COLLEGE OF CENTRAL FLORIDA 

JOB DESCRIPTION

JOB TITLE:
CF INSTITUTE OFFICE COORDINATOR

PAY GRADE:
C-6

OVERTIME STATUS:
NON-EXEMPT

MAJOR RESPONSIBILITY:
Provide advanced administrative clerical work which includes serving as an aide to department administrators, and provides specialized departmental functions including facility scheduling and course schedule development.  Works with minimal supervision.

PREREQUISITES FOR POSITION (Qualification Standards):
1.
Education or training:  AS or AA Degree required.

2.
Years of experience in field:  Four years of clerical experience and advanced computer skills required. 

3.
Special skills or abilities related to position:  Outstanding customer service and interpersonal skills. Positive human relations’ skills.  Knowledge of Business English, spelling and punctuation.  Knowledge of office practices and procedures in class, scheduling. Knowledge of computer usage.  Skilled in setting up, entering, retrieving, and manipulating data in specialized databases. Advanced skills in the use Word, Excel and Access. Knowledge of fiscal and program reporting.  


Ability to assemble fiscal and planning reports.  Ability to organize support staff to meeting project needs and deadlines.  Ability to operate a computer in entering, retrieving, and manipulating data.  Ability to prepare documents and compose letters and take and transcribe minutes.  Ability to establish and maintain effective working relationships with employees, students and the general public. Skill in the use of data entry or word processing equipment.  Successful completion of a required skills test.

ESSENTIAL JOB FUNCTIONS:

1.
Provides direct support to departmental administrators.
2.
Assists with customers/student calls, registrations, and reception responsibilities in cooperation with customer care personnel.
3.
Maintains Facebook, Constant Contact, Guidelines Manual update, and Smart Catalog.
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ESSENTIAL JOB FUNCTIONS (Continued):

4.
Coordinate facility schedule for designated classroom and for overall CF Institute learning needs.

5.
Provide and maintain central files and audit trail for the department.

6.
Assist in scheduling appointments and coordinating meetings for the administrators.

7.
Serve as lead staff for departmental and related community meetings including preparation of agendas, minutes and meeting packets.

8.
Edit departmental marketing materials and prepare for marketing according to AP style.

9.
Record, track and file letters of agreement and contracts for processing of payment for outside clients.

10.
Coordinate travel arrangements for the director.

11.
May be required to work a flexible schedule.

12.    Coordinates the monitoring and ordering of CF Institute office supplies. 

13.    Responsible for inputting Request to Purchase and Request for Payment

         into Jenzabar; maintains requests.

14.
Coordinates College Activity Fund and the CF Institute Scholarship program.  

(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.

· Ability to type the prescribed words per minute accurately.

· Ability to access file cabinets for filing and retrieval of data.

· Ability to sit at a desk and view a display screen for extended periods of time.

· Ability to access, input and retrieve information from a computer.

ENVIRONMENTAL CONDITIONS:

· Works inside in an office environment.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)

PRIMARY LOCATION OF JOB:
Continuing Education Ocala Campus

SUPERVISOR OF POSITION:
Director - CF Institute
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