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Participates in formulation of the District strategic plan and other long-range instructional and resource plans;
exercises leadership in achieving optimal organizational efficiency and effectiveness, including initiatives to
improve work processes and enhance systems, faculty and staff performance.

Manages and participates in the development and administration of the Academic Affairs division budget;
provides advice on fiscal implications related to budgetary decisions; directs the forecast of additional funds
needed for staffing, equipment, materials, and supplies; directs the monitoring of and approves expenditures;
directs and implements adjustments as necessary.

Provides guidance and direction to management staff to coordinate and direct programs and services; meets with
management staff to identify and resolve organizational and operational problems both within and between
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QUALIFICATIONS

Knowledge of:

Theories, principles, and practices associated with higher education curricula and instruction, student support
services, student learning, and student success.

Principles and practice of enrollment management.

Principles and practices of fiscal management, and strategic and facilities planning.

Pertinent federal and state laws and regulatory provisions.

College accreditation procedures, practices, and standards.

The development, implementation, and assessment of student learning and/or service area outcomes.
Principles and practices of
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organizations.

Establish and maintain a variety of filing, record keeping, and tracking systems.

Operate modern office equipment including computer equipment and specialized software applications
programs.

Prepare clear and concise reports, correspondence, policies, procedures, and other written materials.

Conduct complex research projects, evaluate alternatives, make sound recommendations, and prepare effective
technical staff reports.

Understand scope of authority in making independent decisions.
Education and Experience:

A master’s degree from a college or university accredited by a regional accrediting agency recognized by the
United States Department of Education; and

Three (3) years of teaching/faculty-related experience; and

Five (5) years of leadership experience in higher education.

An earned doctorate is highly desirable.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a computer;
vision to read printed materials and a computer screen; and hearing and speech to communicate in person and over
the telephone. Standing in and walking between work areas is frequently required. Finger dexterity is needed to
access, enter, and retrieve data using a computer keyboard or calculator and to operate standard office equipment.
Employees must possess the ability to lift, carry, push, and pull materials and objects up to 25 pounds with the use
of proper equipment. Reasonable accommodations will be made for individuals on a case-by-case basis.

ENVIRONMENTAL ELEMENTS

Employees work in an office environment with moderate noise levels, controlled temperature conditions, and no
direct exposure to hazardous physical substances. Employees may interact with members of the public or with staff
under emotionally stressful conditions while interpreting and enforcing division policies and procedures.
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