
 

The Board reserves the right to modify the order of business in the manner it deems appropriate. 
 

Closed session shall not extend past the designated time, but should the business considered in closed session require 
additional time, the Board shall reserve time after the public meeting to continue discussion. 

 

 
 

REGULAR MEETING OF THE BOARD OF TRUSTEES 

 
 

Wednesday, February 8, 2017 
 
 

MINUTES 
 
 

CALL TO ORDER 
 
The regular meeting of the Board of Trustees of Mt. San Antonio College was called to order 
by Board President Bader at 6:00 p.m. on Wednesday, February 8, 2017, and the Pledge of 
Allegiance was led by Gary Nellesen.  Trustees Baca, Bader, Chen, Chen Haggerty, Hall, 
Hidalgo, Santos, and Student Trustee Santos were present. 
 
 
STAFF PRESENT 
 
Bill Scroggins, President & CEO; Irene Malmgren, Vice President, Instruction; 
Audrey Yamagata-Noji, Vice President, Student Services; and Abe Ali, Vice President, Human 
Resources were present. 
 
 
INTRODUCTIONS AND RECOGNITION 
 
 The following newly appointed and promoted employees were introduced: 

 
Classified Employees (Newly Appointed) 

 
 Melissa Alvarez-Mejorado, Administrative Specialist III (Research and Institutional 

Effectiveness) (absent) 
 Tabitha Groves, Laboratory Assistant, Child Development Observation (Business 

Division) (absent) 
 Andrea Rodriguez, Administrative Specialist III (Facilities Planning and Management) 

(present) 
 

  



Management Employee (Newly Appointed) 
 

 Darren Grosch, Director, International Students (Student Services) (present) 
 

Classified Employees (Promoted) 
 

 Joan Chang, Learning Lab Assistant (Learning Assistance Services) (absent) 
 

Classified Employees (Change of Assignment) 
 

 Marcus Williams, Project/Program Specialist (Student Services) (present) 
 
 Award a Certificate of Service to the following retiring employees: 
 

 Sharon Shriver, Information Technology Specialist (Information Technology), (27 years 
of service) (absent) 

 
 
APPROVAL OF MINUTES 
 
It was moved by Trustee Baca, seconded by Trustee Chen Haggerty, and passed to approve 
the minutes of the regular meeting of January 11, 2017. 
 
Ayes:  Baca, Bader, Chen, Chen Haggerty, Hall, Hidalgo, Santos 
Noes:  None 
Abstained:  None 
Absent:  None 
Student Trustee concurred. 
 
It was moved by Trustee Hidalgo, seconded by Trustee Baca, and passed to approve the 
minutes of the special meeting of January 21, 2017. 
 
Ayes:  Baca, Bader, Chen, Chen Haggerty, Hall, Hidalgo, Santos 
Noes:  None 
Abstained:  None 
Absent:  None 
Student Trustee concurred. 
 
PUBLIC COMMUNICATION 
 
 Community Member Dan Horan commented on how important community colleges have 

been in his life. 
 Ambassador for Assemblymember Phillip Chen Allen Wilson introduced himself to the 

Board and extended the Assemblymember’s welcome. 
 Community Member Brandy Turnbow commented on her application for the Citizens 

Oversight Committee. 
 
 
  



REPORTS 
 
Reports by the following constituency leaders were given and are posted on the College 
website with these minutes: 
 
 Aneca Abcede, President, Associated Students 
 Jeff Archibald, President, Academic Senate 
 John Lewallen, President, Classified Senate 
 Eric Kaljumagi, President, Faculty Association 
 Sandra Bollier, President, CSEA 262 (no written report) 
 Bill Lambert, Executive Director, Mt. SAC Foundation 
 
 
BOARD COMMUNICATION 
 
A. Trustee Bader read the following reminder:  “At this time, the Board of Trustees will report 

on matters related to attendance at conferences, professional affiliations, and community 
involvement directly related to their functions as Board members.” 

 
B. All Board members shared the following comments: 

 They welcomed and congratulated newly appointed and promoted employees. 
 They congratulated Sharon Shriver on her retirement. 

 
C. Trustee Hall reported the following: 

 Attended the San Gabriel Valley Civic Alliance Retreat and thanked the President for 
stopping by and Carol Nelson for helping with logistics. 

 Thanked Jill Miller for her service to the Board and welcomed Brigitte Hebert in her new 
role. 

 Attended the Board Study Session and found it very useful to be able to go in-depth on 
certain topics. 

 Attended the San Dimas Sheriff’s Station Volunteers annual scholarship event. 
 Attended the Diamond Bar Lunar New Year Festival event. 
 Attended the Hacienda Heights Lunar New Year Festival event. 
 Attended the San Dimas and Covina Redevelopment agency’s successor meetings. 
 Looking forward to the Athletics Hall of Fame banquet. 
 Looking forward to attending the Community Public Service Heroes Breakfast where 

Dave Wilson and Lorenzo Harmon will be recognized. 
 Looking forward to the Community Open House meetings to discuss the Educational 

and Facilities Master Plan and thanked Jill Dolan for organizing. 
 Looking forward to meeting with the Accreditation External Evaluation Team. 

 
D. Trustee Chen Haggerty reported the following: 

 Wished everyone a happy Chinese New Year 
 Attended the Board Study Session. 
 Attended the CCLC Effective Trustee Workshop in Sacramento and attended the ACES 

planning meeting while in Sacramento. 
 Attended a Holiday Tea with K-12 board members. 
 Thanked Jemma Blake-Judd for her communication with Whittier Hospital. 



E. Trustee Student Trustee Santos reported the following: 
 Attended the CCCT Board Meeting in Sacramento. 
 Attended CCLC Effective Trustee Workshop and Legislative Conference in Sacramento. 
 Met with other student trustees and talked about statewide organization and working to 

organize a regional retreat. 
 Looking forward to the ACCT Legislative Conference in Washington DC and meeting 

with legislators. 
 Looking forward to the Athletics Hall of Fame Banquet. 
 Looking forward to the Kepler Lecture. 

 
F. Trustee Chen reported the following: 

 Attended the Board Study Session and he thanked everyone for their presentations. 
 Attended the opening reception of a new exhibit, Roots, at Chinese American Museum. 
 Participated with Industry Lions Club to prepare food for the homeless. 
 Looking forward to attending the Athletics Hall of Fame Banquet. 
 Looking forward to attending the ACCT Legislative Conference Washington DC. 
 Looking forward to the Community Open House meetings. 

 
G. Trustee Santos reported the following: 

 Attended an immigration clinic at a local church that was sponsored by Janet Napolitano 
and Hilda Solis. 

 Attended the Baldwin Park Business Association meeting. 
 Attended the West Covina Beautiful meeting. 
 Attended the Bassett Torch Middle School Coffee with the Principal and PTA meeting. 
 Attended the La Puente Women’s Day March. 
 Attended a City Council meeting to support a sanctuary city resolution. 
 Attended the LACSTA meeting. 
 Attended the Community Facility Plan Advisory Committee meeting. 
 Attended the Board Study Session. 
 Attended the women’s Basketball game against East Los Angeles College. 
 Attended an education session on water conservation for Latino leaders. 

 
H. Trustee Baca reported the following: 

 Happy that the Foundation Golf Tournament is being named for long-time Mt. SAC 
supporter Pete Reynolds. 

 Attended CCLC Effective Trustee Workshop. 
 Attended the Wheelhouse meeting held at UC Davis.  This group is conducting research 

on community college leadership and working with a cohort of 25 sitting presidents and 
vice presidents and engaging in dialogue of leadership. 

 Is looking forward to attending the ACCT Legislative Conference in Washington DC and 
thanked Jill for organizing meetings. 

 Looking forward to the Community Open House meetings. 
 Attended the Board Study Session and commented that it is a great opportunity to learn 

about the College in more detail. 
 Attended the La Puente Oversight successor committee meeting. 
 Looking forward to attending the Athletics Hall of Fame Banquet. 
 Welcomed Brigitte to the team and thank Jill Miller for her assistance over the last few 

months. 



H. Trustee Hidalgo reported the following: 
 

 Attended the Hacienda-La Puente State of the District meeting. 
 Attended the Board Study Session and found it was very informative and he thanked 

the staff for the information. 
 Thanked the Foundation and the Academic Senate for the support that they’re providing 

for undocumented students. 
 Introduced a representative from NALEO, Cynthia Velasco.  They opened up a higher 

education division that provides training to elected officials throughout the nation. 
 Looking forward to speaking and presenting at the West Covina City Council meeting. 
 Looking forward to attending the Athletics Hall of Fame Banquet. 

 
I. Trustee Bader reported the following: 
 

 Welcomed Brigitte and thanked Jill for her service. 
 Attended the Board Study Session and thanked everyone for their presentations. 
 Commented that the Community Facility Advisory Committee meetings are very 

engaging and thanked Don Sachs for his work. 
 Looking forward to the Community Open House meetings. 
 Met with a student who requested a meeting on cross-college tutoring. 
 Attended a Rotary meeting and spoke with Enrique Medina, who oversees the adult 

education for Pomona USD.  Kudos to Mt. SAC for the opportunity for dual enrollment 
and she thanked the staff for working with the PUSD. 

 
 
PRESIDENT SCROGGINS’ REPORT INCLUDED THE FOLLOWING: 
 
 He welcomed and congratulated newly appointed and promoted employees. 
 He congratulated Sharon Shriver on her retirement. 
 
 
CONSENT CALENDAR 
 
The following correction was made to the Consent Calendar: 
 
 Consent Item 15, on Page 68, Stephen Villasenor’s department should be listed as 

“Business Administration.” 
 

It was moved by Trustee Baca, seconded by Trustee Chen Haggerty, and passed to approve 
the following items, as corrected: 
 
1. Appropriation Transfers and Budget Revisions Summary; 
 
2. Hire various Independent Contractors in order to acquire the expertise needed to 

accomplish College goals and to meet deadlines; 
 
3. Re-issuance of stale-dated warrants; 
 
4. Agreement with Margolis Healy & Associates, LLC to provide Clery Act training; 



 
5. This item was pulled and acted upon separately below; 
 
6. Purchase of Rainbird Maxicom Irrigation System Upgrade – Phase 1 – (Bid No. 3146); 
 
7. This item was pulled and acted upon separately below; 
 
8. Agreement with Psomas to provide professional consulting services for the Solar 

Photovoltaic Project; 
 
9. This item was pulled and acted upon separately below; 
 
10. Agreement with P2S Engineering, Inc. to provide professional engineering services for 

The Center for Deaf and Hard of Hearing Remodel (Temporary Space); 
 
11. Contract Amendment: 

 Contract Professional Design and Consulting Services – Added Services – The 
Center for Deaf and Hard of Hearing Remodel – MDC Engineers – 
Amendment No. 1; 

 
12. Proposed Gifts and Donations to the College: 

 Gregory A. Rager – Canon AE-1 program cameras, UV/Skylight filters, straps, and 
lens caps (22), Canon 50mm 1.8 lenses, with UV/Skylight filter (extra lenses) (2), 
28mm Canon-mount wide angle lenses, with UV/Skylight filters (5), various focal 
length Canon-mount wide telephoto zoom lenses, with UV/Skylight filters (14), and 
various camera cases – single camera and single camera with lens, valued by donor 
at $5,261.50, to be used in the Photography Department; 

 
13. This item was pulled and acted upon separately below; 
 
14. New and/or Revised Classified Job Classification Descriptions; 
 
15. Recommendation to Employ Faculty Under Second Contract 2017-18; 
 
16. Recommendation to Employ Faculty Under Third Contract 2017-19; 
 
17. Recommendation to Grant Tenure 2017-18; 
 
18. Contract for Development of Written Tests and Interview Standards – CODESP Public 

HR; 
 
19. Contract Agreement with Kellogg West Conference Center and Lodge; 
 
20. School of Continuing Education Additions and Changes; 
 
21. Southern California Water Utilities Association Water Grant:  Acceptance of Funds; 
 
22. Affiliation Agreement with Chino Valley Independent Fire District Training Center; 
 



23. Affiliation Agreement with Magan Medical Clinic; 
 
24. Contract Agreement with Pacific Palms Resort and Conference Center; 
 
25. Sabbatical Leave Applications for Academic Year 2017-18; 
 
26. New, 4-Year Review, Modified Courses, Modified Certificates, and New and Modified 

Degrees Effective with the 2017-18 Academic Year; 
 
27. California Community Colleges (CCC) Maker Mini-Grant Acceptance of Funds and 

Approval of Purchases; 
 
28. Resolution No. 16-08 – Approval to Compensate Student Trustee Elizabeth Santos for 

Her Absence from the Regular Meeting of the Board of Trustees on January 11, 2017; 
 
29. Renewal of a Contract with Concept3D for a 3D Campus Map; 
 
30. Contract with Betty Colonomos to provide training to the Sign Language Interpreters; 
 
31. Contract with Dee Hankins for the REACH Programs Foster Youth Awareness Week; 
 
32. Contract with Kids That Code for the Upward Bound Program; 
 
33. This item was pulled and acted upon separately below; 
 
34. Note Takers as Independent Contractors for the Disabled Student Programs and Services 

in order to acquire the expertise needed to accomplish College goals and to meet 
deadlines; 

 
35. Acceptance of a Student Mental Health Mini-Grant from the Foundation for California 

Community Colleges; and 
 
36. Contract Renewal Evans & Sutherland Computer Corporation for the Digistar Encore 

Maintenance Service Agreement. 
 
