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District Director

Updated:  1/14/2014	FLSA:  Exempt
			Dept or Office: Small Business Development Center (SBDC)  

Summary Description
This is a full-time position dedicated to the Murray State University Arthur J. Bauernfeind College of Business Small Business Development Center (MSUSBDC). The MSUSBDC serves prospective and existing business clients located throughout the 24 counties of western Kentucky. The United States Small Business Administration (SBA), through the Kentucky Small Business Development Center (KSBDC) network and Murray State University fund the MSUSBDC. 
The District Director shall, under the administrative direction of the Dean of Murray State University Arthur J. Bauernfeind College of Business, be responsible for the development, promotion, and operation of the MSUSBDC in accordance with the policies and procedures of the KSBDC, the SBA, and Murray State University. 


Responsibilities & Duties
· Administer the operations of the program to meet SBDC program objectives and contractual requirements.
· Supervise and evaluate the full and part-time staff of the MSUSBDC including main and off-site centers
· Perform outreach to promote awareness of the programs services and to advance economic development and business entrepreneurship. 
· Advocate for Murray State University and for the Kentucky Small Business Development Center.
· Establish partnerships with chambers of commerce, economic development, appropriate community organizations, agencies, MSU academic units, federal agencies (DRA, ADD’s, USDA, etc), private individuals and firms to include, but not limited to, accountants, attorneys, bankers, insurance agents marketing firms, and business consultants.  
· Supervise the development, planning, scheduling, publicizing, delivery, and evaluation of training.
· Seek to develop funding to meet cash-match requirements to increase program income and to increase foundation contributions. 
· Implement client activity tracking systems and maintain records necessary for audit trails, program evaluation, and follow-up; prepare reports.
· Oversee budget development and expenditures.
· Provide one-on-one consulting when a staff or contract consultant is not available, particularly in the areas of business planning, management, and financial analysis.
· [bookmark: _GoBack]Seek continuing education in entrepreneurial and economic development skills.
· Learn and interpret laws, rules, and regulations as they apply to small business development.
· Coordinate activities for small business development over a broad urban, suburban, and rural locality.
· Work independently with little supervision.
· Give effective oral presentations in both public and private sectors.
· Write clearly and concisely.
· Knowledge of research and marketing techniques.
· Knowledge of financing and financial management techniques.
· Knowledge of laws affecting small businesses in Kentucky.
· Knowledge of program management and development.
· Knowledge of principles of effective supervision, evaluation, and training.
· Knowledge of grant management and federal/state audit procedures.
· Knowledge of effective use of the Internet.
· Perform related duties as assigned.

Requirements – Education and experience
· Baccalaureate degree in Business Administration, finance, or related field. Masters preferred.
· Five years of full-time professional experience in small business development or economic development programs; or program management and development and personnel supervision; or administration of grants/contracts, and business management, consultant experience, or a related field such as business, economics, management, or administration.
· Minimum five years of supervisory experience.
Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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