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Our company is growing rapidly and is searching for experienced candidates for
the position of program coordinator. We appreciate you taking the time to review
the list of qualifications and to apply for the position. If you don‘t fill all of the
qualifications, you may still be considered depending on your level of experience.

Responsibilities for program coordinator

e Implement the Telepsychiatry service in each nursing home

e Coordinates the flow of information within the program assuring that all
partners and stakeholders are kept well informed as demonstrated by
independently creating communications and disseminating data/info

e Coordinates and/or assists the Associate Dean of Students with Academic
Integrity support

» Provides administrative support for the University Hearing Board, including
coordination of room scheduling, catering, securing court reporter and
compilation of materials

e Supports the processing of Student Disciplinary cases including Red Tag and
Copyright violations

» Maintains disciplinary and other files

e Compiles and produces reports and data requests

e Supervises approximately five student employees and coordinates the
staffing schedule for the front desk

e Provides on-going training to student employees

o Makes decisions regarding hiring, evaluation, and termination of student
employees

Qualifications for program coordinator

¢ Participate in department meetings, training, and functions



Expert computer and software skills to include the use of word processing
and email the expert use of spreadsheets and electronic presentations
Successfully managed very large and complex programs

Possesses strong team building skills & flexibility in dealing with different
personalities & working styles, ability to respect differences in opinion while
pursuing to achieve overall goals

Capable of developing fact based solutions for ambiguous situations & skilled
in solving large problems under pressure, with minimal support



