COLLEGE OF CENTRAL FLORIDA

JOB DESCRIPTION OUTLINE

JOB TITLE: COORDINATOR INSTRUCTIONAL MATERIALS & SCHEDULING
PAY GRADE: P-1
OVERTIME STATUS: NON-EXEMPT

MAJOR RESPONSIBILITY:

Coordinates the adoption of all instructor approved course textbooks and instructional
materials in conjunction with the college bookstore to ensure posting information meets
regulatory compliance. Working with academic leadership, generates, maintains and
publishes a college-wide course schedule for each semester. Work with academic
operations software.

At the College of Central Florida, our vision is “To be the first choice for quality higher
education in our community.” We aim to accomplish this by providing a caring and
exceptional learning environment that fosters the success of our students and community.
Candidates considering becoming part of the CF family must be able to embrace and
model this philosophy in their day-to-day responsibilities and demonstrate our standards:
professional, responsive, informative, dependable and engaged.

PREREQUISITES FOR POSITION (Qualification Standards):

1. Education or Training: Associate’s degree required OR extensive related work
experience.

2. Years of experience in field: Two years related work experience in an education-
related area required.

3. Special skills or abilities related to position: Proficient in written and oral
communication skills. Ability to provide detailed and accurate work while meeting
specific deadlines. Knowledge and effective use of college software systems. Ability
to make decisions in accordance with college rules, regulations and policies.
Represent the Division of Academic Affairs in a professional manner.

ESSENTIAL JOB FUNCTIONS:

J—

. Verify and maintain course textbook and instructional materials adoption records.

2. Maintain the college-wide textbook adoption shared drive for both current and
historical semester data.

3. Liaise with academic departments and the College bookstore to ensure accurate

and timely submissions.
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ESSENTIAL JOB FUNCTIONS (CONTINUED):

4. Retrieve and compile adoption reports for record-keeping and analysis.

5. Maintain semester records for hard copy adoption forms and any information related
to late exceptions for potential audit purposes.

6. Maintain semester spreadsheets detailing courses, section numbers, exception
information and any potential issues.

7. Provide training and support to faculty and staff regarding up-to-date textbook
adoption procedures and requirements.

8. Provide coordination and support, along with academic leadership, in the
development, work-flow and progress of college-wide semester course schedules.

9. Input master course schedule information in a timely basis to ensure schedule
availability by specified deadlines.

10. Serve as a resource and back-up when required for the Statewide Course
Numbering System (SCNS), Distance Learning LMS (Learning Management System)
and course and lab fees processes.

11. Be able to utilize academic operations software.

12. Willingness to work a flexible schedule when necessary.
(These essential job functions are not to be construed as a complete statement of all duties performed.)

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this jolbb. Reasonable
accommodation may be made to enable individuals with disabilities to perform the
essential functions.

» Acceptable eyesight (with or without correction)

» Acceptable hearing (with or without hearing aid)

» Ability to communicate both orally and in writing on a telephone and on a computer
for extended periods of time.

» Routinely requires sitting at a desk and viewing a display screen for extended periods
of fime

» Ability to access, input, and retfrieve information from a computer or other electronic
device

= Routinely requires moderate (up to 40 pounds) liffing and carrying

» Routinely requires walking, standing, sitting, kneeling, stooping, reaching up, twisting
and bending.

ENVIRONMENTAL CONDITIONS

= Works in an office environment
=  Works in felephone switch room

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)

PRIMARY LOCATION OF JOB: Ocala Campus

SUPERVISOR OF POSITION: Coordinator Curriculum Services
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