Ayes:  Baca, Bader, Chen, Chen Haggerty, Hall, Hidalgo, Santos 
Noes:  None 
Abstained:  None 
Absent:  None 
Student Trustee concurred. 
 
 
  



CONSENT ITEM #5 – PURCHASE OF LIGHTING FOR THE STUDIO THEATER – 
PHASE 1 – (BID NO. 3145) 
 
It was moved by Trustee Hall and seconded by Trustee Baca to approve this item. 
 
Ayes:  Baca, Bader, Chen, Chen Haggerty, Hall, Hidalgo, Santos 
Noes:  None 
Abstained:  None 
Absent:  None 
Student Trustee concurred. 
 
 
CONSENT ITEM #7 – CONTRACT WITH INTERACT COMMUNICATIONS, INC. FOR 
CONSULTANT SERVICES FOR MARKETING FOR STUDENT ENROLLMENT AND 
COMMUNITY ENGAGEMENT – (RFP NO. 3096) 
 
It was moved by Trustee Baca and seconded by Trustee Hall to approve this item. 
 
Ayes:  Baca, Bader, Chen, Chen Haggerty, Hall, Hidalgo, Santos 
Noes:  None 
Abstained:  None 
Absent:  None 
Student Trustee concurred. 
 
 
CONSENT ITEM #9 – AGREEMENT WITH ASM AFFILIATES TO PROVIDE CONSULTING 
SERVICES FOR THE 2015 SUBSEQUENT PROJECT AND PROGRAM ENVIRONMENTAL 
IMPACT REPORT MITIGATION MEASURES 
 
It was moved by Trustee Hall and seconded by Trustee Chen to approve this item. 
 
Ayes:  Baca, Bader, Chen, Chen Haggerty, Hall, Hidalgo, Santos 
Noes:  None 
Abstained:  None 
Absent:  None 
Student Trustee concurred. 
 
 
CONSENT ITEM #13 – PERSONNEL TRANSACTIONS 
 
It was moved by Trustee Hall and seconded by Trustee Hidalgo to approve this item. 
 
Ayes:  Baca, Bader, Chen, Chen Haggerty, Hall, Hidalgo, Santos 
Noes:  None 
Abstained:  None 
Absent:  None 
Student Trustee concurred. 
 
 



CONSENT ITEM #33 – CONTRACT WITH MY FIESTA SUPPLIES FOR THE CASH FOR 
COLLEGE EVENT 
 
It was moved by Trustee Hall and seconded by Trustee Chen Haggerty to approve this item. 
 
Ayes:  Baca, Bader, Chen, Chen Haggerty, Hall, Hidalgo, Santos 
Noes:  None 
Abstained:  None 
Absent:  None 
Student Trustee concurred. 
 
 
ACTION ITEM #1 – APPOINTMENT OF A MEMBER TO THE CITIZENS OVERSIGHT 
COMMITTEE 
 
It was moved by Trustee Hall and seconded by Trustee Baca to approve this item. 
 
Ayes:  Baca, Bader, Chen, Chen Haggerty, Hall, Hidalgo, Santos 
Noes:  None 
Abstained:  None 
Absent:  None 
Student Trustee concurred. 
 
 
ACTION ITEM #2 – PROPOSAL TO INITIATE FACULTY NEGOTIATIONS FOR SUCCESSOR 
AGREEMENT, JULY 1, 2017, THROUGH JUNE 30, 2020 
 
It was moved by Trustee Hall and seconded by Trustee Baca to approve this item. 
 
Ayes:  Baca, Bader, Chen, Chen Haggerty, Hall, Hidalgo, Santos 
Noes:  None 
Abstained:  None 
Absent:  None 
Student Trustee concurred. 
 
 
ACTION ITEM #3 – PUBLIC HEARING REGARDING THE INITIAL PROPOSALS FOR 
SUCCESSOR AGREEMENT BETWEEN THE DISTRICT AND CSEA, CHAPTER 262 
 
A public hearing was held at 8:24 p.m. regarding the initial proposal for Successor Agreement 
between the District and CSEA, Chapter 262, and there was no public comment.  The public hearing 
concluded at 8:25 p.m. 
 
 
ADJOURNMENT 
 
The meeting adjourned at 8:25 p.m. 
 
 
WTS:CN 
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BACKGROUND 
 
To reflect the current needs of the College, the following Management job classification 
descriptions are being submitted as new and/or revised.  Please note additions are bold and 
underlined and deletions are stricken: 
 
 Assistant Director, Public Safety Programs (New); 
 Chief Compliance and College Budget Officer (New); 
 Director, Public Safety Programs (New); 
 Manager, Title IX/Equal Employment Opportunity (EEO) Investigations (New); 
 Associate Vice President, Student Services (New); 
 Assistant Director, Professional and Organizational Development (New); 
 Director, Professional Development (New); and 
 Dean, Humanities and Social Sciences. 
 
 
ANALYSIS AND FISCAL IMPACT 
 
These job classification descriptions are being brought forward for Board approval in 
accordance with Education Code § 88009 and 88010. 
 
Funding Source 
 
Not applicable. 
 
 
RECOMMENDATION 
 
It is recommended that the Board of Trustees approves the New and/or Revised Management 
Job Classification Descriptions, as presented. 
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ASSISTANT DIRECTOR, PUBLIC SAFETY PROGRAMS 
FLSA EXEMPT – M-13 

 
DEFINITION 
 
Under the administrative direction and oversight of the Director, Public Safety Programs, the 
Assistant Director plans, organizes, manages, and provides administrative direction and 
oversight for all functions and activities of the Mt. SAC Paramedic Program, both on-campus 
and at off-campus training locations.  Provides administrative direction and oversight to 
Director* and Clinical Coordinator* of the Emergency Medical Technician (EMT) program 
(*Faculty reassigned positions).  Works with regional fire agencies to establish and maintain 
strong working relationships, awareness of employer needs, and job market for Paramedic 
program graduates (post licensure) and EMT program graduates (post certification).  Seeks 
opportunities for collaboration with local agencies and municipalities.  Due to special expertise, 
when required or directed, may respond to campus emergencies and provide technical advice 
in coordination with other campus administrators.  This position requires a thorough working 
knowledge of various College procedures, board policies, and federal and state regulations.  
This position is an overtime-exempt supervisory classification. 
 
SUPERVISION RECEIVED AND EXERCISED  
 
Receives general direction from the Director, Public Safety Programs.  Exercises general and 
direct supervision over assigned staff. 
 
CLASS CHARACTERISTICS 
 
This is an Assistant Director classification in the Technology and Health Division.  The 
incumbent assists in overseeing, directing, and participating in all activities of the Fire 
Technology/Firefighter 1 Academy, Administration of Justice programs, and Paramedic and 
Emergency Medical Technician programs (EMS), and serves as Program Director and 
Clinical Coordinator of the Paramedic Program.  Assists in short- and long-term planning, 
development, and administration of program policies, procedures, and services.  Successful 
performance of the work requires an extensive professional background, as well as, skill in 
coordinating program work with that of other College departments/programs.  Responsibilities 
include performing and directing many of the program’s day-to-day operational functions.  This 
class is distinguished from the Director, Public Safety Programs in that the latter has overall 
management responsibility for Fire Technology/Firefighter 1 Academy and Administration of 
Justice Programs. 
 
EXAMPLES OF ESSENTIAL FUNCTIONS (Illustrative Only) 
 
 Serves as designated Paramedic Program Director, Supervisor, or Manager for the 

certifying Local EMS Agency (LEMSA).  Plans, organizes, coordinates, manages, and 
evaluates the day-to-day activities and functions of the Mt. SAC Emergency Medical 
Services (EMS) programs. 
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 Acts as a liaison for the College with local, county, and state and federal EMS agencies. 
 As required, coordinates with private and governmental agencies in the areas of training, 

EMS, and similar emergency response activities. 
 Works with regional fire agencies to establish and maintain strong working relationships, 

awareness of employer needs and job market for EMS program graduates, and seeks 
opportunities for collaboration with local agencies and municipalities. 

 Participates in a variety of committees and meetings related to the EMS programs, which 
may involve travel outside the College or state. 

 Using input derived from faculty, advisory committees, and oversight organizations, 
ensures compliance with external accreditation standards for developing, updating, 
modifying, or submitting for deletion EMS program and/or curriculum forms and supporting 
documents so that the programs’ courses and degrees meet or exceed all applicable 
county, state, and national training standards, while simultaneously meeting the needs of 
the tri-county emergency services community. 

 Administers the EMS programs’ occupational safety program as specified by Cal-OSHA. 
 Provides for the day-to-day management and supervision of all EMS programs’ students 

and students’ records. 
 Complies with local, state, and federal EMS training mandates and recordkeeping 

standards.  
 Ensures that EMS training and personnel records are accurately maintained. 
 Implements, reviews, modifies, and complies with EMS program standard operating 

procedures, guidelines, goals and mission statements. 
 In conjunction with the Dean and Director, Public Safety Programs, receives, reviews, 

investigates, forwards, and/or reports on all EMS student, faculty, and staff complaints. 
 As required, approves the timely processing of EMS purchase orders and time records for 

compliance with the College’s policies and procedures and with state and federal codes, 
regulations, standards, or laws. 

 Oversees EMS fund-raising efforts and coordinates with the Mt. SAC Foundation. 
 Maintains contracts for EMS clinical sites and/or negotiates for new sites. 
 Troubleshoots issues related to facility use. 
 Seeks out and applies for grants, donations, and other funds which will supplement the 

current and future EMS course deliveries. 
 Contacts public and private agencies seeking donation of surplus or retired equipment (i.e., 

expired medications, medical equipment, and supplies). 
 Oversees the purchasing, inventory management/tracking, security, repair, and operational 

safety of the tools, equipment, and supplies for the EMS programs; approves or prepares 
work orders for repairs. 

 Due to special expertise, when required or directed, may respond to campus emergencies 
and provide technical advice in coordination with other campus administrators. 

 May be required to assist with, or formally serve on, the College’s emergency 
preparedness, safety, crisis management, or similar committees. 

 In collaboration with the Division Dean, selects, supervises, and evaluates the 
performance of EMS programs’ faculty and staff. 

