JOB DESCRIPTION
TITLE 

CEO/Director of Contract Training

The CEO/Director of Contract Training manages the business affairs of a Contract Training Unit. They are responsible for managing strategic and tactical planning; managing staff and staff development; managing the Unit’s high-level operations, including marketing analysis. The CEO is also the community and the campus’ interface with the unit, being both the Unit’s high level advocate and the conveyor of relevant community and campus news to Unit staff. In brief, the CEO/Director is guides to the Unit to success at every level of continuous performance improvement as the Unit strives to be self-sustaining and to create growing revenues and participation for itself and learning opportunities for clients. 

POSITION RESPONSIBILITIES 

Responsible for 


- leading CT Unit


- developing “high dollar” opportunities for sales staff  


- high-level marketing analysis


- high-level operations


- strategic and tactical planning


- developing staff


- interface with community business leaders


- interface with campus (or other organizational, if not a campus) leaders


- managing sales staff, or sales managers


- ensuring data collection is done, is timely and is suitable for analysis


- managing the Unit’s data collection and analysis and reporting systems


- ensuring sustainability of the Unit 

JOB COMPETENCIES
· Identifying new product, market segment and/or delivery method opportunities 

· Marketing leader by utilizing one-year market plan and setting marketing/promotion direction at high level 

· Staff management and development 

· Staff evaluation and reporting of staff individual development plans and outcomes

· Overseeing the finances, management and operations of the program 

· Communicating with the rest of the institution and advisory councils 

· Internal marketing to raise awareness of mission, vision, values and USP, as well as the progress in these areas to Unit staff and especially to the institution of which the unit is a part, as well as to the community at large

· Focusing program on mission, vision, value statements, Unique Selling Proposition (USP) and brand  

· Managing the plan for the use of technology as a tool for performance improvement in the Unit

· Continuous change management and transition (people in change) management


· Developing customer service ethic and method, both internal and external

· Leading by example of exemplary service and professionalism

SUPERVISOR Institution’s President  

BACKGROUND/EXPERIENCE
Required: Staff management, marketing, finances/budgeting and programming, sales, education/training/workforce development, basic technology related to sales and management, leadership

Desired: Environmental scanning, market research, analyzing competition, customer service, all aspects of evaluation and needs assessment, business management and training 

OUTCOMES/ANNUAL GOALS
· Net: 10-20%

· Customer Service: 4+ out of 5 

· Contract Program Quality: 4+ out of 5 

· Repeat Rate: 50%+

· New Products: 20% 

· New Direction: 1 per year (product, audience or deliver method)

· Staff Training: 3 new skills per staff person in areas defined as relevant to accomplishment of the Unit’s annual goals

· A comprehensive plan to collect, measure, analyze relevant data 

EVALUATION 3 months after completion of fiscal year, the following is reviewed – 

· Financial Statement 

· Customer Surveys 

· 360 degree review from sales and operations staff

· Staff Training Plans 

· Benchmark Report 

· New Direction Plan 

· Staff Evaluations       

· Environmental Scan

· Annual goals of the institution the Unit serves and how the Unit strategized to support those goals and the resulting success

· Plan for next steps 

