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MARSHALL UNIVERSITY 
JOB DESCRIPTION FORM

(Assessment Form)
Submit to Human Resources for Review 

Classification

Classification Type 

Classification Title 

Department/ORG 

Reports To (Position) 

Supervision Given To 
(Position/s) 

Position Details

Employee First Name 

Employee Last Name 

Employee ID 

Position Title 

Position Number 

Essential Job Functions 

Job Summary/Purpose 

Job Specific Duties 
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Qualifications 

Required Qualifications: 

Education   

Experience   

Preferred Qualifications: 

Education  

Experience  

Knowledge, Skills, and Abilities 

Knowledge, Skills and 
Abilities (Include 
Certifications) 

 
 
 
 
 
 
 
 
 

If this position has  
supervisory duties, list 
those you supervise 

 

Primary Level 
Supervisor 
 
 
 

 

Direct Subordinates 
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Physical Demands 

KEY 

N = Not Required 

R = Rarely(<2%) 

O = Occasional (3-33%) 

F = Frequent (34-66%) 

C = Constant (67-100%) 

 Physical Demands (The nature of physical effort leading to
physical fatigue)

Standing 

Walking 

Sitting 

Squatting 

Bending 

Pulling 

Pushing  

Lift/Carry  lbs. 

Signatures

I am submitting this job description assessment form for review by Human Resources.  I believe that the changes 
in my essential job functions are significant enough to warrant a classification review 

___________________________________________________________
Employee                                                                                         Date

I have reviewed this job description assessment form and discussed with the incumbent employee.  I am in full 
agreement that this document represents significant changes in the essential functions of the position, and we are 
requesting a review by Human Resources to determine the proper classification.

__________________________________________________________
Immediate Supervisor                                                                    Date

I have reviewed this job description assessment form with the incumbent’s immediate supervisor.  After discussion 
with the supervisor, I am in agreement that the changes in the essential functions of this position are significant 
and warrant a review by Human Resources to determine proper classification

__________________________________________________________ 
Second Level Supervisor                                                                Date

I have reviewed the information contained in this document, discussed this issue with the respective supervisors, 
and agree that the changes in the essential functions of this position are significant.  Therefore, we are requesting 
a review by Human Resources to ensure it is properly classified.

_________________________________________________________
Vice President                                                                                Date


	Classification Title: Director
	DepartmentORG: Continuing Education Center (9900)
	Reports To Position: Dean/Continuing Education (000565)
	Supervision Given To Positions: Staff Assistant (002057);  Education Technologist (002010)
	Employee First Name: Robert
	Employee Last Name: Smith
	Employee ID: 901000000
	Position Title: Director of Continuing Education
	Position Number: XXXXXX
	Job SummaryPurpose: Directs all continuing education operations at Marshall University, on- and off-campus.
	Job Specific Duties: Strategic Planning
· Provide input on strategic planning, goals, actions, assessment, and budgeting regarding undergraduate continuing education
· Develop strategies to enhance the overall quality of the undergraduate continuing education experience.
· Develop and implement student retention activities
· Develop a plan for access to student resources
· Work with Deans to manage the portfolio of programs and allocation of resources
· Develop effective internal policies, procedures and practices that result in high quality program delivery and student satisfaction.

Administration
· Develop and implement recruitment strategies
· Oversee site operations in the Warwick facility
· Develop and implement educational programs for students in collaboration with the Site Coordinator and Student Advisor
· Oversee faculty teaching assignments, course scheduling, locations, delivery methods (including hybrid and online learning), data reporting, and more
· Monitor course enrollments. Cancel classes and notify students, as necessary.

· Oversee and implement established policies and procedures.
· Receive updates from the Coordinator of Instructional Technology to monitor online classes and course development.
· Prepare reports and facilitate student paperwork for leave of absence and withdrawals, transfer credits, and updated plan of study.
· Process Drop/Add and Withdrawal Forms.
· Process and prepare File for Degree forms.
· Monitor students' progress, especially those who are conditionally accepted and/or on probation
· Deal with issues involving student progress including probation, dismissal, appeals, complaints, and more
· Notify students of probationary status.
· Support and advise matriculated students on registration issues.
· Resolve student problems/issues.
· Represent Continuing Education at University meetings
· Represent Continuing Education at community and professional events
· Advocate for students, faculty and staff in Continuing Education
· Maintain and update Continuing Education Catalog.
· Coordinate with Department Chairs to ensure academic integrity of programs, especially in regard to accreditation requirements.
· Provide support to Department Chairs as needed.
· Monitor effectiveness of office function including staff organization and physical work space. Recommend changes as needed.
· Use University reporting tools to make data-driven decisions

Marketing Communications
· Develop, implement and evaluate marketing plans and recruitment strategies in collaboration with the Director of Graduate Studies.
· Develop marketing strategies and maintain promotional budget for Continuing Education.
· Update University profiles on internal and external websites.

	Required Qualifications: 
	Education: Master’s degree in education field
	Experience: 3-5 years of related experience
	Preferred Qualifications: 
	Education_2: N/A
	Experience_2: N/A
	Knowledge Skills and Abilities Include Certifications: Must have demonstrated public relations skills with the ability to work effectively with faculty, students and a wide variety of administrative offices. Strong oral and written communication, interpersonal and organizational skills are required. Knowledge of MS Office software required. Excellent proven telephone skills required. Must be a self-starter and problem-solver. Must have the ability to work independently and as part of an office team.
	If this position has supervisory duties list those you supervise: 
	Primary Level Supervisor: 
	Direct Subordinates: 
	Standing: O
	Walking: R
	Sitting: C
	Squatting: O
	Bending: O
	Pulling: R             lbs. 1-10
	Cassification Type: [Non-Classified]
	Pushing: R             lbs. 1-10
	Lift Carry LBS: 1-10 
	Lift Carry: R


