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*LIMITED PERIOD POSITION DESCRIPTION 

 

POSITION:  Coordinator – Outreach (TAACCCT III Grant) 
 
LOCATION:  Office of Vice President for Academic Affairs 

Initially the Warwick Campus; other campus locations may be required 

 

REPORTS TO: Vice President for Academic Affairs or designee 

 

GRADE:  PSA 10 

 

SCHEDULE:  Non-Standard; 35 hours per week 

Schedule may vary based on needs of grant 

 
JOB SUMMARY:  The Coordinator in the area of advanced manufacturing will promote the 
CCRI Advanced Manufacturing programs.  The position will focus on the marketing of programs, 
guiding students through the academic selection process, and assisting with job transition or 
furthering education.  The position will be required to develop strong relationships with local 
business and industry leaders to facilitate recruitment and potential student placement. 
increasing attainment of degrees, certificates and other industry recognized credentials  to 
better prepare the targeted population and other beneficiaries for high wage, high skill 
employment, and to  achieve competitive employment.    
   
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 Promote career development through articulation and professional interactions with 

business and industry 

 Focus on recruiting and retaining students in the CCRI Advanced Manufacturing Programs 

 Develop effective working relationships with employers and industry partners  to secure job 

referrals, job interviews, internship and community service placements in addition to other 

related support services 

 Attend recruiting events and present program information in one-on-one and small group 

situations to students  

 Assist with development of marketing materials for the Advanced Manufacturing programs 

 Coordinate student/employer interactions, ensure created job postings or openings align 

with and inform CCRI programming  

 Use strong relationship-building and communication skills with students and campus 

departments to work in collaboration with College staff, industry partners, workforce boards  

and other state and community organizations  

 Participate in Advanced Manufacturing advisory board activities 



 

 

 Work collaboratively with Grant Project Manager, stakeholders and partner agencies to for 

the purpose of building resources and expanding program functions 

 
 
 
LICENSES, TOOLS AND EQUIPMENT: 
Various office equipment which may include computers, typewriters, telephones, copy 
machines, calculators, fax machines, etc.  Must have access to and use of own transportation. 
 
 
ENVIRONMENTAL CONDITIONS: 
This position is not substantially exposed to adverse environmental conditions. 
 
 
QUALIFICATIONS: 

 Bachelor’s degree and three (3) years of related experience in adult education, social 

services, academic, training and development, or career counseling required.  Experience in 

advanced manufacturing with increasing levels of responsibility is desired.  Master’s 

preferred. 

 Demonstrated success in field of industry outreach required. 

 Understanding and acceptance of community college philosophy, practices and population. 

 An understanding of, and sensitivity to, the diverse academic, socioeconomic, cultural and 

ethnic backgrounds of community college students.  

 Strong ability to collaborate and coordinate activities with multiple stakeholders including, 

government, education, business and individuals to collaborate on employment programs. 

 Demonstrated leadership, strategic thinking and planning. 

 Strong multi-cultural, inter-personal skills. 

 Excellent public relations and decision making skills. 

 Ability to give effective presentations and write technical reports. 

 Knowledge and understanding of higher education and federal grant programs. 

 Effective organizational, oral and written communication skills. 

 Ability to maintain confidentiality in a diverse academic environment. 

 Proficient in Microsoft Office programs including Excel preferred. 

 
*This position is grant-funded and limited to 3/31/2017 with possibility of extension. 
 
 
CCRI is an Equal Opportunity / Diversity Employer. 
 
All requirements are subject to possible modification to reasonably accommodate individuals 
with disabilities.  Some requirements may exclude individuals who pose a direct threat or 
significant risk to the health and safety of themselves or other employees. 
 
This job description in no way states or implies that these are the only duties to be performed by 
the employee occupying the position.  Employees will be required to perform any other job-
related duties requested by their supervisor.                                             VPACADAFF502664.jd  3/2016 


