
 
 
Phillips Community College of the University of Arkansas is seeking qualified applicants for the following position 
on the Helena-West Helena Campus, serving Phillips and Arkansas Counties.  This job posting is for a full-time, 12 
month provisional position. 

 
Workforce Training and Development Coordinator 

The Workforce Coordinator is responsible for planning, managing, and evaluating PCCUA’s credit and non-

credit workforce programming.  The position reports to the Vice Chancellor for Instruction and has the 

following responsibilities: 

 

Responsibilities:  
 Assists with the implementation and evaluation of business and industry training and workforce 

development courses, programing and activities.   

 Develops and implements courses and programs designed to meet the training and development needs of 

the PCCUA service areas. 

 Promotes programs and services using varied approaches including visiting businesses and attending 

Chamber and other important community functions in the PCC service areas. 

 Identifies feasible course offerings, selects textbooks or course materials, develops syllabi, conducts 

class visits, and evaluates outcomes. 

 Assists with coordination of training and instruction assignments, course schedules and course set up. 

 Promotes instructional approaches to foster student learning and effective teaching 

 Monitors effectiveness of instruction. 

 Maintains currency with local, state and federal guidelines. 

 Assists making sure there are marketing materials to publicize and market programs. 

 Establishes and/or grows partnerships with stakeholders within the College and within the community, 

especially as related to the workforce training and training development. 

 Collaborates with businesses, industry and college players (administrators, directors, faculty and staff) to 

develop and implement courses and programs to meet the training needs of local companies. 

 Develops and maintains relationships with state and county agencies. 

 Provides supervision and evaluation to part-time faculty and staff. 

 Assists in the instructional processes through appropriate planning, scheduling and ensuring adequacy of 

supplies, equipment and facilities. 

 Assists with grants and external funding opportunities for programs which promote workforce (ADTEC, 

UAWA).  These initiatives have reporting responsibilities.  

 Serve on College committees. 

 Attend College meetings and events. 

 Performs other duties that support the mission, vision, values and initiatives of PCCUA. 
 

Minimum Qualifications 

 Bachelor’s degree from an accredited institution in business, engineering, industry or a similar field  

 A minimum of 3 years of experience in business/industry setting with evidence of application of 

initiative and self-direction on the job (follow leads, take initiative) 

 Ability to maintain  documentation of business  and industry outreach and programming 

 Skill in the use of computers and commitment to using technology 

 Excellent written, verbal, and communication skills (Ability to work effectively with others) 

 Ability to provide leadership and anticipate needs and emerging trends 



 Understand the mission of the community college and its role in community and workforce 

development. 

 Demonstrated experience reflecting organizational competencies: 

-    Collaborating and facilitating 

-    Creating and innovating 

-    Anticipating and responding to change 

-    Providing vision and leadership 

-    Assessment of student learning 

-    Engagement and assessment of successful student retention models 

 

Preferred Qualifications  

 At least 3 years of experience in corporate training of some nature  

 Prior leadership experience at a community college 

 Prior experience in continuing education 
 
Review of applications will begin immediately and will continue until filled. To request an application, visit 
www.pccua.edu or email ejames@pccua.edu or call (870) 338-6474, extension 1271.   

PCCUA is an Equal Opportunity/Affirmative Action Employer 
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