Education Manager
____________________________________________________________________
Job Description
About DONA International:
DONA International is the world’s first, largest and leading doula certifying organization. When our founders created
DONA in 1992, they professionalized the role of the doula. Since then, we have certified more than 12,000 DONA
International doulas in more than 50 countries!
DONA International’s primary function is to provide excellent doula education and certification toa diverse population of
doulas world-wide. DONA International promotes the highest quality perinatal support for birthing mothers and their
families by setting the standard for doula education and training, and by advocating the research-based benefits of
doula care.
We are a nonprofit, 501(C)6 organization, which means that DONA International works only to serve our doulas and
members and to carry out our mission. Our organization exists to support doulas professionally and advance our vision
of a doula for every person who wants one. This nonprofit model is important to us, and our members tell us it’s
important to them too.
DONA Strives to promote high-quality birth, postpartum and community-based doula support by setting the standard
for the doula profession through evidence-based training and certification for doulas of diverse backgrounds.
Vision: A doula for every person who wants one.
Overview:
DONA International is pleased to submit this proposal for services to support our organization’s education strategy and
goals. We are looking for a talented Education Manager/Contractor to oversee and implement the newly reorganized
Department of Education.
The Objective:
This position helps DONA International fulfil several objectives:
•
•
•

Implement the recently organized Department of Education
Ensuring the organization’s mission and vision are central in the functions of the Education Department
Enhanced communication and feedback from members regarding educational department objectives

Scope of Project:
The selected independent contractor will:
•
•
•
•
•
•
•
•

Responsible for the smooth operations of the four key functions of the Education Department: New Trainers,
Current Trainers, Workshop Development and Continuing Education.
Work closely with volunteers of multiple committees.
Implement efficient reporting and approval processes with each committee
Regularly communicate progress and ideas for the future to the Executive Director and Director of Education
With the assistance of the Nominations & Elections Committee, actively recruit the chairs and committee
members of the four working Education Department sub-committees; and recommend Education Committee
chairs to the Board of Directors for approval
Sit on the Education Committee as an ex-officio member
Collaborates with and assists the four committee chairs in coordinating the functions of each committee.
Identifies areas of concern to be addressed by each working committee

•
•

Leads trainer feedback and input groups. Ensures high levels of trainer input and feedback and compiles trainer
concerns and questions through regular meetings of the Education Task Force and Listening to Trainers groups
Responsible for trainer approvals, re-approvals and compliance [example, if a trainer is out of compliance,
violates the code of conduct or no longer meets re-approval standards, this is the person that manages the
trainer]

Reports to:
Executive Director
Board of Directors
Time Commitment
•
•

A one-year contract will be awarded with the option to renew, should it be deemed necessary and based on
performance.
It is expected that the work will take 15-25 hours per week.

Qualifications:
DONA International is looking for an individual proficient in the following areas:
•
•
•
•
•
•
•
•
•
•
•

Project Management - Demonstrate project management skills and the ability to implement efficient internal
processes
Attention to detail
Volunteer management - Able to unite groups with diverse opinions to work together to resolve issues and
develop new ideas
Familiarity with the history, education, practice, certification, research evidence and continuing education for
birth and postpartum doulas, childbirth and lactation educators and doula trainers
Adult education knowledge theory and best practice, distance learning, innovative curriculum and program
design, program evaluation and educational technologies
Experience, knowledge and training in birth equity, racial diversity, cultural awareness and cultural sensitivity
training is required
Demonstrate ability to design and implement appropriate educational programs for a member organization
Possess excellent oral and written communication skills
Have sound working knowledge of contemporary cloud-based platforms, such as Google Drive, Dropbox,
webinar platforms, management database and learning management system
Demonstrated ability to increase and grow diversity in trainer workforce and Education Committee members
Carry out all responsibilities in accordance to Diversity & Inclusion best practices.

The ideal candidate will possess the following qualities:

•
•
•

Appreciation for the doula profession
Interest in birth and birth-related communities
Doula experience in the birth community and/or previous engagement with DONA International is preferred but
not required.

Instructions for Submissions:
Independent contractors interested in being considered should submit a PDF with the following info:

•
•
•
•
•

Introduction letter highlighting relevant experience
Resume
At least two examples of prior work
At least two references
Fee

All questions and submissions should be submitted using the online form or to:
Jose F Segarra, Executive Director
DONA International
executivedirector@dona.org
All submissions must be received by 11:59 PM CT on January 1, 2020

Conflict of Interest
Policies & Procedures
Purpose:

It is the policy of DONA International that all Board of Directors, committee chairs and members,
contractors and consultants shall, in actions taken by them on behalf of DONA International, avoid
conflicts and the appearance of such conflicts, between their personal and professional interests
and those of DONA International. This policy guideline shall be furnished to each Board of Director,
committee chair, committee member, contractor and consultant.

Definition:

A volunteer, contractor or consultant shall be considered to have a personal or professional interest in
any educational program, publication, contract, grant, investment decision or similar transaction from
which the volunteer, contractor or consultant or a member of his or her immediate family (i.e., spouse,
child, sibling, parent) will or could receive payment, profit or other remuneration, or if any commercial or
non-profit entity with which he or she is associated may similarly benefit.

