
Western Kentucky University

Position Description

Position Title: Assistant Director of Programming
FLSA Category: Exempt
Date: May 2007
Salary Grade: 108
Purpose of Position 

 The Assistant Director of Programming is responsible for assisting in the administration of all job development and employer relations functions of the Center.
Primary Job Functions

The following duties are customary for this position, but are not to be construed as all-inclusive.  Duties may be added, deleted, and assigned based on management discretion and institutional needs.

· Oversees employer relations/development, diversity programming, and or public relations and promotion for the Center.
· Evaluates and provides recommendations for policies, procedures and office systems related to recruitment activities and career and employment counseling.
· Serves as liaison to at least one academic college providing advising to individuals and groups of students and alumni relative to career exploration, career planning, career preparation, and job location and development.
· Assists with in-service training programs for Center staff.
· Provides presentations to various student, alumni and employer groups.
Secondary Job Functions

· Assists with the Career/Job Fairs, as well as other Center activities as needed.
· Assists with strategic planning and program assessment as needed, and serves on various institutional committees.

Minimum Training and Experience Required

Master’s degree in counseling or related area, or the equivalent combination of education and experience, with two or more years of experience in higher education is required.  
Knowledge and Skills Required
Knowledge of and experience with all aspects of career counseling, assessment, and development; skilled in both individual and group counseling and presentation techniques; knowledge and experience related to the application of information technology to career services; excellent computer, problem-solving, written and verbal communication skills; knowledge of experiential education programming; and experience within the corporate sector is preferred.

Physical and Mental Abilities Required

Ability to collaborate with faculty, staff, students, employers and administrators to carry out mission, goals and services of the Center.
Organizational Relationships

Position reports to the Associate Director of Programming.

Assistant Director of Programming
Performance Expectations

The duties and responsibilities of this position must be performed in a competent manner following the highest standards of professionalism, integrity, accountability, responsibility, cooperation, and customer service. 
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