
Greater Louisville Association of REALTORS®
professional development coordinator Job Announcement 
Job Title: Professional Development Coordinator

     Department: Professional Development
Status: Full Time
     Reports to: Professional Development Director
 
The Greater Louisville Association of Realtors® (GLAR), the largest local Realtor® association in Kentucky, seeks a highly professional, collaborative, and detail-oriented Professional Development Coordinator to support our professional development and special events initiatives. Chartered in 1909, GLAR serves more than 5,300 members in all aspects of the real estate profession.
POSITION SUMMARY:

The Professional Development Coordinator is responsible for the day-to-day coordination of post-licensing and continuing education courses and other professional development programming. Effectively working with a wide range of diverse constituencies, the ideal candidate will be highly professional, detail-oriented, and resourceful while offering exceptional internal and external customer service and strong team spirit.  
ESSENTIAL FUNCTIONS:
· Maintaining accurate and current member records.
· Organize resources, establish priorities, and meet deadlines
· Ability to coordinate and organize educational programs, meetings and/or special events.

· Ability to gather and analyze data and generate reports.

· Proficient in the use of personal computers and related software applications, including Microsoft Office, association management systems, Adobe, and Publisher.
· Clerical, word processing, and/or office skills.
· Handles logistics and registration for special events.
QUALIFICATIONS:
· Bachelor’s degree or equivalent work experience in related field.
· 1-3 years’ experience in professional development or education.
· Excellent interpersonal and communication skills; both verbal and written.
· Ability to take complicated information and communicate it simply. 
· Ability to effectively multitask and prioritize.

· Advanced tech and computer skills, including ability to use association management systems.
· Positive attitude.

· Professional and energetic demeanor. 

WORK ENVIRONMENT AND PHYSICAL DEMANDS:
Work hours as noted in the Policy Manual, with the exception of occasional evening and weekend activities. Travel out of town as needed. In addition:
1. Ability to walk, stand, and sit (including on the floor) for long periods of time.

2. Must be able to lift and carry supplies weighing up to 20 pounds.

3. Ability to stand or sit while maintaining alertness for several hours at a time.

4. Position may require bending, leaning, kneeling, and walking.

5. Ability to speak concisely and effectively communicate.

6. Visual and auditory ability to respond to critical situations and physical ability to act swiftly in an emergency

7. Ability to view/enter data for long periods of time.

Salary: Commesurate with experience

Benefits: Competitive benefits package includes paid time off and holidays, health insurance, 401K with employer contribution, discounted vision and dental insurance, life insurance, short-term and long-term disability.
Location: GLAR HQ in Louisville, KY (In person) 

Contact: Send resume and salary requirement to Lynda Fernandez at lynda@louisvillerealtors.com.

