Auburn University Job Description

Job Title: Asst Dir, Field Operations Job Family:  No Family

Job Code:  CA49 Grade OP13 $70,000 - $126,000
FLSA status: Exempt

Job Summary

Reporting to the System Associate Directors, the Assistant Director for Field Operations (ADFO)
provides leadership to their assigned geographic area within the Alabama Cooperative Extension
System (ACES) field operations in a multi-county region and administrative and programmatic support
to extension personnel assigned to the regions in understanding, planning, developing, implementing,
and evaluating an effective Extension Education Program. Responsible for regional leadership to build
a culture of communication, connection, and collaboration that reinforces mutual accountability and
organizational values through strong regional communities of extension personnel and support
relevant programming that addresses economic and social challenges of counties, region, and state.
Works in close cooperation with the Assistant Directors for Programs and is a member of the System
Program Team.

Essential Functions

1. Responsible for the recruitment, hiring, supervision, professional development, mentoring and
performance assessment of County Extension Coordinator located within assigned region.

2. Provides co-supervision of Regional Extension Agents related to field operations within region.
Assists in the recruitment and mentoring of Regional Extension Agents.

3.  Assists regional extension team in partnering and developing regional program strategies to
generate new revenues, public appropriations, grants, contracts, user fees, and donations to
maintain programming. Reviews regional programming efforts to determine progress and areas
needing improvement and additional emphasis.

4. Routinely interfaces with the ACES business offices to ensure efficient and compliant field
operations of the County Extension Offices are conducted in a manner consistent with the vision
of the Alabama Cooperative Extension System and the policies of Auburn University and
Alabama A&M University and provides oversight of the county's budget and expenditures.

5. Leads program planning process within the region to include development of advisory
committees and councils, annual needs assessments, plan-of-work development,
implementation, and reporting.

6. Serves as the first level reviewer of the county Civil Rights plans and annual Civil Rights desk
reviews and participates in conducting internal Civil Rights reviews.

7. Fosters the use of technology, social media, and digital products to engage extension personnel
and new audiences.

8.  Strengthens cooperative partnerships with County Commission and other organizations by
providing outcomes, impacts, along with sharing the financial commitment by ACES and the
parent universities. Serves as a resource to both CEC’s and various governmental
representatives.

9.  Officed in region and travels throughout region to multiple County Extension Offices.

10. Utilizes and promotes a team approach to build a community of Extension colleagues within
region and to build community partnerships of agencies and organizations that leverage program
capacity.

11. Participates in Southern Region Middle Managers Workgroup.
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12. May perform other duties as assigned.

Supervisory Responsibility

Full supervisory responsibility for other employees is a major responsibility and includes training,
evaluating, and making or recommending pay, promotion or other employment decisions.

The above essential functions are representative of major duties of positions in this job classification. Specific duties and
responsibilities may vary based upon departmental needs. Other duties may be assigned similar to the above consistent with the
knowledge, skills and abilities required for the job. Not all of the duties may be assigned to a position.
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Minimum Required Education and Experience

Minimum Focus of Education/Experience
Education Master's Degree Discipline related to extension programming.
Experience (yrs.) 7 Experience in supervising and/or leading

employees or volunteers. Experience leading or
coordinating programs or events.

Substitutions allowed for Education:
Indicated education is required; no substitutions allowed.

Substitutions allowed for Experience:
Indicated experience is required; no substitutions allowed.

Minimum Required Knowledge

Knowledge of Land-Grant system, mission of Cooperative Extension and federal, state, and local
partnerships.

Knowledge of Human Resource policies, practices, and laws, fundraising techniques, contracts and
grants administration, and University policies and procedures.

Knowledge of generation and management of revenue streams to support applied-research,
extension, or similar programming.

Knowledge of working with youth and adult learners, understanding generational differences, and
appreciating the nuances of a complex organization.

Ability and willingness to travel throughout the assigned multicounty regions (high volume of travel
required).

Certification or Licensure Requirements
None Required

Physical Requirements/ADA

No unusual physical requirements. Requires no heavy lifting, and nearly all work is performed in a
comfortable indoor facility.

Externally imposed deadlines; set or revised on short notice; frequent shifts in priority; numerous
interruptions requiring immediate attention; unusual pressure on a daily basis due to accountability for
success for major projects or areas of operation.

Vision requirements: Ability to see information in print and/or electronically.
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