 Updates procedure manuals as needed for EMS professional and paraprofessional staff. 
 Resolves personnel issues at the lowest possible level within the organization. 
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 Coordinates faculty assignments in the Emergency Medical Services (EMS) programs. 
 In conjunction with the Dean, Technology & Health, Director of Public Safety Programs, 

and department chair, plans, develops, submits, and modifies current and future EMS 
course schedules. 

 In conjunction with the Dean, Technology & Health, Director, and department chair, plans, 
develops, submits, and modifies current and future EMS course schedules. 

 Ensures that the EMS programs have well-structured websites that include current 
program, degree, and course information. 

 
QUALIFICATIONS 
 
Knowledge of: 
 
 Federal, state, and College policies, procedures, and regulations related to fire department 

operations and fire training delivery. 
 Federal, state, and College policies, procedures, and regulations related to EMS training 

delivery. 
 Current methodology, pedagogy, and andragogy concepts related to vocational CTE 

training and education. 
 NWCG; CSTI; CAL-EMA; and the California State Fire Training System policies, course 

delivery requirements, code of ethical teaching standards, course management 
procedures, scheduling, and course processing requirements. 

 CAA-HEP; CoAEMSP; and LEMSA policies, course delivery requirements, code of ethical 
teaching standards, course management procedures, scheduling, and course processing 
requirements. 

 Principles and practices associated with the maintenance of records, including 
computerized electronic data collection and reporting techniques. 

 Current managerial and supervisorial techniques for effective and efficient supervision, 
management, and leadership of faculty, staff, and classified personnel. 

 Budget development, administrative practices, and organizational and management 
practices as applied to the analysis and evaluation of projects, programs, policies, 
procedures, and operational needs. 

 Computer technology, online course management systems, and technology based 
education systems. 

 Grant writing techniques. 
 Program, degree, and course development and evaluation procedures. 
 Student Learning Outcomes (SLO). 
 Risk management assessment and techniques. 
 California Title 5 regulations related to program, degree, and course development/delivery. 
 Methods and techniques for the development of presentations, business correspondence, 

and information distribution; research and reporting methods, techniques, and procedures. 
 Principles and procedures of record keeping, technical report writing, and preparation of 

correspondence and presentations. 
 English usage, spelling, vocabulary, grammar, and punctuation. 
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 Techniques for effectively representing the College in contacts with governmental 
agencies; community groups; and various business, professional, educational, regulatory, 
and legislative organizations. 

 
Skills & Abilities to: 
 
 Plan and administer complex, highly regulated emergency services programs. 
 Solve complex program and course delivery problems in a timely, effective, and efficient 

manner. 
 Make sound operational decisions. 
 Supervise, coach, and evaluate the work of assigned staff. 
 Effectively participate with federal, state, and local agencies. 
 Demonstrate sensitivity to, and respect for, a diverse population. 
 Chair committee meetings. 
 Interpret and apply College policies and procedures, national safety standards, laws, and 

regulations. 
 Prepare written operating procedures and program standards. 
 Effectively work with people at all levels, internal and external to the organization. 
 Professionally represent the College and the EMS programs in the local and statewide 

community. 
 Communicate effectively orally and in writing. 
 Organize and prioritize a variety of projects and multiple tasks in an effective and timely 

manner; organize own work, set priorities, and meet critical time deadlines. 
 Operate modern office equipment including computer equipment and specialized software 

applications programs. 
 Accurately estimate resources required to accomplish goals and work within project 

schedules. 
 Work independently in the absence of specific instructions. 
 Manage and inventory department equipment and supplies. 
 Exercise discretion and tact in the handling and processing of sensitive administrative 

activities and operations. 
 Hire, train, schedule, coordinate, and formally evaluate the work of others. 
 Continuously monitor changes in regulations, policies, and technology related to overall 

needs of the program. 
 
Education and Experience: 
 
Per Standard 111.B.1.b., Program Director Qualifications, the program director must: 
 

1) Possess a minimum of a Bachelor's degree to direct a Paramedic program from an 
accredited institution of higher education to direct an Advanced Emergency Medical 
Technician program; 

2) Have appropriate medical or allied health education, training, and experience; 
3) Be knowledgeable about methods of instruction, testing, and evaluation of students; 
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4) Have field experience in the delivery of out-of-hospital emergency care; 
5) Have academic training and preparation related to emergency medical services at least 

equivalent to that of a paramedic; 
6) Be knowledgeable about the current versions of the National EMS Scope of Practice, 

National EMS Education Standards, and evidenced-informed clinical practice. 
 
Licenses and Certifications: 
 
 Possession of, or ability to obtain, a valid California Driver’s License by time of appointment. 
 
PHYSICAL DEMANDS 
 
Must possess mobility to work in a standard office and outdoor setting and use standard office 
equipment, including a computer; to operate a motor vehicle to visit various College and 
meeting sites and off campus training sites (some sites are in rugged terrain); vision to read 
printed materials and a computer screen; and hearing and speech to communicate in person 
and over the telephone.  Standing and walking between work areas is required.  Must possess 
the ability to lift, carry, push, and pull equipment, materials, and objects related to the 
programs.  Finger dexterity is needed to access, enter, and retrieve data using a computer 
keyboard or calculator and to operate standard office equipment.  Incumbents in this 
classification occasionally bend, stoop, kneel, reach, push, and pull drawers open and closed 
to retrieve and file information. 
 
ENVIRONMENTAL ELEMENTS 
 
Incumbents work in an office and open air environment with moderate noise levels, controlled 
temperature conditions, and no direct exposure to hazardous physical substances.  
Incumbents may interact with staff, students, and/or the public in interpreting and enforcing 
departmental policies and procedures.  In addition, when required, incumbents will work in 
outside weather conditions and be exposed to extremely hazardous conditions and materials. 
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CHIEF COMPLIANCE AND COLLEGE BUDGET OFFICER 
FLSA EXEMPT – M-23 

 
DEFINITION 
 
Under administrative direction and oversight of the Vice President, Administrative Services, 
the Chief Compliance and College Budget Officer (CCCBO) ensures that the rules and 
regulations of local, county, state, and federal laws are followed properly and that the 
employees are handling transactional processing, reporting, and program requirements within 
the legal framework of being in compliance.  Plans, organizes, manages, and provides 
recommendations and oversight for compliance and audit functions and activities within the 
Fiscal Services Department and the College.  The CCCBO does not participate in any of the 
management decision process or accepts any responsibility in the execution of College 
activities.  Coordinates with the Associate Vice President, Fiscal Services (AVPFS) in the 
development of policies and procedures related to fiscal operations, monitors all financial 
transactions and activity to maintain compliance, and develops the College budget and 
timelines.  Coordinates through the AVPFS the assignment of support staff for assigned 
activities related to budgets and compliance.  Coordinates through the AVPFS assigned 
activities with other College divisions, departments, outside agencies, and the public.  Fosters 
cooperative working relationships among the College’s divisions and departments; with 
intergovernmental and regulatory agencies; and with various public and private groups.  
Provides highly responsible and complex professional assistance to the Vice President, 
Administrative Services, in areas of compliance expertise.  The CCCBO reviews management 
activities that include the design, implementation, and maintenance of a common infrastructure 
that minimizes risk of non-compliance.  The CCCBO keeps the Vice President of Administrative 
Services apprised of any issue of risk, control, or management practice that may be of 
significance, as well as the annual budget d processes and outcomes.  This position is an 
overtime-exempt supervisory classification. 
 
SUPERVISION RECEIVED AND EXERCISED 
 
The CCCBO receives administrative direction from the Vice President, Administrative 
Services, and has the responsibility to advise and provide for corrective action to ensure that 
strategies and practices are aligned and consistent with the College’s objectives and 
governance policies.  In this role the CCCBO complements and supports the AVPFS in staying 
compliant with various programs which include the integration of activities to effectively 
manage risk and compliance related activities.  The work provides for a wide variety of 
independent decision-making within legal and general policy and regulatory guidelines.  This 
position has the responsibility for conducting compliance reviews and coordinating external 
audits involving major financial programs so that the College can remain compliant in all areas 
of financial operations.  The CCCBO works in conjunction with the AVPFS to recommend 
changes in practices and procedures on financial activity which involve implementation through 
coordination with the AVPFS, who is the Fiscal Services line administrator to manage staff, 
managers, and others in meeting compliance objectives. 
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CLASS CHARACTERISTICS 
 
This is a Department Head classification that oversees, directs, and participates in all 
compliance, audit activities, and budget of the Fiscal Services Department units and the 
College.  This class works closely and in coordination with the AVPFS, including short- and 
long-term planning and the development of departmental policies and procedures.  Also, in 
coordination and conjunction through the AVPFS, provides assistance to the Vice President, 
Administrative Services, in a variety of coordinative, analytical, and liaison capacities including 
internal control issues and management practices that may be significant and do not meet 
compliance requirements.  Also provides assistance to the Vice President, Administrative 
Services, in the planning, development, and implementation of budget policies and practices.  
Successful performance of the work requires knowledge of public policy and College functions 
and activities, and the ability to develop, oversee, and implement projects and programs in a 
variety of areas.  Responsibilities include coordinating through the AVPFS the activities of the 
department with those of other departments and outside agencies, and managing and 
overseeing the complex and varied functions of the department dealing with compliance and 
auditing objectives.  The incumbent is accountable for accomplishing departmental planning 
and operational goals and objectives, for furthering College goals and objectives within general 
policy guidelines, and recommends initiatives to maintain responsible stewardship and 
compliance for the College.  This class is distinguished from the Vice President, Administrative 
Services, in that the latter is responsible for the overall management of all functions in the 
Administrative Services Division.  This class is also distinguished from the AVPFS, who has 
line responsibility over staff in the Fiscal Services department.  The CCCBO has direct 
responsibility to the Vice President, Administrative Services, to ensure that compliance, 
internal control, auditing, and budgeting functions are adhered to and ensure the College stays 
in compliance with local, state, and federal requirements. 
 
EXAMPLES OF ESSENTIAL JOB FUNCTIONS (Illustrative Only) 
 
 The CCCBO provides independent oversight of the institutional fiscal program that 

promotes a culture of compliance and the highest standards of ethics, integrity, and 
responsibility within the College community.  Although specific responsibility for a 
compliance item may rest with a manager, the CCCBO exercises oversight and monitoring 
to stay in compliance. 

 Recommends and monitors the implementation of new Government Accounting Standards 
Board (GASB) Statements (and other modified or new GASB/FASB Pronouncements). 

 Monitors compliance to maintain the Fiscal Independence status adhering to Education 
Code 85266, the Fiscal Independence Plan, and the accounting control standards 
prescribed by the Board of Governors of the Community College System.  Has authority to 
follow advice of legal counsel in determining legal expenditures of the College.  Works 
closely, and in conjunction with, the AVPFS and the Vice President, Administrative 
Services, in communicating new or modified compliance requirements. 

 Monitors compliance with the Public Works Contractor Registration Law. 
 Monitors the P-Card Program and ensures that proper controls and procedures are in 

place. 
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 Monitors systems to ensure responsible fiscal stewardship of the College’s general, 
special, and trust funds within legal and fiscal parameters. 

 Ensures compliance with federal, state, and local government accounting and financial 
transactional and reporting standards and controls for general, special funds, auxiliary, 
contracts, and grants; including the review and evaluation of mandated financial reports. 

 Oversees the College’s annual financial audits; prepares management and discussion 
analysis in conjunction with the AVPFS; responds to audit findings and determines and 
implements corrective actions; oversees the College’s Bond Financial Audit and Bond 
Performance Audit. 

 Coordinates with the AVPFS the development, preparation, review, and analysis of the 
College’s budgets and related documents to ensure proper allocation, fund disbursement, 
and compliance with legal requirements; evaluates and projects actual revenues and 
expenditures to determine budget requirements, capital spending, contracts, and various 
other expenditures; monitors expenditures to ensure compliance with budget established 
limitations. 

 Provides technical assistance to administrators and staff in ensuring smooth and efficient 
fiscal and budgetary functions and activities. 

