



 WALTERS STATE
    THE  GREAT  SMOKY  MOUNTAINS  COMMUNITY  COLLEGE
       A Tennessee Board of Regents College

P O S I T I O N   A N N O U N C E M E N T

   

                                          DATE POSTED: December 3, 2013
TITLE:  Director of Workforce Development Welding Education and Training 
REPORTING SENIOR: Assistant Dean of Continuing Education
JOB OBJECTIVES: To provide technical instruction, coordination, and support to the division of Community Education (CE) including sales calls to business and industry.  To design, develop and deliver continuing education classes and providing consulting services to customers at the Greeneville workforce development facility in order to maintain a self-sustaining program.
ESSENTIAL JOB FUNCTIONS:

A. Direct all aspects of non-credit student registration including course scheduling, instructors, books/materials, certificates of completion, data-entry of registrations of the welding facility.
B. Prepare all paperwork, documentation, files, and correspondence as required for AWS certification stamps.
C. Support the administration of the office through ongoing CE office processes.
D. Coordinate and process contracts consistent with external and internal requirements.
E. Support the assistant dean with the development, planning and scheduling of quality non-credit welding and manufacturing programs.
F.   Coordinate the preparation of marketing materials for non-credit welding programs and distribute to appropriate entities. 
G.   Recruit and coordinate with adjunct-contract instructors who can provide quality instruction for the programs.
H.   Support the assistant dean to generate and coordinate all revenue and expenses to provide self supporting programs. 
I.   Process invoices for payroll of contract instructors and vendors in a timely manner.
J.   Coordinate and assess effectiveness of each program and assess current and future technical curriculum demands.
K.   Coordinate use of facilities, equipment and instructional materials for continuing education programs at facility.
L.   Responsible for certificates of completion and records maintenance for participants including C.E.U.’s. & AWS stamps.
M.   Maintain positive relationships both within the institution and with community partners.
N.   Comply with all WSCC and TBR policies, rules and guidelines.  In addition, all TOSHA regulations and standards must be adhered to for the location and all programs offered.
O.   Perform other duties as assigned.
JOB STANDARDS:
A.  Bachelor's degree and/or AWS Certified Welding Inspector/Instructor (CWI) credentials with preference given to an individual holding a senior level credential.
B.  Minimum 10 years of experience in a manufacturing welding environment with multiple platforms (stick, mig, tig/heliarc).  

C.  Demonstrated ability in coordinating and providing instruction for welding training programs in a manufacturing environment  and/or higher education environment

D. Ability and appropriate knowledge/experience to write welding procedures and certification documents.
E. Demonstrated ability to initiate and integrate lean concepts into daily activities and processes in pursuit of continuous improvement.
F. Prior experience with technical troubleshooting and problem solving leading to program enhancements.

G. Ability to establish & maintain effective working relationships with business and industry customers, faculty and other employees.

H.  Demonstrated ability and experience with budgeting and procurement of supplies/equipment for welding shop.  
I. Ability to follow oral and written instructions and maintain confidentiality of information.

J. Computer skills and experience in using Microsoft Office (Word, Excel, Access, and PowerPoint) and AutoCad or other manufacturing software.

JOB LOCATION: The primary job location is the college’s workforce development advanced manufacturing facility in Greeneville, TN.  Office hours may vary based on class schedules and customized offerings..
EQUIPMENT: Primary assignment includes the operation of welding equipment, forklift, standard office equipment (telephone, computer equipment, copier, fax machine, and computer equipment.  
CRITICAL SKILLS/EXPERTISE: Ability to organize effectively and to maintain interpersonal relationships with others.  Ability to design and teach various levels of welding programs including customized contracts.  Ability to provide technical level troubleshooting for cost reduction and continuous improvement programs.
NON-ESSENTIAL FUNCTIONS: Marginal tasks performed include the moving and relocation of materials & supplies.
SALARY:  Negotiable, in accordance with the salary guide of the college and individual qualifications.

APPLICATIONS REVIEW DATE: 

APPOINTMENT DATE: 
EMPLOYMENT DOCUMENTS: Current federal law requires identification and eligibility verification at the time of employment.  Only U.S. citizens and aliens authorized to work in the United States may be employed.

REPLY TO: Assistant Vice President of Human Resources
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500 S. Davy Crockett Parkway





Morristown, TN  37813-6899





www.ws.edu
An Affirmative Action/Equal Opportunity Employer. 

 We comply with Title IX of the Education Amendments of 1972, the Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1990

