
DIRECTOR OF TALENT SEARCH PROJECT 
 

 
Reports to:  Dean of Outreach and Workforce Development 
Classification:  Full-time, 12-month Employee, Grant Funded 

Pay Status:  Academic Administrator, Exempt 
Fringe Benefits per Board Policy 
Salary Range:  $35,000- $40,000 

Revised:  Mar 2021 
 

 
This position is responsible for all aspects of the SEK Talent Search Project.  Duties include, but are not 
limited to: 
 
Essential Functions 

1. Provide premiere quality service to all constituencies of the College. 
2. Engage in continuous quality improvement and professional development. 
 
Job Functions 

1. Development and administration of the SEK Talent Search project; 
2. Conduct Talent Search informational presentations at NCCC and Coffeyville Community College, and 

target schools and at community agencies; 
3. Prepare and release Talent Search press releases to target area media outlets; 
4. Prepare Talent Search promotional materials; 
5. Develop and implement all services to meet the Talent Search objectives; 
6. Administer the annual budget; 
7. Hire, train, supervise, and evaluate Talent Search staff; 
8. Serve as the Talent Search liaison to departments; target school administrators and community 

agencies; 
9. Prepare Talent Search annual progress and performance reports, ensure accurate and complete data is 

maintained, compiled, and that regular reports are generated; 
10. Oversee continuation budgets and competitive proposals; 
11. Coordinate orientation and in-service training for staff; 
12. Conduct performance evaluations on all staff at least annually; 
13. Supervise all processes necessary to maintain accurate statistics in the TRIO database to generate 

monthly/quarterly/annual reports to evaluate the performance of participants and the project; 
14. Oversee the recruitment and selection of project participants; 
15. Implement a coordinated approach among components in assessing participants’ needs, delivering 

services, and monitoring participants’ progress; 
16. Perform other duties as assigned by the Dean of Outreach and Workforce Development. 

 
Required Knowledge, Skills and Abilities 

1. Demonstrated ability to learn and disseminate detailed information using a high level of interpersonal 
and writing skills 

2. Ability to lead a team of professionals effectively.  
3. Sensitivity to, and awareness of, confidential materials. 



4. Ability to work effectively with diverse populations. 
5. High level of organizational and coordinating skills. 
6. Ability to establish rapport with students and staff. 
7. Ability to exercise sound judgment. 
8. Willingness and ability to work as a member of a team. 
9. Must possess a service mentality toward students, parents, faculty and other staff members. 
10. Some travel during normal working hours will be required, license mandatory. 
11. Must have a valid Kansas Driver’s License with the ability to drive a 12 passenger van. 
 
Education and Experience 

1. Bachelor’s Degree required. 
2. Master’s Degree preferred. 
3. Experience in successful program management. 
4. 3+ years of supervisory experience preferred.  
5. Knowledge of grants and grant writing preferred. 
6. Background similar to that of the participants is preferred. 
 
Working Conditions 

1. Work is normally performed in a typical interior/office work environment. 
2. Occasional evening, weekend, and overnight hours acting as a presenter/co-presenter or chaperone 

required. 
3. Occasional lifting of up to 50 pounds from the floor to shoulder height is required 
4. No or very limited exposure to physical risk. 
5. Ability to sit in an office chair for long periods while operating a personal computer is required. 
6. Ability to operate normal office equipment such as copiers, fax machines, and personal computers on a 

daily basis is required. 
 
Application 

Please submit a letter of application, resume with names and phones numbers of five references unofficial 
transcripts, and NCCC employment application to: 

Human Resources Director, Director of Talent Search Project, Neosho County Community College, 800 West 
14th Street, Chanute, KS 66720 or Email to hr@neosho.edu. Employment application available at 
www.neosho.edu/careers.aspx. Review of applications begins upon receipt.  

 
Non-Discrimination  

The current non-discrimination policy can be found at: 
http://www.neosho.edu/Portals/0/Policies/Employee/Personnel/Non-discrimination.pdf 
 

http://www.neosho.edu/careers.aspx
http://www.neosho.edu/Portals/0/Policies/Employee/Personnel/Non-discrimination.pdf

