
Office of Human Resources 

POSITION DESCRIPTION 

POSITION 

LOCATION 

REPORTS TO: 

GRADE 

Coordinator of Student Support  

All campuses (Primarily Lincoln) 

Executive Director of Workforce Development Operations 

CCRIPSA 10 

SUPERVISES: Part time and clerical support staff as necessary 

JOB SUMMARY:   
To coordinate the daily operations and support students in the areas of registration, records 
maintenance, scheduling, billing, and collections for CCRI’s Workforce Development division.  
Contribute to the efficient and effective operation of workforce development programs to 
support the mission of the division. 

DUTIES & RESPONSIBILITIES: 
Develop systems that are consistent with the mission of Workforce Development. Serve as the 
enrollment manager for the Division, responsible for, but not limited to, managing the credit and 
non-credit student enrollment process, issuance of non-credit transcripts, approval/awarding of 
CEU’s and evaluating, testing and implementing student system updates.  

Work in partnership with other College Departments (including but not limited to Enrollment 
Services, Bursar’s Office, Controller’s Office, and Information Technology) to ensure optimal 
service to all Workforce Development students and seamless coordination with internal 
departments. 

Oversee the division’s frontline operations ensuring the ability to respond to student inquiries in 
an efficient and effective manner. Design processes that help support effective and efficient 
management of the division’s operations. Provide excellent customer service to students, staff, 
visitors, business and industry customers and program partners.  

Implement strategies to ensure that Workforce Development staff is an efficient, proactive, 
customer-focused team, committed to results and continual quality improvement.  

Register students enrolling in Workforce Development open enrollment, contract and grant-
funded classes and programs. As necessary, assist students having course selection and/or 
scheduling problems.  

Manage and coordinate the continuous maintenance of all CWCE records and related 
computer reports for students and contracts.  Assist with development of ad hoc reports as 
directed. 

Review payment processing as well as other Workforce Development Office activities 



regarding receivables to assist with development of improved procedures and methods. 
 
Design and implement collection procedures and policies, to include, but not limited to, 
distribution of pre-collection notifications and reminders for the division. Together with the 
Bursar, refer unsuccessful collection problems to the College's collection agency and 
coordinate related activities between the agency and the division.  
 

Assist with the development of Workforce Development course and program schedules: build 
courses and associated fees into Banner, assign room locations, and arrange for necessary 
equipment and educational supplies.  

 
Provide information regarding students’ registration status, refunds, academic standing, 
withdrawals, and course/program content to other offices as needed.  

 
Responsible for the implementation of the admissions process for workforce development 
programs. Provide general advice to potential students regarding College policy, Workforce 
Development programs and financial aid alternatives. Evaluate credentials submitted by 
applicants for admission to the College and make recommendations regarding admissibility; 
assist students with course selection. 

 
Actively participate in information exchanges with representatives of other college 
departments (particularly OES, Bursar’s Office, Bookstore, and IT) to promote Workforce 
Development programs and activities.  

 
Contribute to the reevaluation and implementation of registration, scheduling and records 
procedures and policies for the Division.  
 
Train and supervise permanent and/or temporary staff; manage workload of support 
staff and coordinate other student-related operations.  Resolve problems that may 
arise at other Workforce Development registration locations regarding enrollment, 
scheduling and record keeping.  
 
Manage the cancellation process for Workforce Development classes based on set criteria; 
ensure that students and instructors are contacted in a timely manner; process reschedules and 
refunds as needed.  

 
Process teaching and non-teaching authorization forms as needed.  

 

Demonstrate a commitment to the philosophy and mission of a comprehensive community 

college. 

 
Work collaboratively in a diverse, inclusive and student-centered environment, and with 
students of various learning styles, cultures, identities, and life-experiences. 

 
Other related duties as assigned. 
 
 
LICENSES, TOOLS AND EQUIPMENT:  
Personal computer, typewriter, telephone, fax machine, copiers and calculators.  
 
 
ENVIRONMENTAL CONDITIONS:  
This position is not substantially exposed to adverse environmental conditions. 
 

 

QUALIFICATIONS: 



Bachelor’s Degree and at least 2 years of related field experience required; or Associate's 

degree at least 4 years of experience required; or a high school diploma or equivalency and at 

least 8 years of experience required.   

 

At least 1 year of hands-on student information systems experience working with the Banner 

and Argos required; experience with Accounts Receivable activities is preferred.   

 

Advanced experience using Microsoft Office suite is required.   

 

Experience coordinating day-to-day activities in a workforce development office required. 

 

Experience working in an institution of higher education preferred. 

 

Must possess strong organizational and interpersonal skills. 

 

Must be able to understand and maintain the confidentiality of all transactions.   

 

Ability to respond to employees, state agency personnel, students, employers, general callers, 

etc., in a polite, sensitive and competent manner is an absolute necessity. 

 

Willingness to work evenings and weekends as needed. 
 
 
CCRI is an Equal Opportunity / Affirmative Action Employer. 

CCRI recognizes that diversity and inclusivity are essential to creating a dynamic, positive and 

high-performing educational and work environment and to helping prepare our students for 

lifelong success. We welcome applicants who can contribute to the College’s commitment to 

excellence created by diversity and inclusivity.  

CCRI prohibits discrimination, including harassment and retaliation, on the basis of race, color, 

national or ethnic origin, gender, gender identity or expression, religion, disability, age, sexual 

orientation, genetic information, marital status, citizenship status or status as a protected 

veteran. Inquiries or complaints concerning discrimination shall be referred to the College’s 

Director of Institutional Equity & Title IX Coordinator, Elizabeth Canning, ecanning@ccri.edu. 

The Jeanne Clery Act requires institutions of higher education to disclose campus policy 

statements and crime statistics. Our annual report is available here: 

http://ccri.edu/campuspolice/pdfs/ANNUAL-SECURITY-REPORT-FINAL.pdf 
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