FFA PROGRAM ASSISTANT 

Position Description
JOB PURPOSE


Serve as the Program Assistant to the South Carolina FFA Executive Director.   The position will assist in the development and implementation of FFA activities throughout the state.

JOB FUNCTIONS:
Manage State FFA Officers:
Coordinate activities of the SC FFA Association State Officers to include monitoring travel, managing calendars, supervising on state and out-of-state trips and developing and conducting team building activities.
Conducting Leadership Activities: 

Assist in conducting FFA Association activities to include Greenhand conferences, Chapter development workshops, State Officer training and leadership camps
Conduct FFA Awards Program:
Assist the South Carolina FFA Executive Director in conducting all awards programs to include seeking applications, having applications judged, certifying applications and providing proper recognition for award winners.

Conduct the FFA Career Development Events:
Conduct all FFA Career Development Events for the South Carolina FFA Association.   Activities will include:   seeking assistance from outside groups in conducting the events, seek funding to fund the event and the awards, provide proper recognition to all award winners, ensure that information necessary for preparation for each event is publicized in a timely manner and provide photos and press releases for all contest winners.
Other:
Other duties as assigned.

The State Director of Agricultural Education will serve as the direct supervisor of the position.  
QUALIFICATIONS:

A high school diploma and relevant program experience.   A bachelor’s degree in an agriculturally related area is with experience working with the FFA is preferred. 
LOCATION

This position will be located at the Pee Dee REC in Florence.  However, location of the office is negotiable based upon the applicant.
DESIRED SKILLS:

· work independently
· organizational skills

· work with young people

· marketing and financial management

· computer skills
 Applicant must also possess a valid driver's license. Travel is required to assist with FFA functions

PAY BAND 04:   up to $34,000.00 year, an average 40 hrs/week. 

How To Apply:
All applicants must apply through the Clemson University online application system.   This can be accessed at:  
https://cubshr9e.clemson.edu/psc/hpprd/EMPLOYEE/HRMS/c/HRS_HRAM.HRS_CE.GBL
Applications will be accepted: May 27 – June 2

For additional information contact William Keels at (803) 896-8873 or email:  wkeels@clemson.edu.

YOU WILL NOT BE CONSIDERED UNLESS CLEMSON UNIVERSITY

HUMAN RESOURCES HAS YOUR APPLICATION ON FILE WITH THE CORRECT JOB TITLE AND POSITION NUMBER.

Closing date for application is JUNE 2, 2011.

Clemson University is an equal opportunity/affirmative action employer
