JOB ANNOUNCEMENT

The Oklahoma Department of Commerce is accepting applications for the position described below.  Applicants should apply in writing to:  Oklahoma Department of Commerce, Human Resources J-475, P.O. Box 26980, Oklahoma City, OK  73126-0980 or via email: Christina_Hamilton@odoc.state.ok.us. Deadline is October 2, 2006 by 5:00 PM. 
Anyone interested in being considered must submit a resume, cover letter and a list of reference sources to Human Resources.

POSITION:
Training and Outreach Specialist III

DIVISION:



Main Street Center

SUPERVISOR:


Linda Barnett
JOB LOCATION:


Oklahoma City

SALARY:



$31,065- $46,450
JOB NUMBER:


J-475
RESPONSIBILITIES:

· Develops, plans, promotes and monitors training programs to provide technical assistance, training, and resources.

· Assists local program manager on-site, in developing and training local communities to provide services in board/volunteer development, vision training, project manager training, resource team visits, year-end assessments, special trainings, and other site visits as deemed necessary.

· Assists local program manager or other division staff members when needed to provide training workshops in organization, design, promotion, economic restructuring and others.

· Markets educational services through presentations to local communities, workshops, and conferences.

· Monitors progress of communities through documentation to include reports, surveys, and collection of materials.

· Provides written summaries or reports on progress of training programs.

· Researches and provides information on community revitalization issues to towns and other customers as requested.

· Develops and facilitates the publication of marketing materials such as the quarterly newsletter, Main Street Week poster, and other promotional items.
· Extensive travel and overnight stays will be required.

KNOWLEDGE AND SKILLS:

Must possess excellent verbal skills for training, workshop presentations, and public presentations; and excellent writing skills for reports and articles. Must have organizational and management skills to work with volunteers and staff on a variety of issues.  Must have promotional and marketing skills. Must have ability to coordinate several projects simultaneously.

EDUCATION AND EXPERIENCE:

Completion of a bachelor’s degree with course work in business, marketing, historic preservation, design, management, public relations or other related disciplines; and three (3) years of professional experience in related areas.  Previous Main Street experience is a plus.
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