
Western Kentucky University

Position Description

Position Title: Continuing Education Program Director
FLSA Category: Exempt
Date: May 2007
Salary Grade: 109
Purpose of Position 

The Continuing Education Program Director is responsible for coordinating the continuing education and adult education courses for WKU.  The Program Director provides leadership and supervision for staff and represents WKU with related organizations across the state.
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.

· Develop new continuing education programs and maintain the existing programs to meet the needs of Western Kentucky University and the community.
Secondary Job Functions

· Coordinates the activities of instructors and program assistants.

· Coordinates WKU Elderhostel activities.

· Creates a marketing plan for the programs.

· Manages the Continuing education budget.

· Participates in DELI committees and activities as needed.

· Works with faculty and community members to develop online classes and accessibility to online classrooms.

· Works with IT, admissions and registrars office to facilitate success of online classes.

· Works with faculty, departments, and DELO units to develop innovative courses to meet the needs of matriculated students and community members.

· Provides event planning services to faculty, departments, and community.

· Provides advisory services to departments for meeting Continuing Education Unit needs.

Minimum Training and Experience Required

Requires a four year college degree in education minimum, Master’s degree preferred; experience working with budgets, ability to operate word processing, database and desktop publishing software, ability to work with others and market programs.
Knowledge and Skills Required
Knowledge of work processing software, database software, and desktop publishing software; knowledge of budgets and marketing educational programs; and ability to communicate well verbally and in writing.
Physical and Mental Abilities Required

Ability to work extended periods at the computer, travel, and work evenings and weekend hours as necessary.
Organizational Relationships

Position reports directly to the Dean of the Division of extended Learning and Outreach.
Continuing Education Program 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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