Title:  Program and Events Coordinator
Reports to:  Executive Director and South Dakota Beef Industry Council (SDBIC) Board of Directors
Under the direction of the Executive Director, will be responsible for general administrative duties associated with multiple programs, events, and activities of the South Dakota Beef Industry Council.  Programs and events may include but are not limited to:  Build Your Base with Beef, Team Beef SD, FACS Beef Programs, Seasonal Retail Campaigns, and multiple SDBIC activities.
Responsibilities 

The following list represents major responsibilities required but not necessarily limited to a person in this position:

· Provides administrative support in the development, implementation, and marketing of program/project function.

· Coordinates activities of support staff, consultants, faculty, and/or volunteers engaged in implementation and administration of program objectives.

· Monitors and administers program/project expenses in conjunction with program directors. 

· Coordinates and assists in the development of promotional materials, educational materials, training manuals, newsletters, and/or brochures, as appropriate to the program.

· Collects and analyzes data; assists in the preparation of scheduled and special reports; maintains program/project records and statistical information.

· May perform specialized activities of a programmatic nature in direct support of the accomplishment of program objectives and protocol.

· May supervise and train lower level staff, student employees, volunteers, and/or interns, as appropriate.

· Performs miscellaneous job-related duties as assigned.

Minimum Qualifications

· Education/Experience

1. Associates Degree or (equiv. yrs. of experience and education)
2. Experience in program development and outreach
3. Working Knowledge in Microsoft Office
· Knowledge, Skills, Abilities

1. Ability to communicate clearly and effectively in verbal and written form

2. Knowledge of the beef industry helpful
3. Ability to work cooperatively and productively with staff and clients

4. A team player, with a dedication to get the job done as per the mission of the South Dakota Beef Industry Council.
· Part Time Position

20 hours per week with the understanding that additional hours may be granted by the Executive Director on an as needed basis.

· Hourly Rate based on experience.
· Application Deadline:  Open until filled.

· To apply please send cover letter, resume, and three professional references to Executive Director, Suzy Geppert, SDBIC, PO Box 7051, Pierre, SD or email: sgeppert@sdbeef.org
