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EDUCATION DIRECTOR 
GREATER NASHVILLE REALTORS® 
Position Description: 
This team member oversees all professional development programs offered by the association. This includes in-person, virtual and hybrid formats. Approximately 700 total class hours annually with 600 CE hours and over 5,500 students. Plans and organizes all educational opportunities; including scheduling instructors, oversite of registration and the reporting of continuing education credits to the Tennessee Real Estate Commission. The Education Director manages education department staff and serves as staff liaison to the Professional Development Committee. 
Responsibilities:
· Plan annual calendar of educational opportunities, including in-person and virtual formats. 
· Seek and gain approval of continuing education credits from Tennessee Real Estate Commission (TREC) when applicable.
· Organize courses to meet the members needs for licensure and practice.

· Create an inclusive environment for members and seek instructor and course diversity. 
· Stay current on licensing rules, requirements and renewal procedures from TREC and serve as the key contact to that organization.

· Develop and oversee professional development marketing plan in collaboration with the Director of Communications and Marketing, including scheduling and finalization of course offerings, curriculum summary for placement on the website and for registration materials. 
· Oversee food and beverage service and room set up for each class. 
· Arrive before and stay beyond regular office hours as needed to prepare for classes. 
· Hire and serve as the key contact for all instructors and keep a list of backup instructors for emergencies. Work with Controller to pay instructors and process enrollment fees.

· Confirm and coordinate class sponsorships in collaboration with Sponsorship Manager.

· Identify authors for new curriculum development and write or creates material, where appropriate. 
· Create and disseminate course evaluations and share results with instructors and the Professional Development Committee to improve future programs.
· In coordination with other Education Department staff, register members for classes and answer questions about CE/license renewal requirements, send reminders and certificates of completion for classes, and report completed classes and attendance records to TREC.
· Attend all programs and work with other staff to assist with registration, event preparation and logistics.
· Prepare monthly education report and annual education budget and revenue goal report, monitor budget monthly and provide reports to the Controller, Professional Development Committee and Board of Directors.
· Participate in staff leadership as a director and in annual strategic planning conversations. 
· Oversee education center rental to members and third parties.  

Qualifications:
Greater Nashville REALTORS® is seeking an individual with a minimum of five years’ experience in professional development planning and implementation. Experience with real estate education and Tennessee Real Estate Commission rules is desirable. Bachelor’s degree from a four-year college or university recommended. Technologically savvy and comfortable with virtual learning platforms and delivery, as well as audio visual equipment. Excellent people skills to host, assist and welcome members. Flexible and able to multitask. 
Benefits:
· Simple IRA: match employee contribution up to 3% of salary

· Medical Insurance: 100% paid for employee – high deductible health plan with HSA 

· Dental and Vision: 100% paid for employee

· Life Insurance: $15,000 of life insurance paid 100% for employee

· Long Term Disability: Plan provided by Greater Nashville REALTORS®
· Mobile phone and service provided
· Vacation days (based on number of years employed by Greater Nashville REALTORS®)
About Greater Nashville REALTORS®

Greater Nashville REALTORS® is a 6,100-member association, and its mission has remained consistent over the 130-year history: Promoting the highest standard of ethics and professionalism in the practice of real estate and advocating for private property rights and the interests of REALTORS® and the communities we serve.

The four fundamental services provided by the association include:
1.   Education and Professional Development 

2.   Advocacy and Legislative involvement at the local, regional, state and national levels

3.   REALTOR® Code of Ethics and arbitration dispute resolution

4.   Communication and Networking
Greater Nashville REALTORS® provides members with prestige and professionalism through a long-standing institution and is the largest local real estate association in Tennessee.
Equal Employment Opportunity has been and continues to be both policy and practice at Greater Nashville REALTORS®. Our policy of Equal Employment Opportunity is to recruit, hire, train and promote in all job classifications without regard to race, color, religion, national origin, sex, age, handicap or any other protected status.
Submit cover letter and resume to jarron@greaternashvillerealtors.org. Email submissions only. No phone calls please. Salary based on qualifications and experience.  
Jarron B. Springer, JD, CAE, RCE, C2EX
Chief Executive Officer 
Greater Nashville REALTORS® 
4540 Trousdale Drive 
Nashville, TN 37204 
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