



NATIONAL ASSOCIATION OF REALTORS®
Job Description
Job Title: Education Director




Department:


Status:
FLSA Status: (do not complete)
Reports to: (position title) 
Revision Date: 

Number of Direct Reports:
Disclaimer: Please note that this sample job description is for consideration and reference only, with the hope that it is a helpful resource.  It is not policy, and there is no requirement to use this sample.  It is not intended to represent the best, or the only job description for this position.  The needs and interests of each association vary, therefore, an association must craft and tailor the job description that is most suitable and appropriate for the association’s needs and interests.  
POSITION SUMMARY:
Under the direction of the (specify position) and in accordance with the association’s policies and procedures, the Director of Education is responsible for executive leadership, vision and strategic planning and the departmental operation for the Education/ Professional Development Department.
ESSENTIAL FUNCTIONS:
· Coordinate, plan and implement all continuing education seminars and workshops for the association pursuant to the applicable regulations, 

· Develops and oversees professional development marketing plan including but not limited to; scheduling and finalization of course offerings for input into database, curriculum summary draft to submission to appropriate department for placement on the website, and classroom reservations.
· Ensure courses are appropriately instructor staffed; establish back up instructor list and identify alternate instructors in cases of emergency.

· Hire instructors for license programs.
· Stay abreast and demonstrate knowledge of all aspects of regulations which impact education programs.

· Conduct, analyze and compute evaluation techniques and tools for all license and continuing education programs.  Conduct regular feedback sessions with instructors to improve student experience(s).

· Coordinate, plan and implement all professional development seminars, workshops and events for the association.

· Coordinate, plan and implement all professional development web based seminars, workshops and events for the association.

· Evaluate all instructors and trainers for the professional development seminars, workshops and events within the associations.

· Develop and execute instructor training sessions.

· Ensures that the association offers, promotes, or provides at least one professional development opportunity for members, annually in compliance with the NAR’s Core Standards 
· Identify authors for curriculum development. Oversee the curriculum writing process, negotiate compensation, and negotiate ownership or adoption of new curriculum. 

· Determine appropriateness of CE credit for new curriculum. When appropriate oversee the submittal and approval process. 
· Oversee submission of CE credits
· Oversee compliance for the real estate commission or agency

QUALIFICATIONS:
· A bachelor’s degree is required; a master’s degree is preferred 

· Minimum ten years’ experience in educational programming, meeting planning, and conference management

· Minimum five years of management and supervisory experience, with a demonstrated ability to achieve success through their direct reports

· Track record of utilizing best practices in educational programming and meetings, including: learning experience design, contract negotiation, exhibitor and sponsor solicitation and management, budget analysis and management, and practical application of innovative meeting design concepts

· Demonstrated ability to establish policies and procedures, develop priorities, and identify resources

· Project management expertise or certification highly desirable

WORK ENVIRONMENT AND PHYSICAL DEMANDS:
1. Ability to walk, stand, and sit (including on the floor) for long periods of time.

2. Must be able to lift and carry supplies weighing up to 20 pounds.

3. Ability to stand or sit while maintaining alertness for several hours at a time.

4. Position may require bending, leaning, kneeling, and walking.

5. Ability to speak concisely and effectively communicate.

6. Visual and auditory ability to respond to critical situations and physical ability to act swiftly in an emergency

7. Ability to view/enter data for long periods of time.


