
EDUCODE COORDINATOR 

PURPOSE 

The EduCode Coordinator is responsible for the creation and successful execution of the 

EduCode training program annually.  EduCode is the primary effort of the SN-ICC organization 

and is the key annual fundraiser for the Chapter. The coordinator will be the main person 

responsible for this effort and needs to understand the importance of the event. 

Under limited supervision of the Board of Directors of the Southern Nevada Chapter of the 

International Code Council (SN-ICC), this person establishes, supervises, markets and 

coordinates, plans and implements the activities and operations of the (SNICC) annual 

conference called “Educode”.   

This position also assists in performing administrative support work including business planning, 

budget and fiscal analysis for Educode as well as providing hands on support and leadership of 

all Educode functions, planning, events and operations.  Provides excellent customer service to 

all attendees of the conference and performs related duties as assigned.  

The EduCode Coordinator works with the Executive director on at least a weekly basis to assure 

that all activities of the Chapter are working together. 

ESSENTIAL FUNCTIONS 

 Manages and coordinates volunteers, workers and on-site staff through 

appropriate delegation and supervision; meets regularly with staff to review work 

assignments and resolve workload, operational and technical issues; provides 

leadership, direction and coaching to employees, and training coordination in 

conference responsibilities; evaluates operational and administrative programs 

and issues, recommends and implements solutions to the board of directors. 

 Oversees the Educode budget; reviews and recommends approval of contracts and 

payments; tracks expenditures and generates monthly budget performance reports; 

monitors contracts and expenditures, volunteer and staff scheduling. 

 Submits recommendations for improving Educode functions; contributes to short- 

and long-term organizational planning and strategy; explains, clarifies and 

reconciles issues relating to Educode and vendors, exhibitors and customers. 

 Tracks services, monitors results, and makes recommendations for changes to 

service levels. 

 Works closely and cooperatively with assigned representatives and partners of the 

International Code Council to develop the educational event, marketing, brochure 

and overall conference experience. 

 Works closely with the onsite host hotel staff, including the contract for services, 

room assignments/set up with A/V, food, hotel rooms, etc. 

 Assists with the marketing, setup, operation and activities for the ICC Annual 

Business Meeting as it relates to EduCode as required by the board of directors. 



KNOWLEDGE, SKILLS, AND ABILITIES 

 Ability to develop and implement goals, objectives, policies, procedures, and 

work standards; administer programs and staff; develop effective work teams and 

motivate individuals to meet goals and objectives and provide customer services 

in the most cost effective and efficient manner; prepare clear and concise reports, 

correspondence, and other written materials; use initiative and independent 

judgement within established procedural guidelines; use tact, discretion and 

prudence to communicate effectively; establish and maintain effective working 

relationships with those contacted in the course of work. 

 Must have extensive knowledge of various aspects of contracts, finances, 

customer service and have a good knowledge of operating a large educational 

conference.  

 Skill in the use of office equipment including personal computers 

 Must be able to travel as requested by the board of directors and lift at least 50lbs. 

 Must have very good communication skills and a strong sense of urgency to be 

able to run an effective event and keep the board up to speed. 

Minimum Requirements   

A Bachelor’s degree or higher and any combination of related training and experience to perform the 

essential functions.  

Must possess and maintain a valid Nevada driver’s license. 

Selection Process 

The selection process will begin with a resume screening, with only the best-qualified candidates being 

invited to participate further in the assessment process. This process may include any combination of 

written, performance, and oral assessments to evaluate job-related education, experience, knowledge, 

skills, and abilities.  

Appointment may be subject to the successful completion of a post offer pre-employment background 

investigation and credit check. 

How to Apply 

The Chapter Executive Director (Bob Benedict, snicc.org@gmail.com) must receive a complete resume 

by the closing date and time. 

Salary Range:  Up to $40,000 per year depending on qualifications. 

Job Type: Part Time 

Closing Date:  September 18, 2017; 4:30 P.M. 


