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JOB DESCRIPTION 
 

Coordinator, Education 
 
Job Summary 
 
Under the direct supervision of the Senior Director, Education, the coordinator provides 
administrative and project support for the department.  In addition to working on special projects 
the coordinator is responsible for coordination of meetings and courses, speaker coordination and 
financial management, departmental customer support via email and phone. This position has 
high visibility with the membership and has significant interaction with participants and speakers 
and exemplifies the APIC staff core values:  agility, integrity, innovative leadership, stewardship, 
and teamwork.    
 
Essential Functions 
To perform this job successfully, an individual must be able to perform each essential duty 
and responsibility satisfactorily.  Reasonable accommodations may be made to enable 
individual with disabilities to perform the essential functions.  Other duties may be assigned to 
meet business needs. 
 
1. Provides customer service both internally and externally.  Responds to emails, voicemails, 

and department telephone inquiries. 
2. Establishes and maintains filing system for position-related duties. 
3. Coordinates slides/presentations, handout materials, speaker biographies, and program 

resource materials for all assigned courses and Annual Conference. 
4. Supports financial management of each course or offering by preparing honorarium check 

requests, providing and tracking returned expense reports, and tracking and reporting 
registration numbers.  

5. Sets up and participates in assigned committee conference calls and face-to-face meetings. 
Takes minutes, creates action tables, and coordinates action plans, processes, and/or projects.  

6. Maintains department-related pages on the APIC website. 
7. Responsible for administrative support for department personnel creating and maintaining 

policies and procedures 
8. Assists with other duties and special projects as assigned. 
 
 
Minimum Qualifications 
To perform this job successfully, an individual should possess the knowledge, skills, and 
abilities listed and meet the amount of education, training and/or work experience required. 
 

1. High school diploma with some college-level learning preferred 
2. 1-2 years of administrative experience, preferably in an association or non-profit setting 
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3. Excellent administrative and computer skills with proven ability to use iMIS database, MS Word, 
MS Excel, MS PowerPoint, and MS Access  to produce documents, spreadsheets, presentations 
and reports  

4. Excellent customer service, interpersonal, and communication skills; must be a team player and 
have the ability to manage a wide variety of work styles and personalities  

5. Ability to multitask between daily, mid-term, and long-term projects to guarantee all yearly goals 
are met 

6. Ability to effectively communicate with relevant staff on issues relating to customer service and 
achievement of departmental goals 

 
Working Conditions 
 
General office. 
 
Travel: Position may require some travel. 
 
 
 
 