 Coordinates internal and external audits by independent auditors, federal, and state 
agencies, and works with them and the AVPFS to resolve and address issues. 

 Represents the department to other College departments, elected officials, and outside 
agencies; explains and interprets departmental programs, policies, and activities; 
negotiates and resolves significant and controversial issues. 

 Monitors all financial aspects of the Bond Issuances and Capital Outlay Programs; works 
with the underwriters to prepare the preliminary Official Statements and the presentations 
to the rating agencies. 

 Provides compliance oversight for all construction programs with voter approved and other 
types of bonds to stay within the guidelines of bond parameters and applicable general 
accepted accounting principles. 

 Conducts a variety of compliance reviews involving departmental, organizational, and 
operational practices and processes; recommends modifications to programs, policies, and 
procedures as appropriate. 

 Examines the maintenance and enhancement of the payroll and finance applications of the 
College’s enterprise application system to ensure system reliability, data integrity, and 
security controls. 

 Serves as a confidential point of contact for employees to communicate with management, 
seek clarification on issues, or report irregularities. 

 Participates in and make presentations to the Board of Trustees and a wide variety of 
committees, boards, and commissions, as appropriate. 

 Attends and participates in professional group meetings; stays abreast of new trends and 
innovations in the field of fiscal services, compliance, and audits as they relate to the area 
of assignment. 
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 Monitors changes in laws, regulations, and technology that may affect the College or 
departmental compliance; recommends procedural changes as required. 

 Prepares, reviews, and presents reports, various management and information updates, 
and reports on special projects as assigned by the Vice President, Administrative Services. 

 Provides a working and learning environment that is free from prohibited discrimination, 
harassment, and retaliation (DHR), and provided by applicable law and College policies; 
attends College-mandated DHR training and participates in DHR investigations as directed; 
prevents discrimination and harassment and retaliation against individuals who bring these 
complaints forward through recognizing and reporting possible incidents to the Director of 
Equal Employment Opportunity Programs in Human Resources. 

 Learns and applies emerging technologies, as necessary, to perform duties in an efficient, 
organized, and timely manner. 

 Keeps the Vice President, Administrative Services apprised of all sensitive issues involving 
irresponsible fiscal stewardship, fraud, embezzlement, and any other activity that may bring 
question to the College’s fiscal integrity. 

 Performs other related duties as assigned. 
 
QUALIFICATIONS 
 
Knowledge of: 
 
 Administrative principles and practices, including goal setting, program development, 

implementation, evaluation, and supervision of staff, either directly or through subordinate 
levels of management and supervision. 

 Public agency budget development, College-wide administrative practices, and general 
principles of risk management related to the functions of the assigned area. 

 Organizational and management practices as applied to the analysis and evaluation of 
projects, programs, policies, procedures, and operational needs; and principles and 
practices of public agency administration. 

 Principles and practices of accounting, public finance administration and budgeting, 
auditing, and reconciliation. 

 Applicable federal, state, and local laws; regulatory codes; ordinances; and procedures 
relevant to assigned area of responsibility and the general financial operation. 

 Methods and techniques for the development of presentations, contract negotiations, 
business correspondence, and information distribution; research and reporting methods, 
techniques, and procedures. 

 Principles and procedures of record keeping, technical report writing, and preparation of 
correspondence and presentations. 

 Modern office practices, methods, and computer equipment and applications related to the 
work. 
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 English usage, grammar, spelling, vocabulary, and punctuation. 
 Techniques for effectively representing the College in contacts with governmental 

agencies, community groups, and various business, professional, educational, and 
regulatory organizations. 

 Techniques for providing a high level of customer service by effectively dealing with the 
public, vendors, students, and College staff, including individuals of various ages, 
disabilities, socio-economic, and ethnic groups. 

 Thorough knowledge of the Banner system, accounting and budget principles and practice, 
and familiarity with financial and legal parameters governing community college finance, 
accounting, and systems. 

 Knowledge of the Los County Office of Education and California Community College 
Chancellor’s Office requirements, regulations, and procedures. 

 
Skills & Abilities to: 
 
 Develop and implement goals, objectives, policies, procedures, work standards, and 

internal controls for the department and assigned program areas to promote effective 
compliance. 

 Provide professional leadership for the Fiscal Services Department and the College. 
 Prepare and administer large and complex budgets; allocate limited resources in a cost 

effective manner. 
 Interpret, apply, explain, and ensure compliance with applicable federal, state, and local 

policies, procedures, laws, and regulations; research, analyze, and evaluate new service 
delivery methods, procedures, and techniques; effectively administer special projects with 
contractual agreements and ensure compliance with stipulations. 

 Effectively represent the College in meetings with governmental agencies, contractors, 
vendors, and various businesses, professional, regulatory, and legislative organizations.  

 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 reports.  

 Prepare budget processes and timelines at the College level. 
 Establish and maintain a variety of filing, record keeping, and tracking systems. 
 Organize and prioritize a variety of projects and multiple tasks in an effective and timely 

manner; organize own work, set priorities, and meet critical time deadlines. 
 Operate modern office equipment including computer equipment and specialized software 

applications programs. 
 Use English effectively to communicate in person, over the telephone, and in writing. 
 Understand scope of authority in making independent decisions. 
 Review situations accurately and determine appropriate course of action using judgment 

according to established policies and procedures. 
 Establish, maintain, and foster positive and effective working relationships with those 

contacted in the course of work. 
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Education and Experience: 
 
Any combination of training and experience that would provide the required knowledge, skills, 
and abilities is qualifying.  A typical way to obtain the required qualifications would be: 
 
Equivalent to graduation from a regionally accredited four-year college or university with major 
coursework in accounting, finance, or a related field and seven (7) years of management 
and/or administrative experience in finance and accounting in a fiscal services department.  A 
Certified Public Accountant designation in the State of California or Master’s degree in finance, 
accounting, or related field is preferred. 
 
Licenses and Certifications: 
 
 Possession of, or ability to obtain, a valid California Driver’s License by time of appointment; 
 
PHYSICAL DEMANDS 
 
This is primarily a sedentary office classification although standing and walking between work 
areas may be required.  Must possess mobility to work in a standard office and classroom 
setting; operate a motor vehicle and to visit various on and off campus sites; vision to read 
printed materials and a computer screen; and hearing and speech to communicate in person 
and over the telephone.  Finger dexterity is needed to access, enter, and retrieve data using a 
computer keyboard or calculator and to operate standard office equipment.  Occasional 
bending, stooping, kneeling, reaching, pushing, and pulling.  Ability to lift, carry, push, and pull 
materials and objects up to 20 pounds. 
 
ENVIRONMENTAL ELEMENTS 
 
Incumbents work in an office and classroom environment with moderate noise levels, 
controlled temperature conditions, and no direct exposure to hazardous physical substances.  
Incumbents may interact with upset staff, students, and/or the public in interpreting and 
enforcing departmental policies and procedures. 
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DIRECTOR, PUBLIC SAFETY PROGRAMS 
FLSA EXEMPT – M-17 

 
DEFINITION 
 
Under the administrative direction and oversight of the Dean, Technology and Health, the 
Director, Public Safety Programs plans, organizes, manages, and provides administrative 
direction and oversight for all functions and activities of the Mt. SAC Fire Technology Program, 
Fire Academy, and Administration of Justice Program, both on-campus and at off-campus 
training locations.  Provides administrative direction and oversight to the Assistant Director, 
Public Safety Programs, which serves as the Paramedic Program Director and Clinical 
Coordinator.  Works with regional fire agencies to establish and maintain strong working 
relationships, awareness of employer needs, and job market for Firefighter 1 Academy and 
EMS program graduates, and seeks opportunities for collaboration with local agencies and 
municipalities.  Due to special expertise, when required or directed, may respond to campus 
emergencies and provide technical advice in coordination with other campus administrators.  
This position requires a thorough working knowledge of various College procedures, board 
policies, and federal and state regulations.  This position is an overtime-exempt supervisory 
classification. 
 
SUPERVISION RECEIVED AND EXERCISED 
 
Receives administrative direction from the Dean, Technology and Health Division.  The 
incumbent exercises general direction and supervision over professional faculty, technical, and 
administrative support staff. 
 
CLASS CHARACTERISTICS 
 
This is a Program Director classification that manages all activities of the Fire 
Technology/Firefighter 1 Academy, and Administration of Justice Programs and supervises 
the Assistant Director, Public Safety Programs, which serves as Program Director and Clinical 
Coordinator of the Paramedic Program.  Responsibilities include performing diverse, 
specialized, and complex work involving significant accountability and decision-making 
responsibility.  The incumbent organizes and oversees day-to-day activities and is responsible 
for providing professional-level support to the Dean, Technology and Health Division in a 
variety of areas.  Successful performance of the work requires an extensive professional 
background as well as skill in managing departmental work. This class is distinguished from 
the Dean, Technology and Health Division in that the latter has overall responsibility for all 
functions of the Technology and Health Division and for developing, implementing, and 
interpreting public policy. 
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EXAMPLES OF ESSENTIAL JOB FUNCTIONS (Illustrative Only) 
 
 Serves as designated California State Fire Marshal’s Office, Fire Fighter 1 Academy 

Director; oversees activities within all Firefighter 1 Academy offerings to include monitoring 
enrollments, recruitment, retention, problem solving, testing, test control, student welfare 
and safety, and new student orientation; plans, organizes, coordinates, manages, and 
evaluates the day-to-day activities and functions of the Mt. SAC Fire Technology/Firefighter 
1 Academy and Administration of Justice programs both on-campus and at off-campus 
locations used in Fire Academy Training (i.e., athletic fields, fitness areas, Chino Training 
Center, off-site specialty training locations). 

 Acts as a liaison for the College with local, county, and state and federal fire agencies. 
 As required, coordinates with private and governmental agencies in the areas of training, 

firefighting rescue, fire prevention, and similar emergency response activities. 
 Works with regional fire agencies to establish and maintain strong working relationships, 

awareness of employer needs and job market for Firefighter 1 Academy and EMS Program 
graduates, and seeks opportunities for collaboration with local agencies and municipalities. 

 Participates in a variety of committees and meetings related to the Fire 
Technology/Firefighter 1 Academy and Administration of Justice programs, which may 
involve travel outside the College or state (i.e., serve as an active member on the California 
Fire Technology Directors Association attending quarterly meetings, attend Los Angeles 
County Foothill Fire Training Officers meetings and San Bernardino County Fire Officer 
training meetings). 

 Plans, organizes, coordinates, manages, and evaluates the day-to-day activities and 
functions of the Mt. SAC Fire Technology/Firefighter 1 Academy and Administration of 
Justice programs, both on-campus and at off-site locations used in Fire Academy Training 
(i.e., athletic fields, fitness areas, Chino Training Center, off-site specialty training 
locations). 

 Using input derived from faculty, advisory committees, and oversight organizations, 
ensures compliance with external accreditation standards for developing, updating, 
modifying, or submitting for deletion Fire Technology/Firefighter 1 Academy program 
and/or curriculum forms and supporting documents so that the program’s courses and 
degrees meet or exceed all applicable county, state, and national training standards, while 
simultaneously meeting the needs of the tri-county emergency services community. 

 Ensures that all Firefighter 1 Academy hazardous training exercises are conducted within 
the guidelines of a nationally recognized standards organization such as the NFPA. 

 Administers the fire program’s occupational safety program as specified by Cal-OSHA, or 
NFPA. 

 Provides for the day-to-day management and supervision of all Fire Technology/ Firefighter 
1 Academy, and Administration of Justice programs’ students and students’ records. 

 Complies with local, state, and federal Firefighter 1 Academy training mandates and 
recordkeeping standards. 

 Ensures that Fire Technology/Firefighter 1 and Administration of Justice training and 
personnel records are accurately maintained. 



SUBJECT: New and/or Revised Management Job Classification Descriptions 
   

DATE: March 8, 2017  
 
 
 

Page    15   of   44    Pages 

 Implements, reviews, modifies, and complies with Fire Technology/Firefighter 1 Academy 
and Administration of Justice program standard operating procedures, guidelines, goals, 
and mission statements. 

