
FURMAN UNIVERSITY

Job Description

Title: Director of Osher Lifelong Learning Institute at Furman University  
 Date:     January, 2014
Job Summary:


The Director of the Osher Lifelong Learning Institute at Furman University (OLLI @ Furman) is responsible for collaborating with the Executive Director of Continuing Education, the OLLI Executive Council, as well as OLLI members, faculty, staff and volunteers in order to accomplish the strategic goals of the program, while also ensuring alignment with the vision, mission and expectations of Furman University. 
The Director provides leadership through the coordination and implementation of major program components, including curriculum development, faculty support, program volunteers, financial budget and endowment, marketing and communications, domestic and international travel, outreach efforts, facilities support, and social functions. The Director of OLLI @ Furman is also responsible for long-range planning and overall program success of OLLI @ Furman.
Job Duties:
1. Provides effective and innovative collaborative leadership for OLLI @ Furman, to include duties associated with the oversight and support of the OLLI Council, nine Standing Committees meetings, working with faculty and volunteers, special interests groups, staff support and development.

2. Collaborates and ensures open communications with other departments within Continuing Education on new ideas, sharing of resources, achieving divisional financial goals, and nurturing overall growth and teamwork.

3. Prepares routine reports upon request andannual reports and statement of goals consistent with long range strategic plans for OLLI.

4. Establishes and maintains a positive and productive relationship with OLLI members, the OLLI Council, the Executive Director of Continuing Eduction, and Furman University faculty and staff.

5. Prepares and administers the OLLI annual operating budget, five year financial forecasts, and the OLLI Endowment in cooperation with Academic Affairs, the Division of Continuing Education, and Financial Services; ensures that annual financial goals are achieved or exceeded.

6. Recruits OLLI faculty and volunteers from the Upstate community and Furman faculty to support the program and its goals.

7. Supervises OLLI course curriculum and registration through the Campus CE system. 

8. Assesses and evaluates individual courses and the overall program for quality consistent with Furman standards. 

9. Oversees content and layout of fall, winter and spring brochures each year and ensures timely distribution.

10. Provides leadership support for special programs and initiatives such as Straight Talk and Senior Leaders Greenville.

11. Promotes the OLLI program through various communications channels such as website, newsletters, presentations to outside groups and donors, professional conferences, program bulletins and brochures, other forms of communications.

12. Serves on various boards as a community service and to raise the visibility of OLLI. 
13. Provides guidance and direction to staff and reviews their work; and provides guidance and direction to volunteers. 
14. Completes performance review process with supervisor/employees to understand performance expectations and how they fit into the department and university goals.

15. Pursues professional development to keep pace with demands for services and information; including maintaining up to date information about the programs, department and university.
16. Performs other duties as assigned. The intent of this job classification description is to provide a representative summary of the types of duties and responsibilities that will be required of positions in this classification and shall not be construed as a declaration of the specific duties and responsibilities of any particular position.  Employees may be requested to perform job-related tasks other than those specifically present in this description.

Relationships:

· Daily and ongoing contact with members of OLLI staff, immediate supervisor, faculty, volunteers, and student workers to plan, coordinate, problem solve, present information, and make suggestions related to mutual goals.

· Frequent contact with OLLI Council, faculty, members, the general public, and other departments to exchange factual information and explanation of rules, regulations, practices or functions.

· Daily contact with members of Continuing Education and immediate supervisor to plan, coordinate, problem solve, present information, and make suggestions related to mutual goals.  

· Frequent contact with other Furman departments to exchange factual information, provide an explanation of rules, regulations, practices or functions and to develop new and viable programs.

Responsibility for Final Decisions:

· Direct supervision of employees,  student workers and  volunteers.

· Tasks involve multiple procedures with interrelated processes or steps.  Work involves choosing the appropriate option or procedure to follow and applying established rules and procedures.

· Tasks also involve interpretation of data and/or procedures to address problems or situations that are not clearly defined. Work involves non-routine/diverse work not defined by procedures.
· Review work to ensure compliance with procedures and deadlines.

Reports to the Executive Director of Continuing Education
Work is performed independently except where the interpretation of law, policy, rule, complex procedure or request for exception is required.

Minimum Qualifications
· Bachelor’s Degree.; 
· Five or more years  of experience in program planning and coordination, either through paid employment or significant volunteer activities.
· Experience in managing and supervising staff, students and volunteers.

· Exceptional leadership, teamwork, communication and human relations skills. 

· Ability to inspire others and  commitment to quality and success.

· Ability to lead, manage change, deal with conflict, and maintain confidentiality.

· Ability to work independently and a self-starter.
· Proactive and innovative problem solving skills, flexibility and adaptability.

· Excellent writing and presentation skills.

· History of community involvement with public relations skills.
Preferred Qualifications: 

· Master’s degree, preferably in adult education or higher education.

· College or university experience desired and experience in continuing education/OLLI is highly preferred.
Work Conditions:
· Work is performed under usual office conditions. 
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