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Conducts needs assessments, determines probability of success of proposed programs,
and selects and develops programs in response to needs.

Supervises and distributes work to support staff and/or professional staff in order to
implement arrangements and insure compliance with stated schedules and commitments
of assigned programs.

Conducts and/or supervises on-site administration of programs, including registration and
problem solving..

Makes and/or supervises all necessary arrangements for programs including rooms,
special material or equipment and follows up on all details for coordination.

Performs necessary administrative duties such as correspondence and reports, including
summary reports of individual programs.

Analyzes enrollment trends and actively participates in long-range planning for future
program needs.

Administers and assists in development of instruments for evaluation of programs.
Evaluates effectiveness of programs and recommends improvements or changes.

May train, supervise and evaluate entry level professional staff.

May design and conduct programs which employ high technology telecommunications or
computers as delivery media.

Performs related duties as required.