 Writes and updates the Firefighter 1 Academy’s standard training evolutions, including live 
fire or similar hazardous activities to comply with local, state, federal, and national safety 
standards, guidelines, laws, and similar regulatory requirements. 

 In conjunction with the division dean, receives, reviews, investigates, forwards, and/or 
reports on all Fire Technology/Firefighter 1 Academy and Administration of Justice student, 
faculty, and staff complaints. 

 Coordinates with the College’s Financial Aid Office to maintain currency with federal and 
state financial aid requirements. 

 In conjunction with the division dean, support staff, and full-time faculty, assists, develops, 
proposes, justifies, and modifies Fire Technology/Firefighter 1 Academy and Administration 
of Justice/EMS program budgets and new budget requests. 

 As required, approves the timely processing of Fire Technology/Firefighter 1 Academy and 
Administration of Justice purchase orders and time records for compliance with the 
College’s policies and procedures and with state and federal codes, regulations, standards, 
or laws. 

 Oversees Fire Technology/Firefighter 1 Academy and Administration of Justice fund-raising 
efforts and coordinate with the Mt. SAC Foundation. 

 Maintains contracts for Firefighter 1 Academy off-site locations and/or negotiate for new 
sites. 

 Troubleshoots issues related to use of facilities. 
 Seeks out and applies for grants and other funds, which will supplement the current and 

future fire course deliveries. 
 Contacts public and private agencies seeking donation of surplus or retired equipment (i.e., 

fire engines, tools, and equipment). 
 Oversees the purchasing, inventory management/tracking, security, repair, and operational 

safety of the tools, equipment, and supplies for the Fire Technology/Fire Academy and 
Administration of Justice programs; approves or prepares work orders for repairs. 

 Maintains vendor resources to support academy and student supply/equipment needs. 
 Determines schedule for routine maintenance/replacement of equipment and troubleshoot 

maintenance problems. 
 Due to special expertise, when required or directed, may respond to campus emergencies 

and provide technical advice in coordination with other campus administrators. 
 May be required to assist with, or formally serve on, the College’s emergency 

preparedness, safety, crisis management, or similar committees. 
 In collaboration with the Division Dean, participates in the selection, supervision, and 

evaluation of the performance of Fire Technology/Firefighter 1 Academy and 
Administration of Justice programs’ faculty and staff. 

 Update procedure manuals as needed for Firefighter 1 Academy professional and 
paraprofessional staff. 

 Resolves personnel issues at the lowest possible level within the organization. 
 Coordinates faculty assignments in the Fire Technology/Firefighter 1 Academy and 

Administration of Justice. 
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 In conjunction with Dean and department chair, plans, develops, submits, and modifies 
current and future Fire Technology and Administration of Justice course schedules. 

 Ensures that the Fire Technology/Firefighter 1 Academy and Administration of Justice 
programs have well-structured websites that include current program, degree and course 
information. 

 Performs and/or assists in special projects and assignments as directed. 
 Performs other related duties as assigned. 
 
QUALIFICATIONS 
 
Knowledge of: 
 
 Federal, state and College policies, procedures, and regulations related to fire department 

operations, and fire training delivery. 
 Current methodology, pedagogy, and andragogy concepts related to vocational CTE 

training and education. 
 NWCG, CSTI, CAL-EMA, and the California State Fire Training System policies, course 

delivery requirements, code of ethical teaching standards, course management 
procedures, scheduling, and course processing requirements. 

 Principles and practices associated with the maintenance of records, including 
computerized electronic data collection and reporting techniques. 

 Current managerial and supervisorial techniques for effective and efficient supervision, 
management, and leadership of faculty, staff, and classified personnel. 

 Budget development, administrative practices, and organizational and management 
practices as applied to the analysis and evaluation of projects, programs, policies, 
procedures, and operational needs. 

 Computer technology, online course management systems, and technology-based 
education systems. 

 Grant writing techniques. 
 Program, degree, and course development and evaluation procedures. 
 Student Learning Outcomes (SLO). 
 Risk management assessment and techniques. 
 California Title 5 regulations related to program, degree, and course development/delivery. 
 Methods and techniques for the development of presentations, business correspondence, 

and information distribution; research and reporting methods, techniques, and procedures. 
 Principles and procedures of record keeping, technical report writing, and preparation of 

correspondence and presentations. 
 English usage, spelling, vocabulary, grammar, and punctuation. 
 Techniques for effectively representing the College in contacts with governmental 

agencies, community groups, and various business, professional, educational, regulatory, 
and legislative organizations. 
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Skills & Abilities to: 
 
 Plan and administer complex, highly regulated emergency services programs. 
 Solve complex program and course delivery problems in a timely, effective, and efficient 

manner. 
 Make sound operational decisions. 
 Professionally represent the College and the Fire Technology/Firefighter 1 Academy and 

Administration of Justice programs in the local and statewide community. 
 Supervise, coach, and evaluate the work of assigned staff. 
 Effectively participate with federal, state, and local agencies. 
 Demonstrate sensitivity to, and respect for, a diverse population. 
 Chair committee meetings. 
 Interpret and apply College policies and procedures, national safety standards, laws, and 

regulations 
 Prepare and administer Mt. SAC Fire Technology/Firefighter 1 Academy and EMS 

programs budgets. 
 Prepare written operating procedures and program standards. 
 Effectively work with people at all levels, internal and external, to the organization. 
 Communicate effectively orally and in writing. 
 Organize and prioritize a variety of projects and multiple tasks in an effective and timely 

manner; organize own work, set priorities, and meet critical time deadlines. 
 Operate modern office equipment including computer equipment and specialized software 

applications programs. 
 Accurately estimate resources required to accomplish goals and work within project 

schedules. 
 Work independently in the absence of specific instructions. 
 Manage and inventory department equipment and supplies. 
 Exercise discretion and tact in the handling and processing of sensitive administrative 

activities and operations. 
 Hire, train, schedule, coordinate, and formally evaluate the work of others. 
 Continuously monitor changes in regulations, policies and technology related to overall 

needs of the program. 
 
Education and Experience: 
 
Any combination of training and experience that would provide the required knowledge, skills, 
and abilities is qualifying.  A typical way to obtain the required qualifications would be: 
 
Equivalent to a Master’s degree from a regionally accredited college or university and two full-
time equivalent years of formal training or leadership experience reasonably related to the 
administrator’s administrative assignment.  Demonstrated sensitivity to and understanding of 
the diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of 
community college students and staff. 
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Preferred Qualifications: 
 
 Successful supervisory experience command-leadership professional experience 
 Five (5) full-time equivalent years of experience in fire technology 
 
Licenses and Certifications:  
 
 Possession of, or ability to obtain, a valid California Driver’s License by time of appointment. 
 
PHYSICAL DEMANDS 
 
Must possess mobility to work in a standard office and outdoor setting and use standard office 
equipment, including a computer; to operate a motor vehicle and to visit various College and 
meeting sites and off campus training sites (some sites are in rugged terrain); vision to read 
printed materials and a computer screen; and hearing and speech to communicate in person 
and over the telephone.  Standing and walking between work areas is required.  Must possess 
the ability to lift, carry, push, and pull equipment, materials and objects related to the programs.  
Finger dexterity is needed to access, enter, and retrieve data using a computer keyboard or 
calculator and to operate standard office equipment.  Positions in this classification 
occasionally bend, stoop, kneel, reach, push, and pull drawers open and closed to retrieve and 
file information. 
 
ENVIRONMENTAL ELEMENTS 
 
Employees work in an office and open air environment with moderate noise levels, controlled 
temperature conditions.  Employees will interact with staff, students, and/or the public in 
interpreting and enforcing departmental policies and procedures.  When required, employees 
will work in outside weather conditions and be exposed to extremely hazardous conditions and 
materials. 
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MANAGER, TITLE IX/EQUAL EMPLOYMENT OPPORTUNITY (EEO) INVESTIGATIONS 
FLSA EXEMPT – M-13 

 
DEFINITION  
 
Under general direction of the Director, Equal Employment Opportunity (EEO) Programs, the 
Manager, Title IX/Equal Employment Opportunity (EEO) investigations manages the day-to-
day responsibilities associated with the College’s Title IX and EEO investigations involving 
students, faculty, staff, visitors, and third parties at the College and its affiliates.  When a 
complaint is filed, the Manager, Title IX/EEO Investigations will evaluate the complaint and 
take appropriate steps with regards to the College’s Administrative Procedures, Board Policies, 
and/or Title IX regulations.  The Manager, Title IX/EEO Investigations acts as a neutral party 
in the investigation and provides a detailed, unbiased report to the Director, Equal Employment 
Opportunity (EEO) Programs regarding the findings of the investigation.  This incumbent also 
coordinates and provides training for selection committees and other staff regarding laws, 
regulations, policies, and procedures for EEO, staff diversity, unlawful discrimination, and 
sexual harassment. 
 
SUPERVISION RECEIVED AND EXERCISED  
 
Receives general direction from the Director, Equal Employment Opportunity (EEO) Programs.  
Exercises direct and general supervision over assigned staff. 
 
CLASS CHARACTERISTICS  
 
This is a management classification that manages all activities related to Title IX and Equal 
Employment Opportunity (EEO) investigations at the College.  Responsibilities include 
performing diverse, specialized, and complex work involving significant accountability and 
decision-making responsibility.  The incumbent organizes and oversees day-to-day activities 
and is responsible for providing professional-level support to the Director, Equal Employment 
Opportunity (EEO) Programs in a variety of areas.  Successful performance of the work 
requires an extensive professional background as well as skill in coordinating programmatic 
work with other functions, programs, and departments. 
 
EXAMPLES OF ESSENTIAL FUNCTIONS (Illustrative Only) 
 
 Ensures timely, thorough investigations; oversees and coordinates investigations of 

allegations and complaints of unlawful discrimination and sexual harassment. 
 Provides impartial consultation, conflict resolution, and problem solving in response to 

complaints and inquiries received from members of the campus community, including 
students, faculty, staff, College affiliates, visitors, and third parties. 

 Writes comprehensive reports of investigations with findings of fact and recommendations. 
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 Prepares and writes responses to complaints and inquiries from external agencies 
including the California Community Colleges Chancellor’s Office (CCCCO), Department of 
Fair Employment and Housing (DFEH), Equal Employment Opportunity Commission 
(EEOC), and the Office for Civil Rights (OCR). 

 Advises and collaborates with campus community partners, as appropriate, on the status 
of initiatives, case management trends, challenges, and concerns pertaining to unlawful 
discrimination, sexual harassment, and Title IX compliance. 

 Develops a case management database to organize, manage, and track incidents. 
 Prepares annual statistical report(s) on the number, nature, and disposition of complaints 

of unlawful discrimination and sexual harassment. 
 Tracks cases, data, and trends to identify patterns and make recommendations to address 

them. 
 Informs the College community of options and raises awareness of resources with respect 

to reporting and filing complaints. 
 Develops and plans for programs, services, education, and assessment of Title IX program 

and prevention efforts, including sexual harassment prevention training for students, 
faculty, and staff. 

 Develops and presents training for selection committees and other staff regarding laws, 
regulations, policies, and procedures for EEO, staff diversity, unlawful discrimination, and 
sexual harassment. 

 Monitors and coordinates regulatory compliance with local, state and federal civil rights 
laws and regulations, including Title IX, ADA, Sections 504 and 508 of the Rehabilitation 
Act of 1973, the Clery Act, and Violence Against Women Act (VAWA). 

 Works in a collaborative process to develop and review related College policies and 
administrative procedures in accordance with legal obligations and best practices. 

 Ensures associated mandated reporting is completed. 
 Serves on governance and administrative committees, as assigned. 
 Performs other related duties as requested or assigned. 
 
