’s license. Regular driving is necessary for this role, so comfort with driving 
passengers in a variety of vehicles is required. 

 A criminal background check is required for this role.  
 

Compensation, Benefits, and Hours 
This is a full-time exempt position, averaging 40 hours/week; FIUTS generally maintains open office 
hours of 10am-4pm. Daily work schedule including these hours may be agreed upon with the Executive 
Director upon hiring, but must accommodate a required a weekly all-staff meeting. Additional evening 
or weekend work will frequently be required. 

The salary range for this role is $53,000-$56,000. Benefits include medical, dental, and vision insurance, 
401k contribution with 3% match, transit pass, generous paid vacation, and holidays.   

Applications will be accepted until the position is filled; for priority consideration, send a resume and cover 
letter in pdf format via email by Monday, October 3.    
  
Era Schrepfer, Executive Director  
Foundation for International Understanding Through Students   
era@fiuts.org   
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