COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION
JOB TITLE:
MANAGER – CONTINUING EDUCATION & CONFERENCE SERVICES – CITRUS
PAY GRADE:
P-11

OVERTIME STATUS:
EXEMPT


MAJOR RESPONSIBILITY:

To provide management and supervision of Continuing Education programs and conference services in Citrus County in concert with the college goals and community needs. 

PREREQUISITES FOR POSITION (Qualification Standards):
1.
Education or training: Bachelors’ degree required.  Masters’ degree preferred.

2.
Years of experience in field: Five or more years of supervisory experience in business or education environment preferred.  Experience in business management, community relations and conference services preferred.

3.
Special skills or abilities related to position: Positive human relation skills. Knowledge of college relations relating to the programs and courses offered by the college. Ability to establish and maintain effective working relationships with all college departments as well as the business community. Must be well organized, self-disciplined with good presentation skills. Ability to use personal computers and related software to prepare communication in a professional manner. Ability to supervise a staff of people and build a team to promote the workforce training, continuing education, and conference services in the community.  Sales, marketing, and benchmarking skills required to gage competition and promote competitive advantage of college programs and services.
ESSENTIAL JOB FUNCTIONS:

1. Plan, direct, implement and supervise classes and programs designed to meet the  continuing education and lifelong learning needs of the community.

2. Facilitate and coordinate all scheduling and planning of continuing education and conference services programs for Citrus County.

3. Supervise workforce training, continuing education, and conference services staff to ensure seamless service to customers.
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ESSENTIAL JOB FUNCTIONS (Continued):

4. Develop and maintain a continuing education and conference services customer base that allows for profitability of departmental operations in Citrus County.

5. Exercise sound judgment based on policies in negotiating sales contracts with potential customers.

6. Develop new program initiatives and recruit instructional personnel.
7. Work with the local Economic Development Council, Chamber of Commerce and Workforce Connection other business development organizations to make them aware of college services.

8. Assist with pursing available grant funding for local workforce training as appropriate.

9. Prepare reports and maintain operational records as necessary.

10. Serve on college committees as assigned.
11. Maintain constant liaison with community leaders and the professional personnel of community business and industry, governmental organizations, and health and family service related organizations or agencies.

12. Assist in budget planning and recommendations.

13. Work collaboratively with CF Corporate Training and Continuing Education and Conference Services staff at the Ocala Campus to maximize services and profitability of departmental operations in Citrus County.

14. Facilitate an evaluation process for all programs and activities.

(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 correction)
· Ability to communicate both orally and in writing
ENVIRONMENTAL CONDITIONS:

· Works inside in an office environment

PRIMARY LOCATION OF JOB: 
Citrus Campus

SUPERVISOR OF POSITION:  
Citrus Campus Vice President
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