
Title: Education Co-ordinator – Job Description 

Date: August 2019   

 

 
The Grand Valley Construction Association is a not for profit organization serving the needs of 
the Industrial, Commercial, Institutional sector of the Construction industry.  
We exist to serve our 700 plus members.   
  
Reporting to the Operations Manager, you will be responsible for leading, planning, managing 
and implementing all education and training programs and courses for the GVCA. 
  
This includes organizing and sales/recruitment for class training, corporate training and on line 
education.  This role also provides administrative support for the GVCA Safety Group.  
 
Skills & Qualifications 
 

 A positive attitude and team player who loves to be part of a great team. 

 Adept at Microsoft office, and the ability to adapt to specialized software programs used 
by GVCA.   

 Minimum three years work experience in a professional office environment. 

 Strong interpersonal skills and the ability to work with others on all levels.  

 Strong written and verbal communication skills.  

 Strong strategic, leadership and organizational skills with attention to detail. 
 
Responsibilities 
 

 Develop education strategies that align with the mission/vision of the Association. 

 Recruit, manage and support education instructors.  

 With the assistance of communications staff, develop print and social media marketing 
materials and campaigns in support of education offerings.  

 Follow up with members for customer satisfaction. 

 Keep accurate education records that are comprehensive and up to date including 
revenue and expenses.  

 Meet education targets. 

 Keep up to date with industry trends, legislative requirements, and the various project 
delivery methods.   

 Set up/clean up training room, prepare course material, and facilitate lunches and 
snacks for breaks. All administrative duties that relate to the delivery of the course.   

 
 

The successful candidate will be self motivated, enthusiastic, and show a demonstrated ability 

to deliver superior customer service.  

GVCA offers a competitive salary, medical benefits, and a friendly work environment.  

Please send cover letter, resume, and references to education@gvca.org by August 26th, 2019.   

Only those selected for an interview will be contacted.  

mailto:education@gvca.org

