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	Name:
	

	Job Title:
	Continuing Education Coordinator
	Member, Board of Directors:
	No

	Term of Office:
	1 year
	Member, Executive Committee:
	No

	Route to Office:
	Appointed
	Voting Member of the Board:
	No

	Accountabilities:
	

	Committees Headed:
	None
	Committee Member:
	Annual Meeting



	Position Purpose: 
	Review all educational activities submitted for approval for CPE’s.


	ESSENTIAL JOB RESPONSIBILITIES

	· Job Function:  Board
1) Meet with predecessor for overview of position. Submit annual budget by August 1.

2) Prepare report of year’s activities for annual meeting.




	· Job Function:  Continuing Education
1) Review all educational activities submitted for approval.

2) Approve, adjust, or deny program and submit appropriate Continuing Professional Education forms to the Academy according to UAND and Academy procedures.

3) Maintain UAND file of CPE activities and correspondence for at least 1 year.

4) Act in advisory capacity to CPE planners regarding appropriateness of plans.

5) Maintain sufficient supply of prior and subsequent approval forms.

6) Supply rosters to CPE program planners after approval.

7) Review approval/denial procedures yearly.

8) Inform membership of changes in CPE approval guidelines through update.




	MINIMUM QUALIFICATIONS

	Must be a Registered Dietitian with excellent communication and customer service skills. Must be able to work independently with very little supervision, meeting deadlines and goals as required. 



	PREFERRED QUALIFICATIONS

	

	

	GENERAL PHYSICAL DEMANDS & WORKING CONDITIONS OF JOB

	Must be able to work effectively under high stress conditions
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