POSITION DESCRIPTION

UNIVERSITY OUTREACH AND EXTENSION

UNIVERSITY OF MISSOURI‑LINCOLN UNIVERSITY

Title: County Program Director

Purpose and Scope:

The County Program Director position was established to collaborate with county extension councils, extension staff, regional directors and other University personnel to provide direction and leadership for University Outreach and Extension programs in the county.  The positions in each of the 114 Missouri counties have a dual responsibility of local leadership and subject matter programming. This position description only covers County Program Director responsibilities.

County Program Director functions as an extension education leader sharing a common vision of University Outreach and Extension.  The primary role is to enable extension staff, council members and local citizens to attain their potential as individuals and as group members.  The County Program Director should be a catalyst for new ideas throughout the organization.

County Program Director: 

· Enables extension staff ease of access and opportunity to successfully create and deliver extension programs and services to the public; 

· Serves as leaders in the adult education process, initiating or assisting in identifying local needs and prioritizing those needs, locating the required resources and assisting extension staff in program delivery, evaluation and reporting; 

· Serves as spokespersons for University Outreach and Extension and as liaison with other agencies and organizations; 

· Fosters a positive environment of continuous improvement, where creativity is rewarded, risk-taking is allowed and fairness is always exercised.

County Program Directors shall enable county extension councils to influence a local agenda for extension efforts.  They shall encourage local councils to constantly watch and listen for issues to be addressed by University Outreach and Extension and to suggest innovative ways to approach those issues.  County Program Directors shall invest in extension councils as a training ground for future community-wide leaders.

The CPD roles as extension educators are also shared responsibility with all regional specialists.

Major Duties
The duties of County Program Directors can be divided into three areas: programming, resource management, and extension council relations. The Regional Director and the County Program Director will establish the amount of time devoted to this role.

A.
Programming: Provide leadership in the development of a county plan of work, including needs assessment, planning, implementing and evaluating extension programs - involving staff, clientele, extension councils, advisory committees, community agencies and organizations, and other citizens.  The county program director will:

1. Provide leadership to plan and conduct needs assessments to serve as a basis for developing county extension program plans to reflect the needs of all sectors of the county population.


2. Be knowledgeable about extension programs in the county and serve as a contact person for programs that have not been assigned to other staff and arrange liaison for programs sponsored by any of the five campuses operating in the county.


3. Provide input for regional and statewide program development. 


4. Monitor programs for implementation of the county plan of work.


5. Provide leadership for the development and implementation of the county extension marketing and public information plan.

B.
Resource Management: Represent the University of Missouri/Lincoln University to county extension councils, county governments and other agencies in determining fiscal needs and securing and managing resources to carry out county extension programs.  The county program director will:

1. Assist county extension councils in the development of an annual budget, administration of county funds, and completion of an annual audit.


2. Assist county extension councils in equipping and maintaining efficient extension centers.


3. Assist county extension councils in identify and developing new funding resources including gifts and endowments.


4. Implement county extension council delegated responsibility for personnel management of support staff including day-to-day supervision of council paid support staff.

C.
County Extension Council Relations: Work in partnership with county extension councils to develop and implement county program plan and administer county resources.  The county program director will:

1. Assist county extension council in conducting elections in a manner, which is conducive to achieving membership representative of the county population.

2. Assist in the development and implementation of training of the county extension council so that it carries out its legal, fiscal and programming responsibilities as noted above.

3. Implement county extension council delegated responsibility for personnel management of support staff including day-to-day supervision of council paid support staff.

4. Develop and maintain positive working relationship and communications with the County Extension Council members, Extension sponsored groups, County Commissioners, advisory groups, and community leaders.


Accountability:  The County Program Director is accountable to the Regional Director.
Qualifications:

A. Masters degree is required. University Outreach and Extension Specialist in good standing. Three years successful professional field extension or related professional experience.

B. Ability to work with people, to design and conduct educational programs.  Demonstrated ability to teach and an understanding of adult educational principles is essential.


C. Ability to work with colleagues in a multi-disciplinary, issue-based approach to program design and delivery.  Ability to develop coalitions and foster teamwork internally among staff, and externally among other individuals/organizations.


D. Demonstrated experience and willingness to work with diverse audiences is desired.  The specialist should have the creativity to design, implement and evaluate innovative programs.


E. The County Program Director should have the ability to understand, synthesize and communicate relevant research findings to various audiences, and the ability to work with a minimum of supervision in an unstructured setting.  


F. Ability to effectively use information technology including knowledge and skills in Windows based computer applications such as word processing, spreadsheets, electronic mail, presentations, and the World Wide Web.
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