Florida Realtors®
Job Description

Position Title:

Education Manager – (121817)
Group:



Professional Development
Supervisor:


SHARON HOYDICH/DIRECTOR-Professional Development
Employment Status:

__ __ Exempt
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FULL TIME/Non-exempt
Position Description:

Serves as primary processor of education programs offered by Florida Realtors.  Oversees the daily activities of the REALTOR® Institute Program including coordination of details for the individual GRI course presentations and REALTOR® Institute diplomas and certificates; issues continuing education grade letters for REALTOR® Institute and letters of attendance for CE Express courses; transmits electronic rosters for CE credit to DBPR; processes CE Express, REBAC sponsorships and course request forms; maintains the online education calendar; coordinates Florida Realtors Education Awards; submits CE Express course renewal and new course requests to DBPR.  Serves as the Management Team Liaison to the Program Development Subcommittee and Local Education Director Subcommittee. 


Section I - Position Duties & Responsibilities:



1.
Processes GRI Annual Agreements and payments.  Processes and approves GRI course request forms and dates.  Updates GRI calendar on FloridaRealtors.org. Orders materials for all Realtor Institute Programs.  Maintains inventory of Realtor Institute supplies.



2.
Receives and grades examinations for Realtor Institute courses, generates and distributes grade letters and other documentation for students, maintains electronic records and files, and prepares reports required by the Florida Real Estate Commission. Electronically transmits continuing education credits to DBPR.



3.
Updates Florida Realtor member records with GRI online course completion information. 



4.
Processes GRI Petitions Rebate Forms.


5.
Processes CE Express Annual Agreements.  Processes CE Express course request forms.  Updates Education Calendar on FloridaRealtors.org. Generates and distributes completion letters and other documentation for students who attend CE Express courses, maintains electronic records and files, and prepares reports required by the Florida Real Estate Commission. Electronically transmits continuing education credits to DBPR.



6.
Processes REBAC Annual Agreements and payments.  Processes REBAC course request forms.  Updates Education Calendar on FloridaRealtors.org.  Generates and distributes completion letters and other documentation for students who attend REBAC courses, maintains electronic records and files, and prepares reports required by the Florida Real Estate Commission. Electronically transmits continuing education credits to DBPR.  Electronically transmits rosters to REBAC/NAR.



7.
Processes USPAP (Appraisal Foundation) licensing agreement, one time every two years.


8.  
Creates and maintains cumulative reports for GRI Realtor Institute, CE Express, REBAC and Professional Standards training programs, as well as generates/distributes completion letters for students.  



9.
Staff liaison to the Program Development Subcommittee and Local Education Director Subcommittee.   Performs logistical support functions for other committees as needed.


10.
Processes and distributes applications and other documentation and handles logistics for the Florida Realtors Education Awards.


11.
Renews continuing education credits with DBPR for existing courses as directed by the Professional Development Committee.  Reviews and authorizes new courses to DBPR for continuing education credit approval as directed by the Professional Development Committee, upon receipt of prepared materials by Curriculum Coordinator.  



12.
Oversees department in absence of the Director of Professional Development.  Provides training, support and guidance to other Education Staff members, as well as local association staff.



13.
Maintains constructive and productive relationships with other members of the Florida Realtors Management Team, with Florida Realtors members, and with appropriate staff of local Boards of Realtors®, the Florida Real Estate Commission and the National Association of Realtors®.



14.
Works with the DBPR to assure that FR Education programs and services comply with FREC statutes.


Marginal



15.
Works additional hours when requested.





16.
   Performs other related duties as assigned.

Section II – Relationships:

1.
Reports to the Florida Realtors Director of Professional Development.
2.
Establishes positive working relationships and communications with the following:

a) All members and Florida Realtors leaders with whom contacts are made.

b) Other Florida Realtors Management Team members.

c) Employees and leadership of local Boards/Associations of Realtors®.

d) Members of the Florida Real Estate Commission.

e) Employees of the Department of Business and Professional Regulations.

Section III - Performance Standards:
1.        Materials for GRI courses are accurately, promptly and properly ordered and distributed, and accurate records are maintained.  Necessary reports are accurately and comprehensively prepared and submitted by the required deadline.  Records of Realtor Institute supplies are maintained to assist in ordering.  All documentation is processed and mailed by established deadlines.



2.
Exams are accurately graded and grade letters issued not more than five business days after receipt for GRI courses, and not more than seven business days after receipt for other courses.



3.
All formats of the education calendar are updated monthly.



4.
The Florida Realtors Education Individual Achievement Award program is handled properly and with confidentiality; submissions are efficiently processed and filed to assure maintenance of quality award programs.



5.
Files are transmitted to DBPR as required by Florida Statute.



6.
Provides support to education programs and committees as assigned.



7.
Filing systems/related records for Professional Development Dept. are accurately maintained.


8.
Constructive/productive relations are maintained with the leadership and staff of local Boards, PD Department staff, and the Management Team of Florida Realtors.


9.  
Understands FREC Statutes, Administrative Code 61J2 and Chapter 475 as it relates to FR education programs and services (or similar state statutes/codes).
Marginal



10.
Requests for additional hours to be worked are met.



11.
Other related duties are performed as assigned.

Section IV. – Qualifications:
1.
Understand the Realtor Association as it relates to the educational needs of its members with a professional commitment to the importance of member relations.

2.
Superior ability to provide high quality customer service and follow up.
3.
Proven abilities in handling multiple assignments simultaneously.

4.
Superior administrative and organizational skills.  Experience using Microsoft Office.
5.
Type and process materials with speed and accuracy – excellent attention to detail.

6.
Experience in all necessary equipment, or quickly learn the use of the equipment.

7.
Relate well with a wide variety of people in a variety of settings in written and verbal communications.  Cooperative “can-do” attitude with members, local boards and association staff and internal staff.  
8.
Ability to travel occasionally to fulfill the duties of the position.

9.
Able to work under stress.  Self-guiding and self-directing.
10.
Be dedicated to the position and to its part in the Association.

11. 
Minimum five years administrative experience.  
12.
Possession of a valid and current driver’s license.
13.
College degree in related field (such as Business Administration/Real Estate) preferred.

14.       Must have scheduling flexibility including some evening hours and weekends.

Section V - Job Description Addendum:
1.
A review of this job description has excluded the marginal functions of the position that are incidental to the performance of fundamental job duties.  All duties and requirements are essential job functions.

2.
All requirements are subject to possible modification to reasonably accommodate individuals with disabilities.

3.
Some requirements may exclude individuals who pose a direct threat or significant risk to the health and safety of themselves or other employees.

4.
This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by their supervisor.

5.
Requirements are representative of minimum levels of knowledge, skills and/or abilities.  To perform this job successfully, the employee will possess the abilities to perform each duty proficiently.

6.
This document does not create an employment contract, implied or otherwise, other than an "at will" employment relationship.
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