COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION 

JOB TITLE: 
Program Coordinator

PAY GRADE:
C-4









OVERTIME STATUS:
NON EXEMPT 

MAJOR RESPONSIBILITY:

With minimal supervision, provide program management and administrative assistance to the Grant Project Director.  Assisting in all phases of administering the 3 year National Science Foundation grant.  

PREREQUISITES FOR POSITION (Qualification Standards):

1.
Education or training:  Bachelor’s Degree required. 

2.
Years of experience in field:   Four years experience in teaching is required. Middle school teaching is preferred.  Minimum 3 years management experience that includes supervisory and training duties.  May be required to work a flexible schedule -- late afternoons or evenings, or weekends.

3. Special skills or abilities related to position: Knowledge of the Sunshine State Standards for Math and Science.  Experience with special populations of students-at-risk, diverse, etc.  Experience coordinating state and national grants related to math and science.  Ability to communicate both orally and in writing.  Ability to access, input, and retrieve information from a computer or other electronic device.

Ability to initiate and follow through on projects with minimal supervision.  
ESSENTIAL JOB FUNCTIONS:

1.
Carry out the scheduling of program activities.

2.  
Record and monitor all project activities

3.  
Prepare and coordinate schedules of all project personnel

4.  
Manage the logistics of on-campus and off-campus activity sites and equipment use

5.  
Coordinate the delivery of dissemination documents

6.  
Supervise the collection of evaluation data at the direction of the evaluator

7.   
Assist in preparation, printing and distribution of marketing materials.

8.  
Assist in preparing applications, marketing materials, and program reports.

(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)
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ESSENTIAL PHYSICAL SKILLS

· Acceptable eyesight (with or without correction)

· Acceptable hearing (with or without hearing aid)

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

· Light (up to 15 pounds) lifting

· Walking

· Standing

· Sifting

ENVIRONMENTAL CONDITIONS
· Works 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:
Associate Dean - Teacher Education
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