
 
Position: Direct or of Student Aff a ir s, Equit y Progr a ms  Position Number:   
Department/Site:  Stude nt Aff ai r s  FLSA:   Exempt - Ad mi ni s tr a ti ve 

(Class if ie d Admi ni st r at or)  
Reports to:  Vice Pres ide nt of Stude nt Affa ir s  or 
assi gne d admi ni st r at or  

Salary Range:  IX  

 

  

 
DEFINITION  
 
Under gene ra l di r ec ti on, plans, orga ni ze s, mana ge s, and provi des over si ght for a var ie t y of spec ia l stude nt 
progr a ms and ser vi ce s; coor dina te s assi gne d acti vit i es wit h ot he r Di st ri ct di vi s i ons, offi ci al s, and out s ide 
agenc i e s; provi de s hi ghl y respons i bl e and compl e x prof es si onal assi st a nc e to the Vice Presi dent of Stude nt 
Aff ai r s in area s of expe rt is e; and perf or ms rel at e d wor k as requir e d.  
 
SUPERVISION RECEIVED AND EXER CISED  
 
Recei ve s gener al di re c ti on from the Vice Presi dent  of  Stude nt Aff ai rs.  Exer ci s es gener a l dir e cti on and 
supe r vi si on over prof e ss iona l, techni ca l, and admi ni s tra t i ve support st af f.  
 
CLASS CHARACTERISTICS  
 
Thi s is a mana ge me nt cl ass i fi c ati on that ov ers e e s, dire c t s, and par ti ci pat e s in var i ous st ude nt ser vi c e s progr a ms, 
incl uding shor t - and long- te r m pl anni ng and deve l opme nt and admi ni st ra ti on of progr a m pol i ci e s, proc e dur es, and 
ser vi c es.  The incumbe nt provi de s assi s ta nc e to the Vice Presi de nt of St ude nt Aff ai rs in a vari ety of 
admi ni s tr at i ve, coor di na ti ve, anal yt i c al, and liais on capa ci ti e s.  Succes s ful per for ma nc e of the wor k requir e s an 
ext e ns i ve prof es s ional backgr ound as wel l as ski ll in coor di nat ing progr a m wor k wi t h that of othe r Dist ri ct 
di vi s i ons and outs i de agenc i es. Respons i bi li ti es incl ude per f or mi ng di ve r s e, speci a li ze d, and compl e x wor k 
invol vi ng si gni f ic a nt account a bi li t y and deci s ion -ma ki ng responsi bi li t y. This class is dist ingui s he d from the Vice 
Presi de nt of Stude nt Aff a irs in that the lat te r overs e es and provi de s leader s hi p for al l St ude nt Aff ai rs progr a ms 
and act i vit i es and is respons i bl e for achie vi ng st r at e gic obj ec ti ve s rel at e d to the Distr i ct -wide progr a ms, suppor t 
ser vi c es, and oper at i ons.  
  
Adm inistrators c an be assigned to work at any district location or learning site and in som e cases can be assigned to 
multiple locations and learning sites. 

 
➢ As s ume s mana ge me nt respons ibil it y for var i ous stude nt ser vi c e s progr a ms, incl udi ng, but not limi t ed to:  

Acade my for Col l e ge Excel l enc e (ACE), Women’ s Educ a ti on Leade rs hip Ini t i a ti ve (WELI), Men’ s Inst i t ute 
for Leader s hi p and Educa tion (MILE), and suppor t progr a ms and ser vi c es for Calif or ni a Drea me r stude nt s.  

➢ De ve l ops, dir ec ts, and coor di na t es the impl e me nt a t ion of goals, obj e ct i ve s, polic i e s, proc e dur es, and wor k 
st anda r ds for the progr a ms; esta bli s he s, wit hi n Distr i ct pol ic y, appr opr ia te budge t, ser vi c e, and staf fi ng leve ls.  

➢ De ve l ops and standar di ze s proc edure s and met hods to impr ove and conti nuous l y moni t or the effi c ie nc y and 
effe c ti ve ne ss of the progr ams, ser vi c e deli ve r y met hods, and proce dure s; asse ss e s and moni t or s wor kl oad, 
admi ni s tr at i ve and suppor t  syste ms, and inte r na l reporti ng rel at ions hi ps; ident if ie s oppor tunit ie s for 
impr ove me nt and make s recomme nda t i ons to the Vice Presi de nt of Stude nt Affa irs.  

➢ M a na ge s and par ti ci pat e s in the deve l opme nt and admi ni s t ra ti on of assi gne d budge t s; dir ec ts the for e ca st of 
addit i ona l funds neede d for staff i ng, equi pme nt, mat er i al s, and suppli es; dire c t s the monit ori ng of and 
appr ove s expe ndi tur es; dir ec t s and impl e me nt s adj us t me nt s as neces s ar y.  

➢ Se l e ct s, trai ns, mot i va te s, and dir ec ts progr a m per s onne l; eval ua te s an d revi e ws wor k for acce pt a bi li t y and 
conf or ma nc e wit h progr a m st andar ds, incl udi ng progra m and proj e ct pri or it ie s and per f or ma nc e eval ua ti ons; 
wor ks wi t h empl oye e s on per f or ma nc e issue s; impl e me nt s disci pli ne and ter mi na ti on proce dure s; responds to 
staf f q uest i ons and conc e rns.  
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mat e r i al s and a comput er scr ee n; and hear i ng and spee c h to communi c a t e in per s on and over the tele phone.  
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