POSITION DESCRIPTION

Administrative Personnel

Position Title:
Director of Workforce Development

Organizational Unit:
    Reports to:





   Revision Date:
Technical Division
    Vice President for Career & Technical Education
   January 2024
I. Nature and Scope
The Director of Workforce Development works closely with the Vice President for Career & Technical Education to provide career and technical education that meets local, regional, and business and industry demand. The Director will be responsible for evaluating occupation and industry demand, seeking external grant funding opportunities, and overseeing the design, approval, and implementation of training courses, programs, and customized training opportunities for local business and industry partners, and the communities in the service area.  This position will assist the Vice President in the operation of federal education grants, including the Carl D. Perkins Vocational and Technical Education Grant, and serves as a technical education liaison for the College.  

II. 
Functional Responsibilities

A. Manage the research and development of new career and technical education
programs and/or expand current programming based on demand.
B. Identify and research additional funding sources and grant opportunities for the institution to expand and improve programming and services.
C. Prepare grants to the specifications for submission, and assist in the management/reporting of such grants.
D. Assist with development and implementation of the Career and Technical Education Advisory Committees.

E. Create and foster relationships with local business and industry partners to ensure industry needs are being met through current programming, proposed programming, or customized training opportunities.
F. Participate in the development of distant learning courses in the career and technical education programs.

G. Assist in the organization and production of the institutional catalog, program brochures, class flyers, and marketing materials.
H. Participate in local/regional workforce development committees/groups, and attend webinars/conferences related to workforce development/career and technical education.

I. Assist in planning, coordinating and implementing workforce development efforts for the College, to include Tech Days/recruiting/career fair events.  
J. Act as a liaison to connect business/industry partners and students to employment opportunities.
K. Assist in the technical division instructional budgets process as directed.

L. Assist in the development of technical articulation agreements with other institutions.

M. Assist in the development and implementation of the institutional assessment plan as required for Higher Learning Commission (HLC) Accreditation which includes but is not limited to Technical Assessment, and Program Review.

N. Assist in the collection of institutional data as needed for compliance with state and federal reporting.
I. Assist in graduate/former student follow-up as required for state and federal reporting.

I. Attend and participate in commencement exercises in academic attire.

I. Serve on college committees as appointed and attend division meetings.

O. Actively participate in college and community activities.
P. Meet attendance expectations as required for this position.
Q. Complete other duties as assigned.

II. Supervises the Following Staff

N/A
IV. 
Required Knowledge, Skills, and Personal Qualifications

A.
Excellent communication skills both oral and written.

B.
An understanding of the mission and role of the comprehensive community college.

C.
Ability to stimulate motivation, confidence, and enthusiasm in faculty and staff.

D.
Ability to establish an effective rapport with a cross-section of institutional staff with varying personalities and backgrounds.

E.
Ability to inspire and promote sound moral and ethical values.

F.
Superior organizational skills and ability to prioritize.

G.
Commitment to the importance and use of technology in the learning environment.

H.
Ability to manage multiple projects simultaneously with attention to detail, timelines and deadlines.
I.
Ability to follow established policies and work independently.

J.
Trustworthiness.
V. Preferred Experience

II. A minimum of two years experience working in a community college or education system.

II. Experience in the development, implementation, and evaluation of programs.
II. Experience in the research, development, and implementation of federal or state grants.
VII. 
Required Educational Background
A Master’s Degree is preferred.  A Bachelor’s Degree is required from a regionally accredited institution of higher learning recognized by the US Department of Education.

EQUAL OPPORTUNITY EMPLOYMENT AND NONDISCRIMINATION

The College shall be an equal opportunity employer and shall not discriminate in its employment practices and policies with respect to compensation, terms, conditions, or privileges of employment because of such individual’s race, color, religion, sex, age, disability, or national origin.  Applicants requiring reasonable accommodation to the application and/or interview process should notify the Human Resources Department. 
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