


I1l.  Required Qualifications:

Education:

I Bachelor’s degree. Equivalent experience may be considered as substitute for the
complete degree; however, some college experience is required.

Licensure or certification:

! Valid Driver’s license.

Experience:

I Superior communication skills — ability to make presentations, communicate face
to face, via telephone, and in written forms with prospective students, current
students, staff, faculty and other constituencies in a professional and respectful
manner.

f Highly organized and detail orientated.

I Ability to interact with and develop strong relationships with a variety of
individuals, groups and institutions.

I Ability to maintain a positive and fresh approach and attitude.

' Commitment to confidentiality.

f Willingness to attend special events as needed (on and off campus) for
recruitment of new students or obtain continuing education.

. Computer proficiency is spreadsheets, word processing programs and occasional
basic design software, and the ability



accommodations may be made to enable individuals with disabilities to perform the
essential functions. The position requires a rapid pace, some days with long hours to
meet expectations, long distance driving to rural sites, and the ability to organize,
interpret, and utilize a large volume of information.

Physical demands: While performing the duties of this job, the employee is required to
ambulate (may be with use of assisted devices); sit, stand (or accommodate for standing);
use hands and vision for teaching; use office equipment such as computers; speak to
large and small groups of individuals for teaching; perform moderate telephone and
poly-com communication/usage; occasionally be required to lift and/or move up to 50
pounds; drive distances up to five hours or to fly on occasion to other campuses or
meeting.

Work environment: Office environment. Outside travel required 25% to 30% of time.
The noise level in the work environment is usually minimal, however the reception area
with frequent visitors, phone calls and discussions may be distracting.

This position is classified as a non-exempt position because it does not require that the
candidate/employee exercise independent judgement and discretion regarding matters
of significance.



as required by the College where growth of the institution or change in direction for the
institution may change the duties of my department or the need for the position.
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