QUALIFICATIONS 
 
Knowledge of: 
 
 Federal and state laws and state regulations related to unlawful discrimination and sexual 

harassment based on all protected categories, including Title II, Title VI, Title VII, Title IX, 
ADEA, ADA, Sections 504 and 508 of the Rehabilitation Act of 1973, the Clery Act, Family 
Educational Rights and Privacy Act (FERPA), and Violence Against Women Act (VAWA). 

 Best practices as related to institutions of higher education compliance with Title IX and 
VAWA. 

 Administrative principles and practices, including goal setting, program development, 
implementation, and evaluation, and project management. 
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 Applicable federal, state, and local laws, regulatory codes, ordinances, and procedures 
relevant to assigned area of responsibility. 

 Organization and management practices as applied to the development, analysis, and 
evaluation of programs and operational needs of the assigned functions. 

 Record-keeping principles and procedures. 
 Modern office practices, methods, and computer equipment and applications related to the 

work. 
 English usage, grammar, spelling, vocabulary, and punctuation. 
 Techniques for effectively representing the College in contacts with governmental 

agencies, community groups, and various business, professional, educational, regulatory, 
and legislative organizations. 

 Techniques for providing a high-level of customer service by effectively dealing with the 
public, vendors, students, and College staff, including individuals of various ages, 
disabilities, socio-economic and ethnic groups. 

 
Skills and Abilities to: 
 
 Conduct comprehensive investigations of unlawful discrimination and sexual harassment 

allegations with objective findings and recommendations related to law and legal 
precedence. 

 Participate in complaint and grievance processes and hearings. 
 Recommend and implement goals, objectives, and practices for providing effective and 

efficient services. 
 Develop and conduct training and education programs pertaining to Title IX, unlawful 

discrimination, and sexual harassment investigations, resolutions, and prevention. 
 Ensure proper and timely resolution of personnel issues and conflicts. 
 Prepare clear and concise reports, correspondence, policies, procedures, and other written 

materials. 
 Deal appropriately with confidential information and exercise good judgment on sensitive 

matters. 
 Establish and maintain a variety of filing, record-keeping, and tracking systems. 
 Organize and prioritize a variety of projects and multiple tasks in an effective and timely 

manner; organize own work, set priorities, and meet critical time deadlines. 
 Operate modern office equipment including computer equipment and specialized software 

applications programs. 
 Use English effectively to communicate in person, over the telephone, and in writing. 
 Understand scope of authority in making independent decisions. 
 Review situations accurately and determine appropriate course of action using judgment 

according to established policies and procedures. 
 Establish, maintain, and foster positive and effective working relationships with those 

contacted in the course of work. 
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Education and Experience: 

Any combination of training and experience which would provide the required knowledge, 
skills, and abilities is qualifying.  A typical way to obtain the required qualifications would be: 
 
Equivalent to a Bachelor’s degree in a related field and two years of related experience in 
conducting investigations and resolution of concerns and complaints that may include conflict 
resolution, problem solving techniques, complaint screening, interviewing, assessment, 
consultation, and advice. 
 
Preferred Qualifications: 

 
 Experience in a higher education setting, public higher education highly preferred. 
 Experience in Title IX, Unlawful Discrimination, Sexual Harassment and Retaliation 

complaints, and/or grievance investigation and resolution. 
 
Licenses and Certifications:  
 
 Possession of and ability to maintain a valid California Driver’s License by time of 

appointment. 

PHYSICAL DEMANDS 
 
Must possess mobility to work in a standard office setting and use standard office equipment, 
including a computer; to operate a motor vehicle and to visit various College and meeting sites; 
vision to read printed materials and a computer screen; and hearing and speech to 
communicate in person, before groups, and over the telephone.  This is primarily a sedentary 
office classification although standing in work areas and walking between work areas may be 
required.  Finger dexterity is needed to access, enter, and retrieve data using a computer 
keyboard or calculator and to operate standard office equipment.  Positions in this classification 
occasionally bend, stoop, kneel, reach, push, and pull drawers open and closed to retrieve and 
file information.  Employees must possess the ability to lift, carry, push, and pull materials and 
objects weighing up to 25 pounds. 
 
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 staff and/or public and private representatives in interpreting and enforcing departmental 
policies and procedures. 
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ASSOCIATE VICE PRESIDENT, STUDENT SERVICES 
FLSA EXEMPT – M-23 

 
DEFINITION 
 
Under the administrative direction of the Vice President, Student Services, and in support of 
the Division of Student Services, plans, organizes, controls, and provides administrative 
direction and oversight for all operations and support functions assigned to Student Services.  
Provides leadership and oversight for the analysis, development, implementation, and 
evaluation of specific services and programs that provide direct support to students.  
Participates and assists in leading strategic efforts to address issues related to student 
development, student success and student equity, and student persistence and retention.  
Addresses issues related to the improvement and enhancement of policies, procedures, and 
program-specific services and interventions for students.  Oversees division-wide planning and 
program development in accordance with the mission, goals, and objectives of the College and 
the Student Services Division.  Exercises general direction and supervision over professional, 
technical, and administrative support staff through subordinate levels of management and 
supervision.  Coordinates assigned programs and services with other College divisions, 
departments, officials, outside agencies, and the public.  Fosters cooperative working 
relationships among College departments and with various public and private groups.  
Provides highly responsible and complex professional assistance to the Vice President, 
Student Services to address College and division goals, initiatives, and programs.  Serves as 
a member of the Student Services Management Team and the Student Services Team.  
Coordinates and directs communication, information, resources, and personnel to meet the 
needs of the Student Services Division.  This position is an overtime-exempt supervisory 
classification. 
 
SUPERVISION RECEIVED AND EXERCISED 
 
Receives administrative direction from the Vice President, Student Services.  The work 
provides for a wide variety of independent decision-making, within legal and general policy and 
regulatory guidelines.  Exercises general direction and supervision over professional, 
technical, and administrative support staff through subordinate levels of management and 
supervision. 
 
CLASS CHARACTERISTICS 
 
The Associate Vice President position oversees, controls, and directs programs and services 
of the Student Services Division, including short- and long-term planning and program 
development, outcomes measurement and research efforts, administration of department 
policies, procedures, and programs; and oversight of Division programs, departments, and 
services.  This position provides direct assistance to the Vice President, Student Services in a 
variety of administrative, management, analytical, and liaison capacities.  Responsibilities 
include developing, implementing and analyzing student support strategies, coordinating 
activities of the Division with department, outside agencies, and managing and overseeing the 
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complex and varied functions of the Student Services Division.  The incumbent is accountable 
for accomplishing Student Services Division planning, goals, and objectives and for furthering 
College goals and objectives within general policy guidelines. 
 
EXAMPLES OF ESSENTIAL FUNCTIONS (Illustrative Only) 
 
 Plans, organizes, controls, and directs support services functions to assist the Vice 

President in planning, development, and implementation of College processes and Student 
Services Division support services. 

 Directly represents the Vice President, Student Services as assigned. 
 Provides administrative leadership and oversight for the implementation of student success 

strategies, especially those impacting the Student Success and Support Program (SSSP), 
Student Equity, Admissions and Records, Financial Aid, Disabled Students, Counseling, 
and Student Discipline. 

 Promotes effectiveness, efficiency, cooperation, coordination, and communication among 
departments and all constituencies within the Student Services Team. 

 Develops, disseminates, and interprets analytical information related to programs, services, 
and processes and analytics supportive of educational planning, student learning 
outcomes, student support outcomes, enrollment rends, accreditation, and required internal 
and state/federal external reports and provides and/or oversees training in these areas. 

 Assesses, develops, implements, and evaluates strategies to monitor and improve the 
quality of student support services. 

 Serves as liaison between Student Services and other College departments and teams to 
collaborate and coordinate mutual efforts. 

 Provides leadership on designated College committees, task forces, and work groups to 
address critical issues and policies. 

 Assists in ensuring that support services programs and services comply with established 
College, state and federal standards, requirements, laws, codes, rules, regulations, 
policies, and procedures.  

 Facilitates and enhances the participation governance processes and relationships through 
collaboration with faculty, staff, and students. 

 Collaborates closely with colleagues within Student Services and Instruction related to 
enrollment, registration, curriculum, articulation, transfer, assessment, and advisement. 

 Works effectively with schools and school districts, baccalaureate level colleges and 
universities, community groups, business and industry, and government and legislative 
bodies to develop partnerships which result in improved service to the community and to 
students. 

 Maintains current knowledge of new developments and innovations in community colleges 
and higher education, recommends changes to maintain relevance of programs and 
services and to develop new initiatives and interventions to meet students’ needs. 

 Supervises and evaluates managers, staff, and faculty; interviews and selects employees; 
and recommends transfers, reassignments, terminations, and disciplinary actions; 
coordinates staff work assignments and schedules, and reviews work to assure compliance 
with established standards, requirements, and procedures. 
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 Provides consultation and technical expertise to staff, faculty, administrators, and others 
concerning College operations and activities; responds to inquiries and provides detailed 
and technical information concerning College programs, departments, services, curriculum, 
courses, and related matters; assures proper and timely resolution of student, staff, faculty, 
and administrative issues, complaints, and conflicts. 

 Develops and prepares annual preliminary budgets for assigned programs, including 
categorical programs; monitors and analyzes operations, activities, programs, and courses 
to determine educational and financial effectiveness and operational efficiency; periodically 
analyzes and reviews budgetary and financial data; controls and authorizes expenditures 
related to specific programs. 

 Directs the preparation and maintenance of a variety of records and reports, including 
annual program reviews, grant- and categorically-funded programs; assures that mandated 
reports are submitted appropriately and according to established timelines. 

 Provides technical information and assistance to the Vice President, Student Services, 
regarding student support services, activities, student needs and issues; participates in the 
formulation and development of policies, procedures, and processes related to program 
compliance and reporting structures. 

 Attends and conducts various meetings as assigned; serves as a member of the Student 
Services Team; attends and participates in various committees and work groups; prepares 
and delivers oral presentations concerning College programs, courses, services, needs, 
and issues. 

 Operates a variety of office equipment including a computer and related software. 
 Assumes leadership and performs other duties within the Division and the College as 

assigned. 
 
QUALIFICATIONS 
 
Knowledge of: 
 
 Educational policies and practices that impact the development, delivery, and outcomes 

measurement of support services to students. 
 Specific strategies, research, and techniques to address the unique educational needs of 

community college students. 
 Diversity, equity, and inclusive practices, strategies, and frameworks. 
 Principles and practices of effective leadership and administration of student services 

programs, departments, and initiatives. 
 Administrative principles and practices including the development, assessment and 

measurement of Student Learning Outcomes and Support Services Outcomes, goal setting 
and strategic planning, monitoring, measuring and reporting of goals, objectives, and 
outcomes. 

 Budget development, administrative practices, and organizational and management 
practices as applied to the analysis and evaluation of projects, programs, policies, 
procedures, and operational needs. 

 Technical, legal, financial, and public relations issues associated with the management of 
support services and programs. 
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 Applicable federal, state, and local laws, regulations, advisory directives, and procedures 
related to individuals’ rights, including non-discrimination and protections related to 
protected groups and populations. 

 Methods and techniques for the development of presentations, forums, training, 
correspondence, data compilation, and report writing. 

 Techniques for providing a high-level of customer service by effectively dealing with the 
public, vendors, students, and staff, including individuals of various ages, disabilities, socio-
economic and ethnic groups. 

 Principles and procedures of record keeping, technical report writing, and preparation of 
correspondence, presentations, and reports. 

 Modern office practices, methods, and computer equipment and applications. 
 English usage, spelling, vocabulary, grammar, and punctuation. 
 