Enforcement:

The President or Executive Director should regularly review the Disclosure Forms to be able to remind
those in conflict if necessary. Depending on the policy, a member with a conflict either will leave the
room before discussion starts or may participate in deliberation but will not be present during the
voting. This process protects the organization from biased decision making and allows the board to
keep its integrity.

Disclosure:
Disclosure of personal interest shall be accomplished in the following manner:

I.

Disclosure Form:
An essential part of a strong conflict-of-interest policy is a disclosure form. This is a document that
every board member, committee chair and member, contractor and consultant should fill out
annually, listing all of his or her professional, financial and personal affiliations that might affect his
or her independent decision-making capacity during service to DONA International. This
document serves as a guide to determine conflict of interest over specific issues. The Disclosure
Form should be presented to the Executive Director to be filed with the DONA International
Home Office by January 1st of each year.

II.

Discussion and Vote:

At the beginning of any formal discussion of any issue before the board or committee in which a
board or committee member concludes that a conflict of interest exists, the member shall inform the
Executive Director or committee chair and committee that such a conflict exists and shall refrain from
discussing or voting on such issue. The minutes of such discussions shall identify any members
abstaining from such discussion or votes.
If any questions shall arise as to whether a particular activity or organizational association
constitutes a conflict of interest for a board member, committee chair or member, contractor or
consultant, the question shall be submitted to the Board of Directors for decision. A majority vote
of the Board of Directors shall decide such questions. In any case in which the Board of Directors
determines that a conflict of interest exists, the board member, committee chair or member,
contractor or consultant shall take the action required above. If the board member, committee
chair or member, contractor or consultant fails to take the action required, the Board of Directors
may remove said individual according to the requirements existing under the DONA International
By-laws or may ask said individual for resignation of his or her term or position.
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Conflict of Interest
Policies & Procedures

Guidelines to help determine what may be a conflict of interest:
A conflict of interest can be considered to exist in any instance where the actions or activities of an individual on
behalf of DONA International also involve the obtaining of an improper gain or advantage to an individual, an entity
with which they are affiliated, or an adverse effect on the interests of DONA International. This includes instances in
which the individual acts to support or advance projects at their place of employment or business, or for a place for
which they provide consultant services. Conflicts of interest can also arise in other instances. Although it is impossible
to list every circumstance that may give rise to a potential conflict of interest, the following will serve as a guide to the
types of activities that might cause conflicts.

I. Outside Interests:

To hold, directly or indirectly, a position or financial interest in any outside concern from which the individual has
good reason to believe DONA International secures services.
To compete, directly or indirectly, with DONA International in the purchase or sale of property rights, interests or
services.

II. Outside Activities:

To render directive, managerial, or consultative services to any outside concern or association that does business
with or competes with the services of DONA International in the field of doula training and certification.
No board member, representative, committee chair, committee member, consultant, business associate, affiliate or
trainer from another national or international organization that offers doula training and certification will hold any
DONA International leadership position.
In general, members of the Board of Directors and committees may provide personal, professional or consultant
services to commercial and other entities consistent with other contents of this statement, but may do so only in
their individual capacities and not as a representative of DONA International. The identities of such relationships
should be made by each member of the Board of Directors, as noted above.

III. Gifts, Gratuities and Entertainment:

To accept gifts, gratuities, entertainment or other favors from any outside concern that does, or is seeking to
do, business with DONA International.

IV. Outside Information:

To disclose or use information relating to the business of DONA International for the personal profit or
advantage of the individual or her/his immediate family, or an entity with which the individual is affiliated.
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Policy & Procedure
Conflict of Interest and Disclosure Form
Please initial in the space at the end of Item A and complete Item B, whichever categories are appropriate; and
sign and date the statement and return it to the requesting party.

A. I am not aware of any relationship or interest or situation involving my family or myself which might result in,
or give the appearance of being, a conflict of interest between such family member or me on one hand and
DONA International on the other.
Initials

B. The following may be relationships, interests or situations involving me or a member of my family that I
consider might result in or appear to be an actual, apparent or potential conflict of interest between such
family members or myself on one hand and DONA International on the other;
Initials
For-profit corporate directorships, positions and employment with:

Nonprofit trusteeships or positions:

Memberships in the following organizations:

Contracts, business activities and investments with or in the following organizations:

Other relationships and activities:

My primary business or occupation at this time is:

I have read and understand DONA International’s conflict of interest policy and agree to be bound by it. I will
promptly inform the President of DONA International of any material change that develops in the information
contained in the foregoing statement.

Type/print name
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Signature

Date

Non-Disclosure Agreement

It is important for all volunteers and service providers of DONA International to respect the confidential
nature of documents and information learned in the course of their interaction with DONA International and
other volunteers and service providers.

Confidential Information includes all proprietary information, such as member lists, and all non-public
information belonging to or about DONA International. Information should be considered non-public
unless it is published on the DONA International website or distributed in written form outside of
DONA International committees or governing bodies.

By signing below, you confirm your agreement to keep all Confidential Information confidential and
refrain from disclosing it unless specifically authorized to do so by DONA International. This
Agreement survives the end of any volunteer or service period for DONA International.

Signature:

Printed Name:

Date:

_

