The McLean County Small Business Development Center and Institute for Entrepreneurial Studies in the College of Business at Illinois State University announce an opening for an administration professional position:  Sponsored Project, Program Coordinator.
The Small Business Development Center (SBDC) is seeking a Program Coordinator to provide a full range of one-on-one business consulting services and training. This position will consult with small business owners, analyze financial statements and prepare financial forecasts, and assist them with finding solutions to business problems.

Additionally, you will represent the SBDC, the IES and the College of Business to external constituents, assume visible roles in professional associations, develop networks of services to support small business, and conduct training workshops.

 

Sample breakdown of tasks:

Business Counseling (40%):
· Providing business counseling services to clients across full spectrum of business functions.  Primary emphasis on financing, accounting/record keeping, marketing, and business planning.  Manage client cases ensuring efficient utilization of resources, including students. 

· Develop and maintain a familiarity with external sources of business assistance in order to facilitate productive client referrals; 

Entrepreneurial Studies Administrator (30%):

· Act as liaison with programs on the ISU campus with an interest in Entrepreneurship (for example the College of Fine Arts and the College of Nursing).
· Organize and promote student focused activities including the annual Business Plan Competition and Entrepreneurship Day.
· Act as administrative support for the International Business Export Project.

· Organize and expand the current Displaced Workers program;

Administrative and Outreach (20%):
· Promote and respond to email and telephone inquiries for additional information regarding SBDC services and IES student inquiries;

· Develop contacts for potential fund-raising for the SBDC and IES.

· Periodically perform needs analysis in the McLean County small business community for potential program development.

· Complete all activity and client reporting requirements on a timely basis using Management Information System of the SBDC;

· Contribute to the completion of periodic visits to the McLean County SBDC and IES by their stakeholders;

· Participate in regularly scheduled SBDC/IES staff meetings and training;

· Other activities as assigned by the IES Faculty Director or the SBDC Director.   

Training (10%):
· Contribute to the development of training sessions for start-up and existing companies;

· Lead and proctor training sessions.
 

Education, Experience and Training:
 

Requirements include:

· Bachelor's degree in business-related field;

· Excellent communication and human relations skills;

· Ability to work effectively with representatives of both the private and public sector is necessary;

· Ability to work independently and collaboratively;

· Strong organizational and listening skills;

· Solid computer skills with an emphasis on spreadsheets and word processing required; 

· Business ownership/management and/or consulting experience preferred;
· Valid driver’s license required;
· Some minimal travel required.
Preferences include:

· MBA degree

· Experience with accounting and record keeping, including cash flow analysis;

· Experience as business owner or manager;

· Experience in writing business and marketing plans, loan packaging, and interpreting financial statements;

· Experience with business counseling and/or education;

· Conducting research, compiling data, and preparing reports;

· Developing training materials and presenting at workshops; 

· Experience with marketing, management, and/or finance.
· Computer literacy in Microsoft Office products.

   
