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Coordinator, Distance Learning and Special Academic Projects
Updated: 8/1/2011
FLSA:  Exempt



Dept or Office: Center for Continuing Education and Academic Outreach (CEAO)
Summary Description

Responsibilities & Duties

· Coordinate online revenue sharing module for Continuing Education.
· Market online certificate and degree programs. 

· Coordinate articulation agreements with community colleges for BIS programs (specifically work with the Applied Associate of Science and Art Degrees).

· Assist the marketing efforts of the different degree programs offered at the Extended Campuses. 

· Serve as an advisor to the Bachelor of Integrated Studies and Bachelor of Integrated Studies (Health Care Administration) students (including advising during application, change of major, and degree program and graduation application processes). 

· Instruct (if needed) BIS 399 Introductory Seminar online course each semester, this includes sharing extensive information and the curriculum and other important information regarding this program.

· Assist efforts (when needed) in facilitating transition ease for adult students returning to college.

· Recruit, advise and market the Bachelor of Integrated Studies Degree Programs in the MSU service region with specific emphasis on health care professionals.

· Assist the CEAO Office with conferences and workshops with summer programming as directed by the Dean.

· Other duties as assigned by the Dean of Continuing Education and Academic Outreach.

Requirements – Education and experience
· Bachelor’s degree in Marketing, Public Relations, Human Services, Communications, or related field required.
· Willingness to travel extensively and independently throughout the MSU 18-county service region of Western Kentucky is required.

· Must possess excellent communication and computer skills.


Preferred education and/or experience

· Master’s degree and related experience preferred.

· Experience in college student recruitment preferred.
Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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