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TACOMA COMMUNITY COLLEGE


POSITION DESCRIPTION

SAMPLE

	Position:




	Division:



	Incumbent:




	Reports to:



	Date:




Position Purpose and/or Function, Nature and Scope:
The (INSERT TITLE) is the chief administrator of (insert department/division) and has primary responsibility for leadership of .  






The incumbent is responsible for hiring, supervising and evaluating program staff; implementation, monitoring and evaluation of instructional and support program services; establishing and maintaining collaborative relationships with administrators, faculty, students and external constituents; in addition to maintaining fiscal and programmatic accountability.

This is a full-time administrative (or professional) position.

Principal Accountabilities:

Serves as primary administrator and leader with responsibility for the program(s) including curriculum development; monitors and manages program  enrollments and course offerings to meet college enrollments targets and improve efficiency; student support program implementation and evaluation; staffing; manage multiple program budgets; establishes, guides and reviews program and departmental policies and procedures; Represents programs on internal and external committees, project and task forces.   
GENERAL RESPONSIBILITIES
A. Education Program Responsibilities
1. Curriculum Development

· Reviews the programs’ annual curriculum proposals and coordinates short and long range planning of proposed instructional plan.

· Reviews and approves all course proposals, revisions, and deletions for the program

· Supervises, reviews and evaluates programs as appropriate

· Monitors all class enrollments 

2. Instructional Support Programming

· Provide leadership and direction in developing and implementing supplemental instruction    

      support services for the Bridge program to include tutoring and facilitated study groups
· Provide leadership and direction in developing and implementing instructional support services to include a computing lab, tutorial staff, study groups, and staff mentors 

B. Leadership

· Serves as the leader in staffing, curriculum development, institutional effectiveness goals, and improvement within the Program

· Assist in the development of  faculty teaching assignments for full- and part-time faculty in collaboration with department coordinators and staff

· Implementation of institutional initiatives as it relates to areas of responsibility
· Serves as the leader in staffing, support services effectiveness and delivery, and visibility or 
       the Programs
· Serves as the leader with staff and faculty in reviewing, testing, and implementing teaching 
      techniques and strategies for curriculum in the Program, Supplemental Instruction, 
      and the Student Success Strategies courses  
· Serves as primary contact and chief administrator for the program and 
      provides leadership and management to include oversight of operations, monitoring of goals 
      and objectives, and project evaluation.
· Interprets and implements U.S. Department of Education regulations applicable to the 
      program and ensures internal accountability.
· Serves as grants person, where appropriate, and seeks grant funding to support new 
      initiatives as well as maintaining existing programs
· Coordinate the recruitment and selection of Student Support Services eligible project participants, ensure effective admissions process, implement a system of monitoring students’ academic progress, and oversees the maintenance of accurate student records.

· Provide academic and personal advising to project participants as time required for administrative duties allows.

· Represent the Associate Vice President at meetings an assist with special projects as needed.

C.  Personnel Management
· Hire, supervise and evaluate full-and part-time faculty, professional and classified staff.

· Provide orientation to staff to assure compliance with project goals,  

      objectives and federal regulations.

· Recommends new faculty positions; and serves on search committees

· Resolves student-faculty and staff problems and misunderstandings, making 

      recommendations for such resolutions as stipulated in official college publications

· Commitment to diversity and cultural pluralism by maintaining an environment that   

      fosters and honors multiple perspectives and dialogue

· Identifies training and development needs of full- and part-time faculty and staff

· Assists faculty and staff in preparing and carrying out individual  professional development  

      plans

D. Program Evaluation

· Oversight of curriculum initiatives and learning outcomes for the program 

· Oversight of curriculum, and learning outcomes for Supplemental Instruction initiatives

· Maybe required to serve on tenure review committees and assists in the preparation of tenure review recommendations to the Academic Vice President, President, and Board of Trustees

· Coordinate the collection of data to support success in meeting project objectives and effective project evaluation.

· Prepares annual reports evaluating programs

· Prepare reports required by the U.S. Department of Education and the College

· Supervises and evaluates classified, and professional staff in addition to working collaboratively with divisions in evaluating faculty

E. Budget
· Prepares program budgets including analysis of individual program needs. Prepares annual budget for review by Associate Vice President for allocation of capital, equipment, instructional, and all other budgeted monies
· Collaboratively plans for long-range capital outlay and operational needs of the department.
· Coordinates and approves/disapproves budget requests of program coordinators 
· Tracks expenditures in all budgets 
· Develops long-range equipment replacement schedule for non-college supported equipment
F. Representation

· Key member of institutional leadership with participation in leadership team as well as Dean’s Council
· Represents programs in matters pertaining to its relationship with the department, the campus     community and other divisions and departments, and with college administration
· Participates on standing and ad hoc committees as required
· Attends and participates in professional association meetings at local, state, and national levels
· Ensures community involvement in program direction by establishing advisory committees when 
       appropriate and where required and maintains active liaison.
· Fostering support for programs from the campus community by collaborating with other 
       departments/division such as Instruction and student services and serving on various 
       governance committees 
· Work effectively with students, staff, faculty, administrators, and the external community
· Act as liaison between the Student Support Services project and campus faculty and staff 

       to assure project visibility and support.

· Actively serve as a member of the College’s Student Success Task Force and Retention    

      Task Force.

G. College Catalog, Departmental Brochures, Flyers, and Departmental Web Pages

· Reviews and prepares departmental  materials for submission to the catalog coordinator

· Reviews and prepares copy of departmental marketing brochures and materials

· Coordinates departmental web page updates

H. Textbooks 

· Coordinates the use of textbooks for the departments within the guidelines of college and departmental policy

· Coordinates textbook selection requests with faculty and prepares necessary forms for submission to Bookstore

· Manages Desk Copy requests for the departments

MINIMUM QUALIFICATIONS
1. Masters Degree, (Doctorate preferred), in student services administration, counseling, educational administration, or closely related field.

2. Three years experience professional level experience working with program development, evaluation, budget management and personnel supervision with SSS or similar programs.

3. Experience developing curriculum and teaching at the community college level

4. Experience in successfully planning, executing and evaluating new programs and initiatives

5. Experience planning, administering, and monitoring multiple budgets

6. Experience interpreting and implementing government regulations in connection with program delivery.

7. Demonstrated success working effectively with ethnically and culturally diverse populations and has d knowledge of educational dynamics associated with these student populations.

8. Three years experience working with adults or non-traditional students in a college setting.

9. Knowledge of the comprehensive community college mission and demonstrated commitment to it.

10. Strong written and oral communication skills and grant writing skills.

