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Position Vacancy 

 

 Workforce Coordinator 
Alexandria Campus 

CLTCC serves seven parishes (Avoyelles, Catahoula, Concordia, Grant, LaSalle, Rapides, Winn) in 

central Louisiana and has five sites: 1) Alexandria; 2) Cottonport; 3) Huey P. Long; 4) Rod Brady; and 

5) Ferriday.  Position domiciled at the Alexandria campus. 
 

SUMMARY: 

The Workforce Coordinator reports directly to the Vice Chancellor of Workforce Solutions and 

is responsible for designing, communicating, and coordinating CLTCC Workforce activities. This team 

member is responsible for day-to-day operations, communication, management, and implementation of 

Workforce initiatives, Heavy Equipment Operator program and the CDL program.   

 

Duties and Responsibilities: 

• Coordination of activities, course scheduling and communication between Workforce and other 

CLTCC teams and all stakeholders; 

• Data entry, report generation and information maintenance in Banner, the designated student 

management system; 

• Record keeping and reporting of Workforce activities, including programmatic and budgetary 

tasks; 

• Scheduling internal and external meetings for Workforce; 

• Preparing, processing, and following up to ensure completion of employee and inter-agency 

contracts; and 

• Completes special projects as assigned by the Vice Chancellor of Workforce Solutions and other 

duties as assigned. 

• Maintains program equipment and is responsible for reporting repairs/maintenance needed by 

external vendors in a timely manner;  

• Generate and maintain industry partnerships 

• Market and recruit enrollment for assigned courses 

• Confers with and serves as a resource to students, parents, secondary and post-secondary, 

guidance counselors, and employers 

 

 

Required Knowledge, Skills and Abilities: 

• Strong analytical and organizational skills, detail oriented, and ability to relate to a variety of 

individuals. 
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• Excellent written and oral communication skills, time management skills, and the ability to 

evaluate and determine priority of workload to meet deadlines and goals. 

• Excellent computer skills with experience using word processing and Excel spreadsheet 

software. 

• Must maintain confidentiality of work-related information and materials. 

. 

Required Minimum Qualifications: 

• Associate degree in a related field and 3 years of related experience; or any combination of 

education, training and experience that provides the knowledge, skills, and abilities required for 

the job.  

 

Additional Requirements: 

 

A valid Louisiana Driver’s License (some travel may be required) 

Proof of motor vehicle insurance  

 

In accordance with LCTCS Policy #6:036, a criminal history check will be conducted on all new 

hires.  LCTCS participates in the federal E-Verify system for identification and employment 

eligibility purposes. 

 

 

Application Instructions: 

 

Applicants for this position should submit: 

1) A cover letter 

2) Resume (to include date(s) of employment and date(s) educational degree was obtained)  

3) Official college and university transcript(s) showing the awarded/conferred degree to meet 

educational qualifications.  Unofficial transcripts are acceptable at application; however, original 

transcript(s) are due at hire 

4) Names and contact information for three work-related references 

 

 

Via email to:  hr@cltcc.edu 

 

 

 

Applications accepted until position is filled 

 

 

 

 

Central Louisiana Technical Community College is committed to diversity and is an equal 

opportunity/equal access employer.  CLTCC is also a State As a Model Employer (SAME) agency that 

supports improved employment opportunities for individuals with disabilities. 
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