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Assistant Director
Updated:  03/03/2002
FLSA:  Exempt



Dept or Office:  Training Resource Center
Summary Description

The Assistant Director of the Training Resource Center will be responsible for the management of the center in the absence of the Director.  This includes serving as the liaison between the University and staff of the Cabinet for Families and Children, as well as other local human services related agencies. The Assistant Director will also serve as coordinator of services for the Foster and Adoptive Parent Support Network and will travel to each of the sixteen regions statewide providing services.
Responsibilities & Duties

· Supervision of office staff

· Management of Training Resource Center activities 

· Monitoring the 800-crisis support telephone line

· Alerting regional team leaders of local crises

· Advocating for foster and adoptive parents

· Assisting in statewide recruitment and retention plans

· Working with regions to identify team members who are representative of the community served

· Creation of forms necessary to achieve the reporting goals of the project

· Travel as necessary in each of the sixteen regions.

Requirements – Education and experience
· Coordinator must have computer skills, preferably Microsoft Office.  






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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