
CLARK ATLANTA UNIVERSITY 

Job Description 

 
Position Title: Associate Director of the Center for Innovation and Entrepreneurial Development  

Department: School of Business—Management  

Reports To: Director of the Center for Innovation and Entrepreneurial Development  

 

 

 

The following statements are intended to describe the general nature and level of work to be performed and are not intended 
to be construed as an exhaustive list of all responsibilities, duties and skills required of personnel so classified. All duties listed 
are essential functions for the position. It is understood that other related duties may be assigned. 

 

General Function (Description): 

The Associate Director of the Center for Innovation and Entrepreneurial Development (CIED) will assist and 
support the Director of the CIED in the daily operations, strategic planning, development and 
implementation, program development and management, budgeting and purchasing , marketing  including 
social media, website development and management, student and faculty engagement, alumni and 
community engagement, grant writing and implementation, and other duties as assigned by the Director 
and will directly supervise all staff including, but not limited to, the Program Manager and Administrative 
support personnel.  
The Associate Director directly liaises with the Director and Dean of the School of Business, in the Director’s 
absence, to ensure the operations, grants, and budgets are in compliance with all university and 
grantor/funder rules, regulations, agreements and memoranda of understanding.  
He/She will have substantial experience as a startup founder and entrepreneur or will have designed and 
facilitated entrepreneurial education to university students or customers or groups external to the 
academy.  
The Associate Director will engage with the broader Atlanta entrepreneurial ecosystem, CAU alumni, and 
thought leaders in entrepreneurship education to create a distinctive and inspiring experience for students 
while amplifying its external reputation.   
The Associate Director must be able to work outside of normal office hours and/or weekends as necessary. 
The Associate Director must also be able to travel to external meetings, events, conferences, student 
competitions, other institutions and other related entities as required.  

 

Examples of Duties and Responsibilities: 

 Assist the Director with the development of a strategic plan with short and long-term SMART goals 
and metrics for the CIED.  

 Implement the SMART goals and strategic plan with regular measurement, reporting, and feedback 
on progress and achievement of the plan and goals.  

 Meet with staff and the Director on a regular basis in order to set short-term tasks and follow-up on 
their status.  

 Create a plan for programmatic development.  
 Manage the Blackstone LaunchPad grant in collaboration with the director.  
 Collaborate with the Director, provost, deans, department chairs, faculty, and staff on programming 

and engagement for student projects and developing a cross-disciplinary entrepreneurial eco-system 
across the culture of CAU.  

 Design and implement a fund-raising strategy targeting alumni, philanthropy, and foundations.  
 Design and implement recruiting and marketing strategies for student-focused programs and 

activities.  
 Design and implement recruiting and marketing strategies for faculty-focused programs and 

activities.  
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 Plan and implement educational outreach, webinars, seminars, convenings, open houses, 
orientations, conferences and other related events and programs that focus on entrepreneurship 
and innovation.    

 Assist in the recruitment of a CIED advisory board and coordinate regular communication and 
meetings of the board.     

 Assist in the planning of the new CIED location and coordinate the move of the current labs and 
offices.  

 Assist in the planning of incubation and acceleration programming and the marketing and 
recruitment of founders, potential founders, and innovators.  

 Manage incubation and acceleration initiatives.  
 Create and maintain databases of unique visitors and users of the CIED.  
 Maintain the CIED equipment inventory and collaborate with key stakeholders in updating and 

purchasing new equipment.  
 Ensure that all equipment is fully functional and calibrated on an annual basis and repaired on an as-

needed basis.  
 Manage third party contractors working with the CIED.  
 Liaise with Atlanta University Center E&I center partners.  
 Develop CIED website content and manage the implementation of the new website and the CIED’s 

presence in social media outlets.  
 Provide startup and ongoing consultation with CIED customers and stakeholders.  
 Assist in academic class offerings.  
 Perform grant search activities, assist in grant writing and grant activities.   
 Perform other duties not listed above as assigned.  

 

Knowledge, Skills and Abilities: 

 Strong management and supervisory skills.  
 Having an entrepreneurial mindset.  
 Knowledge of entrepreneurship concepts and strong ability to facilitate Lean Startup, Prototyping and 

Business Model Canvas classes.  
 Strong technological skills including familiarity with Banner or other comparable software.  
 Strong budgeting and purchasing skills.  
 Knowledge of Microsoft Office including strong skills in Power Point and Excel.  
 Ability to function with attention to detail with minimal supervision.  
 Strong interpersonal and customer service skills.  
 Highly effective oral, written and presentation skills.  
 Strong critical thinking and problem-solving skills.  
 Highly organized strong time management skills.  
 Ability to work within a university culture with students, faculty and staff.   
 Knowledge of best practices associated with makerspaces, E&I centers, incubators, and accelerators.  
 Ability to provide or procure training and teaching for maker activities such as prototyping, 3D 

printing, laser cutting, AI, AR, among others.  
 Multi-tasker and cooperative team player.  
 Effective grant writing skills.  
 Ability to travel as required.  
 Ability to work outside normal office hours and/or weekends as necessary.  

 

Minimum Hiring Standards: 
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Education 
Masters or Doctorate in Entrepreneurship, Educational 
Entrepreneurship or any Engineering discipline 

Years of Experience 

At least two years in higher education with experience in 
entrepreneurship education and initiatives, E&I centers, incubation 
or acceleration   

Years of Management/Supervisor 

Experience 

At least 0-1 year 

Clark Atlanta University is an Equal Opportunity/Affirmative Action Employer 
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