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OSUTITLE CODE (FLSA STATUS): 6820 (EXEMPT)
CLASSIFICATIONTITLE (PAY RANGE): PROGRAM MANAGER (64)

Reportsto: Program Director or other designated official.

Function Statement:

To plan and manage a major continuing education/community service program, project or series.

Characteristic Duties: (These dutiesareillustrative only.) Incumbents may perform some or all of
these duties or other job-related duties as required.

Act as liaison to faculty and organizations inquiring about programs and interpret policies, procedures
and services.

Participate in establishing policies and implement them as they relate to programs.

Plan and supervise the scheduling of events in an assigned program.

Interview, hire, train and evaluate professiona and support staff.

Plan and manage the preparation of articles, proposals, reports and educational materials for publication.
Teach in selected programs.

Review and update program curricula.

Participate in research activities in the evaluation and selection of seminar topics, instructional materials,
and speakers.

Assist in preparing budgets and monitor expenses for programs.

Explore new areas of training needs and recommend new programs to meet these needs. plan and
supervise program evaluations and studies.

Evaluate and authorize payments for materials, facilities, staff and instructional faculty.

Develop and/or select training materials.

Supervision Exercised:

Functional and administrative supervision is exercised over professional and support staff.

This description isintended to indicate the kinds of tasks and level s of work that will be required of positions assigned to this
classification and shall not be held to exclude other related duties which are not mentioned.
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Qualifications: (Including license, if any.)

A Master’s degree in an appropriate field or equivalent combination of education and experience is
required. Experience in program planning and administration is required. Teaching experienceis
desirable.

This description isintended to indicate the kinds of tasks and level s of work that will be required of positions assigned to this
classification and shall not be held to exclude other related duties which are not mentioned.
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