
COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:


PROFESSIONAL DEVELOPMENT COORDINATOR

PAY GRADE:


C-7
OVERTIME STATUS:

NON-EXEMPT

MAJOR RESPONSIBILITY:

Assist the Office of Professional Development Manager and the Teaching/Learning Institute Manager in coordinating professional development activities for CF faculty and staff  in the T/LC and campus wide on a year-around basis; provide technical assistance to staff and faculty on use of computer lab equipment and software applications; publish and advertise professional development workshops and calendars via print, voice mail, and email; coordinate publication and page layout for professional development materials, including Directions.  Supervise maintenance and upgrading of all software/hardware in the T/LC computer lab.

PREREQUISITES FOR POSITION (Qualification Standards):

1.  
Education or Training:  Associate’s degree or above preferred.  

2.  
Years of experience in field:  Four years’ experience or equivalent background in computer applications, office management, and special events/conference planning preferred.
3.  
Special skills or abilities related to position:  Skilled in human relations, communications and organization; should be self-directing, requiring minimal supervision.  Excellent command of language, grammar, spelling and punctuation.  Proficient in word processing, spreadsheet, database, and publication applications.  Able to provide technical assistance to staff and faculty regarding computer equipment, including projection units, scanners, CD burners, and digital cameras.  Ability to establish and maintain effective working relationships with faculty and staff.  Able to supervise student assistants and/or office/computer lab staff.
ESSENTIAL JOB FUNCTIONS:

1.  
Assist in setting up and monitoring professional development workshops and events.
2.  
Assist faculty and staff in preparing materials in the T/LC lab. Provide technical assistance on equipment and software applications.
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ESSENTIAL JOB FUNCTIONS (Continued):

3.  
Prepare layout for publication of professional development materials, including Directions.

4.  
Coordinate and publish professional development calendars (print and email) for all employee groups.

5.  
Publicize professional development workshops via print materials, voice mail and email.

6.  
Function as lead worker over student assistant(s) and office/computer lab staff.

7.  
Coordinate room reservations and food requests for all professional development activities.

8.  
Coordinate the update of Teaching/Learning Institute and Office of Professional Development web sites.

9.  
Supervise maintenance and upgrading of all software/hardware in the computer lab. 

10. 
Monitor check out/check in of T/LC equipment to faculty and staff. 

11. 
May occasionally be required to work a flexible schedule—early mornings, evenings or Saturdays. 

(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 keyboard for an extended period of time.

· 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.

· Ability to lift and carry equipment and supplies.

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, in an office designated at 





time of vacancy announcement

SUPERVISOR OF POSITION:  
Manager, Professional Development/Service Learning