Skills and Abilities to: 
 
 Work effectively with students, faculty, and staff from diverse backgrounds to promote 

access, equity, and inclusion. 
 Analyze situations accurately and adopt an effective course of action; plan, prioritize, and 

organize work; meet schedules and timelines. 
 Make independent decisions within legal and general policy and regulatory guidelines. 
 Identify resources and develop grant or special project applications in partnership with 

departments, governmental bodies, granting agencies, and the Grant’s Office. 
 Plan, organize, coordinate, evaluate, and direct College-wide and divisional operations, 

activities, programs, and services as assigned and directed. 
 Work collaboratively to institute educational effectiveness strategies, processes, systems, 

programs, and services. 
 Coordinate and direct communications, educational planning activities, program 

development functions, and strategies to communicate with students regarding College 
policies, processes, requirements, and opportunities. 

 Supervise and evaluate the performance of assigned staff, managers, and faculty. 
 Direct and participate in the development, analysis, and implementation of College 

programs, services, initiatives, and strategies. 
 Develop, initiate, document, and evaluate processes related to goals, objectives, strategic 

actions, key performance indicators, and outcome measurements. 
 Assure proper and timely resolution of issues, complaints, conflicts, and grievances. 
 Provide consultation and technical expertise concerning College operations and activities. 
 Communicate effectively both orally and in writing. 
 Direct the development of a variety of reports, records, and files related to assigned tasks 

and activities; prepare comprehensive narrative and statistical reports. 
 Develop and implement goals, objective, policies, procedures, work standards, and internal 

controls for departments and programs. 
 Prepare and administer large and complex budgets; allocate limited resources in a cost 

effective manner; oversee the expenditure and reporting of funds related to program 
requirements and College fiscal policies. 
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 Interpret, apply, explain, and ensure compliance with federal, state, and local policies, 
procedures, laws, and regulations. 

 Plan, organize, direct, and coordinate the work of management, supervisory, professional, 
and technical personnel; delegate authority and responsibility. 

 Research, analyze, and evaluate new service delivery methods, procedures, and 
techniques. 

 Conduct effective negotiations and effectively represent the Division and the College with 
governmental agencies, legislative bodies, and educational organizations. 

 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. 

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

 Communicate effectively and clearly in person and through various medium. 
 Establish, maintain, and foster positive and effective working relationships with those 

contacted in the course of work. 
 
Education and Experience: 
 
Any combination of training and experience which would provide the required knowledge, 
skills, and abilities is qualifying.  A typical way to obtain the required qualifications would be: 
 
 Equivalent to a Master’s degree from a regionally accredited college or university with major 

coursework in fields related to student services, student affairs, student development, 
persistence and retention, or educational equity. 

 Five (5) years of increasingly responsible experience involving leadership of student 
support services, program development, and outcomes measurement of specialized 
programs for diverse students. 

 
Preferred Qualifications: 
 
 Direct oversight at a dean or director level of student services programs and departments. 
 Experience in program accountability and measurement, outcomes assessment, strategic 

planning, and research specifically related to student services, student development, 
persistence and retention, and programs and services designed to serve diverse student 
populations. 

 Knowledge of community college students and the unique educational issues within 
community colleges impacting student success. 
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Licenses and Certifications:  
 
 Possession of, or ability to obtain, a valid California Driver’s License by time of appointment. 
 
Physical Demands 
 
This is primarily a sedentary office classification although standing and walking between work 
areas may be required.  Must possess mobility to work in a standard office and classroom 
setting; operate a motor vehicle and to visit various on and off campus sites; vision to read 
printed materials and a computer screen; and hearing and speech to communicate in person 
and over the telephone.  Finger dexterity is needed to access, enter, and retrieve data using a 
computer keyboard or calculator and to operate standard office equipment Occasional 
bending, stooping, kneeling, reaching, pushing, and pulling.  Ability to lift, carry, push, and pull 
materials and objects up to 20 pounds. 
 
Environmental Elements 
 
Employees work in an office and classroom environment with moderate noise levels, controlled 
temperature conditions, and no direct exposure to hazardous physical substances.  Employees 
may interact with upset staff, students, and/or the public in interpreting and enforcing 
departmental policies and procedures. 
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ASSISTANT DIRECTOR, PROFESSIONAL & ORGANIZATIONAL DEVELOPMENT 
FLSA EXEMPT – M-13 

 
DEFINITION 
 
Under the administrative direction and oversight of the Director, Professional & Organizational 
Development, the Assistant Director, Professional & Organizational Development (POD), 
plans, organizes, manages, and assists with the oversight of functions and activities of the 
Director, Professional & Organizational Development; assists in managing the professional 
development function for the College; develops and delivers training and workshops; and 
assists in managing various employee recognition and employee engagement programs for 
the College.  Supports the academic mission and goals of the College through providing well-
qualified and engaged faculty, staff, and administrators.  This position is an overtime-exempt 
supervisory classification. 
 
SUPERVISION RECEIVED AND EXERCISED  
 
Receives administrative direction from the Director, Professional & Organizational 
Development.  Exercises general direction and supervision over technical and administrative 
support staff. 
 
CLASS CHARACTERISTICS  
 
This is an Assistant Director classification that manages all activities of the Professional & 
Organizational Development department.  This class performs diverse, specialized, and 
complex work involving significant accountability and decision-making responsibility.  The 
incumbent organizes and assists with the oversight of day-to-day activities and is responsible 
for providing professional-level support to the Director, Professional & Organizational 
Development in a variety of areas.  Assists in short- and long-term planning, development, and 
administration of departmental policies, procedures, and services.  Successful performance of 
the work requires an extensive professional background, as well as, skill in coordinating 
departmental work with that of other departments.  This class is distinguished from the Director, 
Professional & Organizational Development in that the latter has overall responsibility for all 
functions of the Professional & Organizational Development unit and for developing, 
implementing, and interpreting institutional policy. 
 
EXAMPLES OF ESSENTIAL FUNCTIONS (Illustrative Only) 
 
 Plans, manages, and assists with the oversight of all Professional & Organizational 

Development programs, services, and activities.  
 Assists with the development and administration of the department’s annual budgets and 

related funds; assists with the forecast of additional funds needed for staffing, equipment, 
materials, and supplies; assists with the monitoring and approval of expenditures; assists 
with the implementation of adjustments as necessary. 
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 Assists with the selection, training, motivation, and direction of department personnel; 
evaluates and reviews work for acceptability and conformance with department standards, 
including program and project priorities and performance evaluations; works with 
employees on performance issues; implements discipline procedures; responds to staff 
questions and concerns. 

 Manages the daily services and activities of the Professional & Organizational Development 
department, including operations, providing support services, developing course offerings, 
budgeting, and facilities management. 

 In conjunction with the Director, Professional & Organizational Development, develops, 
implements, and improves course offerings; and provides information and access to 
campus community. 

 Coordinates professional development and related communications and information 
between College personnel, administrators, students, departments, vendors, and others; 
calendars and maintains event timelines and priorities; ensures event activities comply with 
established standards, requirements, laws, codes, regulations, policies, and procedures; 
ensures proper and timely resolution of issues and conflicts. 

 Confers with College departments in the planning and implementation of efficient and 
effective professional development services designed to meet community expectations and 
needs. 

 Participates in the preparation and maintenance of a variety of narrative and statistical 
reports, records, and files related to professional development, projects, programs, 
personnel, financial activities, and assigned duties; maintains and directs the maintenance 
of working and official departmental files; ensures reports are submitted to appropriate 
parties according to established timelines. 

 Attends and participates in professional group meetings and various College committees 
and advisory groups; stays abreast of new trends and innovations in the fields of 
professional development and other programs and services as they relate to the area of 
assignment. 

 Prepares, reviews, and presents staff reports, various management and information 
updates, and reports on special projects as assigned by the Director, Professional & 
Organizational Development. 

 Responds to difficult and sensitive public inquiries and complaints, and assists with 
resolutions and alternative recommendations. 

 Learns and applies emerging technologies, as necessary, to perform duties in an efficient, 
organized, and timely manner. 

 Provides a working and learning environment that is free from prohibited discrimination, 
harassment, and retaliation (DHR), and provided by applicable law and College policies.  
Attends College-mandated DHR training and participates in DHR investigations as directed.  
Prevents discrimination, harassment, and retaliation against individuals who bring these 
complaints forward through recognizing and reporting possible incidents to the Director of 
Equal Employment Opportunity Programs in Human Resources. 

 Assists the Instruction management team on a variety of projects and perform related duties 
as necessary. 
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QUALIFICATIONS 
 
Knowledge of: 
 
 Administrative principles and practices, including goal setting, program development, 

implementation, evaluation, and project management. 
 Methods and techniques for the development of presentations, business correspondence, 

and information distribution; research and reporting methods, techniques, and procedures.  
 Basic principles and practices of public agency budget development and administration and 

sound financial management policies and procedures. 
 Principles and practices of employee supervision, including work planning, assignment, 

review and evaluation, and the training of staff in work procedures. 
 Applicable federal, state, and local laws, regulatory codes, ordinances, and procedures 

relevant to assigned area of responsibility. 
 Organization and management practices as applied to the development, analysis, and 

evaluation of programs and operational needs of the assigned functions. 
 Information technology for developing, promoting, and delivering professional development 

opportunities. 
 Budget development, administrative principles and practices, and organizational and 

management practices as applied to the analysis and evaluation of projects, programs, 
policies, procedures, and operational needs. 

 Principles, practices, theories, and methods of planning, organizing, and directing College 
professional development, operations, and activities. 

 Current event management and professional development course offerings. 
 General practices, procedures, and techniques involved in customer relations and 

marketing functions. 
 Principles and procedures of record-keeping and writing comprehensive narrative and 

statistical reports. 
 Modern office practices, methods, and computer equipment and applications related to the 

work. 
 English usage, grammar, spelling, vocabulary, and punctuation. 
 Techniques for effectively representing the College in contacts with governmental agencies, 

community groups, and various business, professional, educational, regulatory, and 
legislative organizations. 

 Techniques for providing a high-level of customer service by effectively dealing with the 
public, vendors, students, and College staff, including individuals of various ages, 
disabilities, socio-economic and ethnic groups. 
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Skills & Abilities to: 
 
 Recommend and implement goals, objectives, and practices for providing effective and 

efficient services. 
 Evaluate and develop improvements in operations, procedures, policies, or methods. 
 Plan, organize, assign, review, and evaluate the work of staff; train staff in work procedures. 
 Prepare clear and concise reports, correspondence, policies, procedures, and other written 

materials. 
 Interpret, apply, explain, and ensure compliance with federal, state, and local policies, 

procedures, laws, and regulations. 
 Effectively represent the department and the College in meetings with governmental 

agencies, community groups, and various businesses, professional, and regulatory 
organizations, and in meetings with individuals. 

 Establish and maintain a variety of filing, record keeping, and tracking systems. 
 Organize and prioritize a variety of projects and multiple tasks in an effective and timely 

manner; organize own work, set priorities, and meet critical time deadlines. 
 Understand scope of authority in making independent decisions. 
 Review situations accurately and determine appropriate course of action using judgment 

according to established policies and procedures. 
 Establish, maintain, and foster positive and effective working relationships with those 

contacted in the course of work.  
 Provide administrative and professional leadership and direction for the department. 
 Prepare and administer large and complex budgets; allocate limited resources in a cost 

effective manner. 
 Conduct complex research projects, evaluate alternatives, make sound recommendations, 

and prepare effective technical staff reports. 
 Develop and deliver training courses. 
 Research, analyze, and evaluate new service delivery methods, procedures, and 

techniques. 
 Utilize information technology for developing, promoting, and delivering professional 

development opportunities. 
 Partner with the College community in order to become aware of existing professional 

development and employee activities, and to develop and deliver new offerings. 
 Partner with Instruction and Human Resources in order to support College values and 

goals. 
 Plan, organize, assign, review, and evaluate the work of staff; train staff in work procedures. 
 Operate modern office equipment including computer equipment and specialized software 

applications programs. 
 Use English effectively to communicate in person, over the telephone, and in writing. 
 Understand scope of authority in making independent decisions. 
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Education and Experience: 

Any combination of training and experience which would provide the required knowledge, skills, 
and abilities is qualifying.  A typical way to obtain the required qualifications would be: 
 
Equivalent to a Bachelor’s degree from a regionally accredited college or university in 
Professional Development, Organizational Development, Educational Leadership, Human 
Resources, Personnel Management, Public Administration, Organizational Management, or a 
related field and three (3) years of increasingly responsible administrative and project 
management experience that involved providing training to employees directly and/or through 
electronic media.  
 
