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Title Broad 
Band Summary  Duties Scope Education/ 

Experience 
Knowledge, Skills,  

 And Abilities 
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Manage one or 
more special 
programs or an 
aspect of a large 
program.  Coor-
dinate the daily 
activities, staff 
functions and 
budget issues.  
Hire and train 
staff as needed.   

 
 Plan and coordinate daily activities of a program. 
 Manage budget, to include tracking expenditures 

and preparing program reports on current fin-
ances.  

 Prepare program and/or grant reports and pro-
posals. 

 Manage student/faculty course materials acquisi-
tion. 

 Implement policies and procedures. 
 Plan, write, design marketing plan. 
 Recruit student workers. 
 Recruit seminar instructors and faculty. 
 Represent the program on committees, at meet-

ings and at functions. 
 May review and/or develop course curriculum. 
 Oversee scheduling and general administrative 

oversight of program seminars. 
 Monitor and review participant feedback of in-

structors to ensure quality instruction. 
 Advise and counsel students. 
 

 
Work indepen-
dently 
and as a team 
member.  May 
work under a 
Program Direc-
tor, Associate 
Dean or Dean.  

 
Equivalent to 
a Bachelor’s 
degree and 
four years 
experience in 
program 
administra-
tion / office 
manage-
ment. 

 
Knowledge of: Principles and prac-
tices of program administration in-
cluding goal setting, program devel-
opment, implementation, evaluation, 
and the management of employees; 
principles and practices of budget 
development and administration; 
computer applications related to the 
work; project management and 
marketing techniques; project man-
agement and analytical techniques;  
principles and techniques for making 
effective oral presentations. 
Skill in: Planning, organizing, admi-
nistering, coordinating, reviewing 
and evaluating a variety of programs 
and services; assisting in developing 
and implementing goals, objectives, 
policies, procedures, and work stan-
dards; developing and administering 
the departmental budget; preparing 
effective written informational and 
educational materials; using initia-
tive and independent judgment with-
in general policy guidelines; strong 
people skills to successfully interact 
with the public and persons from 
different socio backgrounds and cul-
tures.  
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Manage one or 
more special 
programs.  
Develop and 
implement 
program plans, 
scheduling and 
budgets.  
Identify and 
manage the 
development 
of new pro-
grams and   
monitor the 
performance of 
programs and 
recommend 
changes.  Hire 
and train staff 
as needed.  
Assist and ad-
vise executives 
on project in-
itiatives.   

 
 Develop and implement program work plans, 

scheduling and budgets.    
 Manage budget, to include tracking expenditures 

and preparing program reports on current fin-
ances.  

 Prepare program and/or grant reports and pro-
posals. 

 Manage student/faculty course materials acquisi-
tion. 

 Contribute to the development of policies and 
procedures. 

 Plan, write, design marketing plan. 
 Provide academic advising. 
 Identify and contract with competent seminar 

instructors and faculty. 
 Represent the program on committees, at meet-

ings and at functions (internal and external). 
 May review and/or develop course curriculum. 
 Oversee scheduling and general administrative 

oversight of program and/or seminars. 
 Monitor and review participant feedback of in-

structors to ensure quality instruction. 
 Create and build project relationships. 
 

 
Work indepen-
dently and as 
team member.  
May work un-
der a Program 
Director, VP, 
Associate Dean 
or Dean.  

 
Equivalent to 
a Bachelor’s 
degree and 
five years of 
experience in 
program 
administra-
tion / office 
manage-
ment. 

Knowledge of: Principles and prac-
tices of program administration in-
cluding goal setting, program devel-
opment, implementation, evaluation, 
and the management of employees; 
issues, trends and needs of higher 
education programs; principles and 
practices of budget development and 
administration; computer applica-
tions related to the work; project 
management and marketing tech-
niques; project management and 
analytical techniques; principles and 
techniques for making effective oral 
presentations. 
Skill in: Planning, organizing, admi-
nistering, coordinating, reviewing 
and evaluating a variety of programs 
and services; assisting in developing 
and implementing goals, objectives, 
policies, procedures, and work stan-
dards; assessing needs and develop-
ing internal resources or utilizing 
external resources to meet these 
needs; diagnose and resolve organi-
zational issues; developing and ad-
ministering the departmental budg-
et; preparing effective written infor-
mational and educational materials; 
using initiative and independent 
judgment within general policy 
guidelines; strong people skills to 
successfully interact with the public 
and persons from different socio 
backgrounds and cultures.  
  
 

 
 


