
Position Description  
 
 
 
 
 
 
 
 
 

I. Job Summary:   
The Medical Education Specialist will assist in the daily operations of the Office of Medical 
Education at the MHSA-Carolinas campus.  The position will be responsible for compiling and 
formatting all classroom exams, administering, and grading exams, maintaining, and calculating 
grades, posting of all teaching materials, and administering class assessments.  The position will 
have significant interaction with both students and faculty.  An amicable, professional demeanor 
is essential.   
 

II. Job Duties:  
1. Compile and finalize format of all classroom exams. 
2. Assure that all classroom resources and electronics are in proper working order and monitor 



¶ Experience: Experience in higher education preferred, but not required. 
 
 
Skills required for this position:  

¶ Strong organizational skills are a must.  

¶ Ability to multitask and complete daily work with frequent interruptions 

¶ Excellent interpersonal and communication skills 

¶ Strong team player 

¶ Commitment to company values 

¶ Basic computer proficiency and ability to learn and master educational software such as 
Canvas, iClicker, TrueLearn, ExamSoft, Microsoft Office Suite and Zoom 

 



description or any other policy of VCOM shall be interpreted to be in conflict with or to 
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V. VCOM Core Values: The employee is expected to adhere to all VCOM policies.  As the 
environment is a professional college, VCOM faculty / staff are expected to dress and behave in 
a professional manner at work. VCOM faculty / staff are expected as VCOM employees, to be a 
person who obeys all laws and professional expectations of an upstanding citizen of the 
community.  VCOM expects all employees to maintain a positive attitude in all working 
relationships with all VCOM departments, employees, medical students, prospective medical 
students, interns, and residents and to treat all other engaged in the duties of the employment, 
with mutual respect. 
 

 
 


