Oklahoma Schools Advisory Council
Associate Director of Operations and Member Services



Applications accepted until position is filled.

This is a 12 month contract beginning July 1, 2026.

Qualifications:
· Knowledge of educational best practices relevant to professional development.
· Experience as a school administrator with knowledge of the operations of school districts within the state; and
· Ability to organize, plan and communicate effectively.
Job Goal:
· To provide leadership in identifying, planning and organizing effective professional opportunities and on-site member services for administrators, teachers and other school employees of OSAC member schools and organizations.
Performance Responsibilities:
· Serves as Associate Director of Operations and Member Services for the Oklahoma Schools Advisory Council (OSAC);
· Works with the Executive Director and the OSAC team to identify the needs of OSAC member districts relevant to professional development and gaps in services for member schools.
· Coordinates with other agencies, the SDE, universities and other providers to stay informed on trends, effectiveness and relevancy of professional development;
· Conducts professional development for OSAC member districts
· Provides OSAC member districts with on-site professional development and services.
· Provides professional development with other agencies and providers; 
· Stays abreast of educational practice and trends by attending conferences and meetings.
· Works closely with the Executive Director and OSAC team in developing, planning, implementing, and supervising all workshops, conferences, and activities of OSAC;
· Maintains all records related to OSAC professional development;
· Communicates with the Executive Director and OSAC board to ensure informed decision making;
· Monitors the financial and registration records of OSAC with the Executive Director and Operations Manager.
· Other duties set forth by the Executive Director and Board of Directors.

Email Resumes to:  Billie Jordan, OSAC Executive Director
