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	Association:
	The Association of School Business Officials International (ASBO)

	Position:
	Certification Manager

	Reports to:
	Director, Certification and Recognition Programs

	Position:
	Full Time (37.5 hours)
	Exempt
	Reston, VA

	ASBO International

Founded in 1910, the Association of School Business Officials International (ASBO) is an educational association that supports school business professionals. ASBO International is committed to providing programs, services, and a global network that promote the highest standards of school business management, professional growth, and the effective use of educational resources.  To learn more about ASBO International, visit our website. ASBO offers an excellent work environment with generous benefits.  
Position Summary 

ASBO seeks a Certification Manager to administer the Certified Administrator of School Finance and Operations® (SFO®) certification program.  The program, developed for school business professionals working in K-12 school districts and community colleges, is in its fourth year and is searching for an experienced manager to administer all aspects of the program as well as assist in promoting its growth. The Certification Manager is a new position at ASBO.
Responsibilities include but are not limited to:
· Assist Director of Certification and Recognition Programs with implementation and enforcement of certification activities and policies.
· Monitor all activities related to candidate eligibility, testing, certification, and recertification.

· Establish goals and monitor plans for ongoing evaluation and improvement of the program.

· Help promote the program through written correspondence, development of marketing materials and website content, and collaboration with department staff, the program’s strategic partner, and ASBO International affiliates. Compile and analyze program statistics to ensure appropriate marketing and program growth.
· Communicate with applicants and certificants to foster new applicants and promote retention and recertification. 

· Serve as a staff liaison to the Certification Commission and its subcommittees, recruiting members to fill commission vacancies, assisting the commission to fulfil its goals and directives, writing minutes, and maintaining files.
· Work with Director of Certification and Recognition Programs on development and adherence to certification budget.
· Manage Request for Proposals and the process of updating the Job Task Analysis, psychometric analysis, and exam writing, including recruiting and managing Subject Matter Experts committees.
· Update the program’s guidelines, processes, manuals, letters, website, and audit guidelines as necessary.
· Oversee the internal and external systems technology required to support the certification process.

· Coordinate and organize certification meetings and materials required for ASBO’s annual meeting.
Required Knowledge & Skills 

Three or more years of successful and demonstrated experience or equivalent in certification program management, to include concepts, practices and procedures. Bachelor’s degree or equivalent experience.  Experience in developing and implementing a marketing plan. Highly developed organizational, communication, project management and marketing skills required.  Preferred knowledge of the Pearson VUE certification database, ANSI accreditation, and the certification exam development process.  Applicant must be a self-starter and able to work with multiple projects and deadlines. Strong public speaking and presentation skills preferred. Some travel involved. 
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To apply for this position please email cover letter and resume to � HYPERLINK "mailto:vboehringer@asbointl.org" �vboehringer@asbointl.org�


 with Certification Manager in the subject line. 


(Salary Range, $45-$50K)
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