Sample Job Description/Responsibilities

Building a strong administrative team is essential to the success of a continuing education (CE) program.  Organizations that make sure staff/volunteer members understand how their individual efforts contribute to achieving the overall shared vision, mission, and goals of a program experience a higher rate of success. 
To that end, every member of your CE team should have a written job description that contains a comprehensive list of duties and responsibilities. Knowing exactly what each person needs to do, and when, will contribute to a less-stressful environment and project a professional image to your attendees. In high-stress practices, team members often do not completely understand their responsibilities. 

Related PACE Standard:

I Administration: 

1.
Administration of the program must be consistent with:

a.
The goals of the program;

b.
The objectives of the planned activities.

2.
The program must be under the continuous guidance of an administrative authority and/or individual responsible for its quality, content, and ongoing content.

Expectations: 

The Academy of General Dentistry (AGD) Program Approval for Continuing Education (PACE) Council expects CE providers to develop individual job descriptions/responsibilities for each person in the organization who contributes to the administration of the CE program. These job descriptions or lists of responsibilities need only to relate to the CE program, although if the individual has other responsibilities in your organization, you can submit their full job description and highlight the CE program responsibilities. It also is acceptable to submit an administrative or procedure manual that explains the overall process you have developed when offering your programs.

Job descriptions/responsibilities do not need to be overly complicated. The simplest format is to list each job title in your organization and then list, in bulleted format, a brief description of that position’s duties as they relate to the CE program.  

Examples:

Job Title 1
· Initiates overall goals of organization

· Works with planning committee to select course objectives and instructor

· Reviews all bibliographies and handout materials to ensure that information is scientifically sound

· Ensures content is free of commercial bias and that any conflicts of interest are disclosed
· Manages all instructor and commercial-sponsorship contracts

· Selects appropriate training facility

· Supervises staff to ensure that timelines are met

· Ensures that PACE Standards are followed

Job Title 2

· Develops and distributes all publicity

· Posts course information on website

· Biannually issues needs assessment surveys to past participants

Job Title 3

· Oversees attendee registration
· Oversees on-site setup and check-in

· Ensures that course handouts are printed and distributed at each meeting

· Responsible for maintaining historical attendance records, copies of course outlines, evaluation results, etc.[image: image1][image: image2]
