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Founded in 1981, Management & Training Corporation (MTC) is a privately-held company headquartered in Centerville, Utah.  MTC successfully operates Job Corps, corrections, medical, and international and domestic workforce development contracts serving disadvantaged populations.   With nearly 9,300 employees around the world, MTC recognizes the learning potential of others and creates cultures where learning is encouraged and recognized. 

ASSISTANT TO THE PRESIDENT
This position reports to the President and is responsible for providing executive level support regarding a broad range of advanced, diversified and confidential corporate activities.  Among other duties, this position will:
· Coordinate corporate planning process which includes the strategic plan, annual company goals, departmental goals and performance incentive goals.

· Compile quarterly key performance indicators and analyze significant variances.
· Organize board of directors meetings, officer meetings and other corporate events.
· Act as liaison between the President and internal and external groups and individuals.

· Assist with developing presentations and articles.  Conduct independent research.
Requires a Bachelor’s degree in business administration or related field and six years related experience, three of which should be supporting senior executives.  A master’s degree in business administration, law or related field is preferred.  Must have excellent verbal and written communication skills, as well as strong analytical, organizational and project management skills.  Must be willing and able to travel.  
Apply on line at www.mtctrains.com
MTC is an equal opportunity employer

