COLLEGE OF CENTRAL FLORIDA 

.IOB DESCRIPTION

JOB TITLE:
CFI COORDINATOR 

PAY GRADE:
P-10

OVERTIME STATUS:
EXEMPT

MAJOR RESPONSIBLITIES:
To support and coordinate the marketing and delivery of CF Institute training and development activities; and promote the growth and expansion of services to new business clients.
To implement training and related programs for individuals, business, industry and public sector organizations to meet their continuing workforce development needs.

PREREQUISITES FOR POSITION (Qualification Standards):

I.
Education or training: High school diploma or GED required.  Bachelor's degree in Education, Business, Human Resource, Management, Healthcare, Hospitality Management, or related field preferred.
2.
Years of experience in field:  Three years experience in administrative leadership positions at educational institutions or in community relations preferred.  

3.
Special skills or abilities related to position: Demonstrates sales and customer service skills.  Ability to communicate effectively both verbally and in writing.  Proficient in organizing and managing multiple projects and activities.  Ability to develop, implement and evaluate programs and projects.  Ability to initiate and follow through on projects with minimal supervision.    Proficient in Microsoft® Office applications.  Excellent written, oral electronic communication and people skills.
Must have Florida driver license and travel throughout tri-county service area.
ESSENTIAL JOB FUNCTIONS:
1.
Conduct sales calls and requests to convert inquiries to new business clients or students.
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ESSENTIAL JOB FUNCTIONS: (Continued):

2.
Assist in recruiting and selecting instructors, documenting eligibility of instructor to teach specific courses, preparing hiring documentation, reviewing policies and procedures with new instructors and assuring instructor payrolls are submitted.

3.
Monitor and evaluate classes or seminars to ascertain effectiveness of instruction.
4
Oversee training and special events calendar to assure all room arrangements, training handouts, supplies, equipment, and refreshments are available for scheduled activities.
5.
Track evaluations and client feedback to assure outstanding customer service and implement improvements where necessary.

6
Oversee maintenance of existing databases including instructor directory, business contact lists, and course catalog and curriculum files. 
7.
Assure all necessary training records are maintained to meet college requirements.
8.
Coordinates the development of marketing materials and facilitates distributions. 
9.
Maintain strong and positive working relations with internal departments and external agencies and organizations, providing support to the CF Institute and its students.
10.  
Work with vendors who provide online classes. 
11. 
Assist in course, seminar or program development and in monitoring classes or seminars.
12.
Other duties as assigned.

(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS:
· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).

· Ability to communicate both orally and in writing.

ENVIRONMENTAL CONDITIONS:

Travel in service area may be required.
(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)

PRIMARY LOCATION OF JOB:
College of Central Florida, Ocala campus
SUPERVISOR OF POSITION:

Director CF Institute 
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