
Kansas Board of Regents 
Position Description for 

Workforce Development Program Specialist 
 
Date:  August 2026 
Name:  Vacant  
Position No.: K0246116 
Supervisor: Director for Workforce Development 
 
Brief Description of the Position:   
The Program Specialist works closely with the Workforce Development team to support workforce 
development reporting, technical education program activities, and related initiatives that support state 
and federal programs. The position assists with Kansas Postsecondary Technical Education Authority 
priorities including program alignment, data collection, program review, funding-related reporting, and 
communication activities, including meeting and conference preparation and website updates. The 
Program Specialist maintains records and supports special projects, research, and workforce development 
activities that advance Kansas Board of Regents goals. 
 
Position Duties and Responsibilities: 
Technical Education Programs and Reporting 
• Assisting with career and technical education program alignment and alignment verification activities. 
• Coordinates assigned workforce development data collections, program reviews, and reporting 

activities as needed. 
• Reviews workforce development data and reports for completeness, accuracy, and consistency. 
• Supports funding-related reporting activities, including Excel in CTE fees and other workforce 

development initiatives. 
• Reviews data and funding, generates reports, and responds to information requests when needed. 
• Provides technical assistance to institutions and other stakeholders regarding reporting requirements, 

submission processes, and workforce development program activities. 
 

Program Administration and Records Management 
• Organizes and maintains official files, records, and contact information for career and technical 

education with community and technical colleges. 
• Assists in administering academic policies and procedures relating to technical education programs 

and services, including monitoring Out of Service Area course delivery agreements, and legislative 
report development such as the Kansas Training Information Program Report. 

• Provides program support to the Workforce Development unit by maintaining records, tracking 
submissions, supporting reporting processes, and assisting internal workflows.  

 
Meetings, Communications, and Special Projects 
• Assists in the development and preparation of Kansas Postsecondary Technical Education Authority 

meetings, materials, agendas, and related documentation. 



• Works with the Director of Communications to update and maintain the Workforce Development 
webpages and related information. 

• Assists with workforce development activities conducted in partnership with other agencies to support 
Kansas Board of Regents goals and initiatives.  

• Assists with special projects, research activities, conferences, training events, and other workforce 
development initiatives as needed. as needed. 

• Performs other duties as assigned. 
 
Supervisory Duties:  None 
 
Required Qualifications: 
• Experience supporting program administration, reporting activities, records management, data 

collection, or related operational functions. 
• Strong organizational skills and attention to detail, with the ability to manage multiple assignments and 

meet deadlines.  
• Strong oral and written communication skills. 
• Proficiency in Microsoft Office applications, including Outlook, Excel, and Word   
• Demonstrated flexibility in response to diverse demands 
• Ability to work effectively with staff, institutional personnel, and external partners. 
• Ability to work independently and as part of a team while adapting to changing priorities. 

 
Preferred Qualifications: 
• Bachelor’s degree in education, public administration, business, communications, or a related field. 
• Experience in higher education, workforce development, career and technical education, or a related 

environment. 
• Experience with reporting processes, records management, data collection, or program support 

activities. 
• Knowledge of workforce development or postsecondary education programs. 
 


