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ECONOMIC DEVELOPMENT COORDINATOR

(FULL TIME)
MULTIPLE CAMPUS LOCATIONS
MINIMUM QUALIFICATIONS: 
Bachelor’s degree from an accredited college or university *and* two (2) years related work experience. 
Note * Experience may substitute for the degree on a year for year basis. 
RESPONSIBILITIES:  
· The Coordinator is responsible for the administration, development, and implementation of initiatives, supervision of employees, and management of the operating budget for an office/department/program; Prepares reports in requested format within requested time frame; Maintains up-to-date with policies, procedures, and state or federal laws that may impact department initiatives; Maintains excellent working relationships with and serves as a liaison to internal and external customers. 
· Coordination of Driver’s Education Program – registration, implementation of dates for classes, organizing and scheduling instructors, OCRA and GOHS system. Responsible for billing and processing credit cards, ensuring student packets are correct and scholarship codes are entered in the GOHS system.

· Knowledgeable of assigned program areas and gives updates to management on services, operations, and projects.

· Participates in meetings to ensure annual division benchmarks are met or exceeded.

· Participates in chamber events to network with business and industry for future business and revenue.

· Schedules visits with business and industry to keep them abreast of course offerings within the division and to monitor their training needs.
· Exercises fiscal prudence by monitoring expenditures and revenues to ensure that the division operates at sustainable levels.

· Maintains training materials and constructs student packets for various training topics.

· Maintains office supplies and orders for the division.

COMPETENCIES: 
Knowledge of personal best practices, rules, and testing needs; Ability to break larger tasks into manageable smaller tasks; Skill in the operation of computers and job-related software programs. Organizational skills; Project management skills; Oral and written communication skills; Leadership skills; Skill in interpersonal relations and in dealing with the public; Decision making and problem solving.
SALARY:  
This is a full-time position. Salary is commensurate with education and work experience. Benefits include paid state holidays, paid annual and sick leave and State of Georgia Flexible Benefits Program.
SPECIAL NOTES: 
Only those who are interviewed will be notified of the status of the position. Candidates must successfully complete a criminal background investigation and motor vehicle screening. 
The Technical College System of Georgia and its constituent Technical Colleges do not discriminate on the basis of race, color, creed, national or ethnic origin, sex, religion, disability, age, political affiliation or belief, genetic information, disabled veteran, veteran of the Vietnam Era, spouse of military member, or citizenship status (except in those special circumstances permitted or mandated by law). This nondiscrimination policy encompasses the operation of all technical college-administered programs, programs financed by the federal government including any Workforce Innovation and Opportunity Act (WIOA) Title I financed programs, educational programs and activities, including admissions, scholarships and loans, student life, and athletics. It also encompasses the recruitment and employment of personnel and contracting for goods and services.
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