
     

     

 
 

Pittsburgh Theological Seminary 
Director of Continuing Education 
Position Description 

 
 
INSTITUTIONAL OVERVIEW: 

 
Pittsburgh Theological Seminary is a graduate school affiliated with the Presbyterian 
Church (USA) having roots dating back to 1794. Additional information about the 
Seminary can be read online at www.pts.edu. 

 
POSITION SUMMARY: 

 
Pittsburgh Theological Seminary has a long tradition of continuing education with a robust program that 
serves around 2500 learners on an annual basis.  Building on this success the Seminary is poised to 
enhance and expand its offerings in continuing education both for professional development and lifelong 
learning  particularly in the area of hybrid/online opportunities.  To that end the Seminary has made a 
substantial investment to support the marketing, administration, and delivery of continuing education 
courses and programs. The new director will have an outstanding opportunity to develop new programs to 
meet the changing needs of continuing ministry education in the 21st century. 

The Director of Continuing Education is responsible for oversight and management of the overall 
Office of Continuing Education and Special Events; provides leadership in 

delivering educational opportunities for multiple audiences including clergy and laypersons; serves as 
liaison to religious and community organizations in matters pertaining to continuing education. 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 

Plans, promotes, admini continuing education program, 
including endowed lectureships and other special events. 
 
Responsible for the overall performance of the Office of Continuing Education.   
 
Develops the annual budget (revenue and expense) for the department and is accountable for meeting 
budgetary and financial expectations. 
 
Responsible for ensuring that the continuing education program is self-supporting as well as increasing 
contributions to the revenue base of the Seminary. 
 
Conducts on-going strategic planning as it relates to continuing education in order to seek new 
opportunities and directions that will enhance the overall program and focus its resources effectively. 
 
Regularly assesses program effectiveness and desired outcomes. 
  
Chairs the Continuing Education Committee and other planning teams supporting the Office. 
 
Periodically reports to the Faculty regarding events held and attendance and approval 
of lecturers; and prepares semi-annual reports for the Seminary Board of Directors on events held, 
enrollment trends, and new departmental initiatives. 
 
Fosters collaborative partnership with both the community and Seminary by cooperating with various 
groups regarding delivery of programs. 
 
Administers the annual grant in support of the Summer Leadership Conference and other occasional 
grants directed to specific programs and projects. 
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Represents the Seminary to external audiences. 
 
Directly supervises assigned personnel  currently a full time administrative assistant.  Supervisory 
responsibilities include work allocation, training, and enforcement of internal procedures and controls, 
performance evaluation and recommendations for development and growth.  

 
The Director will report to the Dean of Faculty/Vice President for Academic Affairs and may be asked 
to perform other duties as required. 
 
This is an exempt position for purposes of payment of overtime under the Fair Labor Standards Act. 

 
QUALIFICATIONS: 

 
This position requires experience in educational program development and administration, preferably in 
continuing education.  Other qualifications include: 

 
 High integrity 
 Business acumen 
 Emotional intelligence 
 Effective strategic planner 
 Strong critical thinking skills 
 Well-developed organizational skills 
 Outstanding communication and motivation skills 
 Ability to market programs to various constituencies 
 Ability to assess program effectiveness and outcomes using data analysis and interpretation 
 Experience with innovative program development 
 High motivation and ability to work effectively in a changing environment 
 Familiarity with web marketing (banner ads, search engine optimization, etc.) and social media  

 
EDUCATION AND EXPERIENCE: 

 
ctorate preferred. The ideal candidate will have experience in continuing 

education administration for a seminary, university, college, school, or business.  A demonstrated record 
in developing innovative new programs will also be highly regarded.  Candidates with well-established 
networks of professional and continuing education thought leaders are desired.  The ideal candidate will 
be ordained and familiar with academic culture, possess an understanding of theological education, and 
have a Christian commitment compatible with Pittsburgh Theological Seminary. 

 
GENERAL EXPECTATION: 

 
As expected of all employees of the Seminary, the Director will abide by the current laws and 
organizational policies and procedures designed and implemented to promote a caring and ecumenical 
community which is free of harassment and other forms of illegal discriminatory behavior in the work 
place. 

 
APPLYING: 

 
The expected start date for this position is July 1, 2013.  The search committee will begin to review 
applications on April 1, 2013 and will continue until the position is filled. Applicants must supply a letter 
of intent, résumé, and names and contact information of at least three references.  In addition, 
applicants are expected to supply a 2-3 page summary of their ideas about how to build a continuing 
education program to meet the needs of the 21st century church. All these materials are to be submitted 
to Diane  Reynolds, Executive Assistant to the Vice President for Planning and Institutional 
Effectiveness, Pittsburgh Theological Seminary, 616 N. Highland Avenue, Pittsburgh, PA 15206.              
Electronic submissions to dreynolds@pts.edu are preferred. 
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