COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:
EXECUTIVE Manager - CF InsTITUTE
PAY GRADE:
P-12
OVERTIME STATUS:
Exempt

MAJOR RESPONSIBILITY:

  Responsible for planning and managing customer car/sales support personnel and developing marketing and promotional materials and  services for CFI; manages and plans Plus 50 personnel, programs, and services.  Responsible for the development of monthly sales and financial reports for CFI and Plus 50 programs.  Serves as a backup for the Director and manages overall facilities and operational systems.
PREREQUISITES FOR POSITION (Qualification Standards):
1.
Education or training:  Bachelor’s degree required; Master’s degree preferred.  

2.
Years of Experience in field:  Five years of experience required, preferably in a college setting which may include one or more of the following:  teaching experience, course development, supervision, collaboration with community agencies, program development and marketing.

3.
Special skills or abilities related to position:  Knowledge of the goals and programs of the CF Institute. Knowledge of current techniques used in marketing and implementing successful courses/programs.  Exhibit a high level of communication and human relation’s skills that support a collaborative learning environment. Ability to establish and maintain effective courses and services to meet the needs of the community.  Ability to manage overall facility and operational systems for CF Institute.  Proven supervisory skills and attention to detail.

ESSENTIAL JOB FUNCTIONS:
1.
Manages CFI support, fiscal service staff and personnel for Plus 50 programs.

2.
Serve as back-up for the Director of the CF Institute.
3.
Plans and develops marketing and promotional activities and materials for CFI.

4.
Manages budget and plans margin and services for Plus 50 programs.
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ESSENTIAL JOB FUNCTIONS (Continued):

5. Acts as lead for CF Institute for managing facilities, registration and information systems.
6.   Participates in strategic planning for the CF Institute and Plus 50 programs.

7. Searches for and develops new courses needed for CFI and Plus 50 programs.
8. Plans and develops bi-annual schedule of programs and coordinates uploading into NTS.

9. Works closely with Information technology to plan, update and train staff on use of NTS system.

10. Responsible for developing monthly sales and financial reports.

11. Performs community relations and functions as liaison between the college community organizations and other educational providers.

12. Evaluates courses/programs, faculty and customer satisfaction on a regular basis.

13. Performs other related 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:

· Works inside in an office environment.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)
PRIMARY LOCATION OF JOB:  
Ocala Campus

SUPERVISOR OF POSITION:  
Director, CF Institute 
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