
Western Kentucky University

Position Description

Position Title: Cohort Programs Director
FLSA Category: Exempt
Date: May 2007
Salary Grade: 109
Purpose of Position 

The Cohort Programs Director is responsible for overseeing the University’s initiatives to provide customized educational opportunities to groups of students not currently being served by WKU.  

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.

· Works between WKU colleges and departments and businesses, industries, and organizations to identify outreach opportunities

· Coordinates DELO resources to facilitate and support academic units to meet outreach programming needs.
· Meeting with community, regional and national entities that may be interested in forming partnerships with Western Kentucky University and acting as a liaison in building partnerships between outreach and academic units.

· Developing and negotiating contractual education programs between DELO, WKU colleges/departments and business/industry/organizations.

· Management of WKU Dual Credit programming.

· Developing and overseeing projects including student recruitment and administration of admissions, registration, and billing processes.

· Communicating with internal and external constituencies.

· Hiring, training, monitoring, and evaluating work performance of cohort programs staff.

· Planning and reporting of the Office of Cohort Programs activities.

Secondary Job Functions

· Providing support as a team member for any DELO project as requested by the Dean and Assistant to the Dean for Program Development.
Minimum Training and Experience Required

Master’s Degree; significant experience in educational administration; experience in distance education and or continuing education; significant experience working with businesses and other organizations outside of postsecondary education; and liaison experience.
Knowledge and Skills Required
Effective written and oral communication skills; knowledge of Banner, TopNet, and Blackboard; knowledge of Microsoft Office.
Physical and Mental Abilities Required

Ability to plan, organize and direct the work of others; ability to establish and maintain effective working relationships; must have good interpersonal skills.
Organizational Relationships

Unknown.
Cohort Programs Director
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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