
Arkansas Waterways Commission 

Functional Job Description 

Identification___________________________________________________________ 

Position Number: 22154691  Revision Date: July 2022 

Internal Title: AWC Program Coordinator  OPM Title: Administrative Analyst 

Division: AR Waterways Commission Grade:  GS06 

Senior/Hiring Manager:  Cassandra Caldwell Class Code: C037C 

Funding Source: (0.00%) Federal (100%) State Cost Center: 290201 

Position Summary_______________________________________________________ 

The Administrative Analyst will function as the Arkansas Waterways Commission (AWC) Program 

Coordinator. The AWC Program Coordinator is responsible for ensuring efficient and effective program 

operations, coordinating education and public outreach, and coordinating the annual grant program. This 

position is governed by state and federal laws, program regulations, and agency policy.  

Education and Professional Work Experience________________________________ 

Minimum Qualifications 

The formal education equivalent of a bachelor's degree in public administration, general business, or a related 

field. 

Preferred Qualifications 

The formal education equivalent of a bachelor's degree in public administration, general business, or a related 

field; plus, one year of professional or technical administrative experience in business or public administration. 

Knowledge of methods of organization and program development techniques.  

Knowledge of the legislative process.  

Knowledge of basic marketing techniques.

Ability to establish and maintain effective working relationships with others.  

Ability to communicate effectively, both orally and in writing.  

Ability to develop, coordinate, and implement educational/promotional programs and events.  

Ability to interpret and apply rules, laws, or policies to specific situations.  

Ability to use computer software programs to produce educational/promotional materials, reports, 

correspondence, and other documents.  

Ability to coordinate program activities with agency staff, Commissioners, legislators, stakeholders, the 

general public, and program-related state and federal agencies.  

Ability to exercise good judgment in analyzing situations and making decisions. 



Arkansas Waterways Commission 

Functional Job Description 

Knowledge, Skills, and Abilities 

Knowledge of planning, research, and analysis techniques and procedures.  

Knowledge of department operations, policies, and procedures.  

Knowledge of applicable laws and regulations.  

Knowledge of basic accounting principles.  

Ability to plan and execute systems and organizational analysis and feasibility studies. 

Ability to conduct research and perform quantitative quality assurance reviews.  

Ability to research, prepare, and present comprehensive written and oral reports.  

Ability to organize and conduct meetings and workshops. 

Job Responsibilities and Expected Results___________________________________ 

1. Coordinates agency’s annual grant program. Maintains documentation and communication with

applicants and awardees to ensure compliance with applicable rules/laws and program deadlines.

2. Maintains and provides information, materials, assistance, and clarification upon request from interested

parties.

3. Schedules and organizes Commission meetings, including production of agendas, reports, meeting

minutes, and handling of matters as set forth in the Open Meetings Act. Serves as liaison between staff

and Commissioners.

4. Develops, coordinates, implements, and evaluates marketing, education and public outreach programs
and events. Advertises programs and events through publications, audiovisual presentations, media

releases, workshops, agency website, and/or social media. Maintains agency website and social media

presence.

5. Attends meetings and makes presentations on behalf of Director as needed.

6. Performs administrative duties by researching, reviewing, and analyzing data, compiling reports and

statistical documents, producing promotional materials, and preparing correspondence.

7. Assists Director in developing or revising agency directives, policies, and procedures.

8. Assists with the preparation of agency biennial report and other documents.

9. Performs other duties as assigned.