Preferred Qualifications:  
 
 Strong interpersonal and relationship management skills. 
 Ability to exhibit energy, enthusiasm, and positive outlook. 
 Advanced Microsoft Office (PowerPoint, Excel and Word) software skills. 
 
Licenses and Certifications:  
 
 Possession of, or ability to obtain, a valid California Driver’s License by time of appointment. 
 
PHYSICAL DEMANDS 
 
Must possess mobility to work in a standard office setting and use standard office equipment, 
including a computer; to operate a motor vehicle and to visit various College and meeting sites; 
vision to read printed materials and a computer screen; and hearing and speech to 
communicate in person, before groups, and over the telephone.  This is primarily a sedentary 
office classification although standing and walking between work areas may be required.  
Finger dexterity is needed to access, enter, and retrieve data using a computer keyboard or 
calculator and to operate standard office equipment.  Positions in this classification 
occasionally bend, stoop, kneel, reach, push, and pull drawers open and closed to retrieve and 
file information.  Incumbents must possess the ability to lift, carry, push, and pull materials and 
objects up to 20 pounds. 
 
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 staff and/or public and private representatives in interpreting and enforcing departmental 
policies and procedures. 
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DIRECTOR, PROFESSIONAL & ORGANIZATIONAL DEVELOPMENT 
FLSA EXEMPT – M-15 

 
DEFINITION 
 
Under the administrative direction and oversight of the Vice President, Instruction, the Director, 
Professional & Organizational Development (POD) plans, organizes, manages, and provides 
administrative direction and oversight for all functions and activities of the professional 
development function for the College.  Develops programs, delivers training and workshops, 
and manages various employee recognition programs for the College.  Functions as a member 
of an integrated team of Instruction Managers and supports the academic mission and goals 
of the College through providing well-qualified and engaged faculty, staff, and administrators.  
This position is an overtime-exempt supervisory classification. 
 
SUPERVISION RECEIVED AND EXERCISED 
 
Receives administrative direction from the Vice President, Instruction.  Exercises general 
direction and supervision over professional, technical, and administrative support staff. 
 
CLASS CHARACTERISTICS 
 
This is a Department Director classification that oversees, directs, and participates in all 
activities of the Office of Professional & Organizational Development, including short- and long-
term planning and development and administration of departmental policies, procedures, and 
services.  This class provides assistance to the Vice President, Instruction in a variety of 
administrative, coordinative, analytical, and liaison capacities.  Successful performance of the 
work requires knowledge of education policy and College functions and activities and the ability 
to develop, oversee, and implement projects and programs in a variety of areas.  
Responsibilities include coordinating the activities of the department with those of other 
departments and outside agencies and managing and overseeing the complex and varied 
functions of the department.  The incumbent is accountable for accomplishing departmental 
planning and operational goals and objectives and for furthering College goals and objectives 
within general policy guidelines.  This class is distinguished from the Vice President, Instruction 
in that the latter has overall responsibility for all functions of the Instruction Division and for 
developing, implementing, and interpreting public policy. 
 
EXAMPLES OF ESSENTIAL FUNCTIONS (Illustrative Only) 
 
 Plans and manages all Professional & Organizational Development programs, services, 

and activities. 
 Develops, implements, and improves course offerings provided through the Office of 

Professional and Organizational Development (POD) on an ongoing basis. 
 Identifies all professional development of the College and provide information and access 

to the campus community through POD. 
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 Monitors and tracks the number of course offerings, accessibility, utilization, and Return on 
Investment (ROI). 

 Develops reports illustrating the accomplishments of the College’s professional 
development offerings/programs. 

 Assesses and addresses the training needs of the College in conjunction with the Planning 
for Institutional Effectiveness (PIE) process.  Understands, explains, and utilizes the PIE 
process to ensure the relevance of professional development activities and independently 
and fully utilize grant funding and other sources of revenue. 

 Conducts professional development needs assessments on a College-wide, departmental, 
and individual level. 

 Develops and implements a common campus-wide evaluation tool for evaluating the 
effectiveness of developmental opportunities from both an employee needs assessment 
perspective and institutional perspective. 

 Implements state-of-the-art information technology to present relevant and accessible 
course offerings and communications to the College community. 

 Coordinates with campus committees, and in some cases, lead committees charged with 
providing professional learning. 

 Provides consultation and technical expertise to administrators, faculty, and staff regarding 
professional goals and achievement strategies. 

 Supervises, coaches, develops, and evaluates assigned staff.  Assigns, coordinates, and 
reviews work to assure the delivery of high-quality services and programs in support of the 
College. 

 Consults with managers across campus (examples include Human Resources, Emergency 
Preparedness, Risk Management) to provide training that maintains compliance with local, 
state, and federal requirements as appropriate. 

 Coordinates with multiple areas of the campus, such as the Office of Instruction, Human 
Resources, Information Technology, and other College departments to deliver professional 
development offerings. 

 Identifies and promotes all professional development activities on campus and assesses 
and reports on the effectiveness of professional development and employee engagement 
activities and offerings. 

 Assists College departments with developing effective communications strategies and 
venues.  These include evaluating, continuously improving, and maintaining information on 
the professional development “POD” web site. 

 Serves as a member or co-chair of the Professional Development Council, Faculty 
Professional Development Council, Classified Professional Development Council, 
Management Professional Development Council, and Valuing Opinions/ 
Opportunities & Identifying and Communicating Employee Successes (VOICES). 

 Oversees and participates in the development and maintenance of the professional 
development database. 

 Attends and participates in professional group meetings; stays abreast of new trends and 
innovations in the field of grant funding; researches emerging products and enhancements 
and their applicability to College needs. 

 Collaborates with the Academic Senate to plan and execute Faculty Flex Days. 
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 Supports professional development needs of faculty as identified by the Faculty 
Professional Development Committee and the Faculty Professional Development 
Coordinator. 

 Monitors changes in regulations and technology that may affect assigned functions and 
operations; implements policy and procedural changes after approval. 

 Provides a working and learning environment that is free from prohibited discrimination, 
harassment, and retaliation (DHR), and provided by applicable law and College policies.  
Attends College-mandated DHR training and participates in DHR investigations as directed.  
Prevents discrimination, harassment, and retaliation against individuals who bring these 
complaints forward through recognizing and reporting possible incidents to the Director of 
Equal Employment Opportunity Programs in Human Resources. 

 Learns and applies emerging technologies, as necessary, to perform duties in an efficient, 
organized, and timely manner. 

 Assists the Instruction management team on a variety of projects and performs related 
duties as necessary.  

 
QUALIFICATIONS 
 
Knowledge of: 
 
 Administrative principles and practices, including goal setting, program development, 

implementation and evaluation, and project management. 
 Methods and techniques for the development of presentations, business correspondence, 

and information distribution; research and reporting methods, techniques, and procedures. 
 Basic principles and practices of public agency budget development and administration and 

sound financial management policies and procedures. 
 Principles and practices of employee supervision, including work planning, assignment, 

review and evaluation, and the training of staff in work procedures. 
 Principles, practices, theories, and methods of planning, organizing, and directing College 

professional development, operations, and activities. 
 Current event management and professional development course offerings. 
 General practices, procedures, and techniques involved in customer relations and 

marketing functions. 
 Applicable federal, state, and local laws, regulatory codes, ordinances, and procedures 

relevant to assigned area of responsibility. 
 Organization and management practices as applied to the development, analysis, and 

evaluation of programs and operational needs of the assigned functions. 
 Principles and procedures of record-keeping and writing comprehensive narrative and 

statistical reports. 
 Modern office practices, methods, and computer equipment and applications related to the 

work. 
 English usage, grammar, spelling, vocabulary, and punctuation.  
 Techniques for effectively representing the College in contacts with governmental agencies, 

community groups, and various business, professional, educational, regulatory, and 
legislative organizations. 
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 Techniques for providing a high-level of customer service by effectively dealing with the 
public, vendors, students, and College staff, including individuals of various ages, 
disabilities, socio-economic, and ethnic groups. 

 Information technology for developing, promoting, and delivering professional development 
opportunities. 
 

Skills & Abilities to: 
 
 Recommend and implement goals, objectives, and practices for providing effective and 

efficient services. 
 Plan, organize, assign, review, and evaluate the work of staff; train staff in work procedures. 
 Evaluate and develop improvements in operations, procedures, policies, or methods. 
 Utilize information technology for developing, promoting, and delivering professional 

development opportunities. 
 Partner with the College community in order to become aware of existing professional 

development and employee activities and to develop and deliver new offerings. 
 Partner with Instruction and Human Resources in order to support College values and 

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

materials. 
 Interpret, apply, explain, and ensure compliance with federal, state, and local policies, 

procedures, laws, and regulations. 
 Effectively represent the department and the College in meetings with governmental 

agencies, community groups, and various businesses, professional, and regulatory 
organizations, and in meetings with individuals. 

 Establish and maintain a variety of filing, record keeping, and tracking systems. 
 Organize and prioritize a variety of projects and multiple tasks in an effective and timely 

manner; organize own work, set priorities, and meet critical time deadlines. 
 Operate modern office equipment including computer equipment and specialized software 

applications programs. 
 Use English effectively to communicate in person, over the telephone, and in writing. 
 Understand scope of authority in making independent decisions. 
 Review situations accurately and determine appropriate course of action using judgment 

according to established policies and procedures. 
 Establish, maintain, and foster positive and effective working relationships with those 

contacted in the course of work.  
 
Education and Experience: 
Any combination of training and experience which would provide the required knowledge, skills, 
and abilities is qualifying.  A typical way to obtain the required qualifications would be: 
 
Equivalent to a Master’s degree from a regionally accredited college or university with 
coursework in Professional Development, Organizational Development, Educational 
Leadership, Human Resources, Personnel Management, Public Administration, Organizational 
Management, or related field and five (5) years increasingly responsible administrative and 
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project management experience that involved providing training to employees directly and/or 
through electronic media. 
 
Preferred Qualifications:  
 
 Strong interpersonal and relationship management skills. 
 Ability to exhibit energy, enthusiasm, and positive outlook. 
 Advanced Microsoft Office (PowerPoint, Excel and Word) software skills. 
 
Licenses and Certifications:  
 
 Possession of, or ability to obtain, a valid California Driver’s License by time of appointment. 
 
PHYSICAL DEMANDS 
 
Must possess mobility to work in a standard office setting and use standard office equipment, 
including a computer; to operate a motor vehicle and to visit various College and meeting sites; 
vision to read printed materials and a computer screen; and hearing and speech to 
communicate in person, before groups, and over the telephone.  This is primarily a sedentary 
office classification although standing and walking between work areas may be required.  
Finger dexterity is needed to access, enter, and retrieve data using a computer keyboard or 
calculator and to operate standard office equipment.  Positions in this classification 
occasionally bend, stoop, kneel, reach, push, and pull drawers open and closed to retrieve and 
file information.  Incumbents must possess the ability to lift, carry, push, and pull materials and 
objects up to 20 pounds.  
 
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 staff and/or public and private representatives in interpreting and enforcing departmental 
policies and procedures. 
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DEAN, HUMANITIES AND SOCIAL SCIENCES 
FLSA EXEMPT – M-21 

 
DEFINITION 
 
Under the administrative direction and oversight of the Vice President, Instruction, the 
Dean, Humanities and Social Sciences plans, organizes, controls, and provides 
administrative direction and oversight for all operations, activities, programs, and services of 
the Humanities and Social Sciences Division; oversees division-wide educational planning and 
program development in accordance with missions, goals, and objectives of the District 
College and division; coordinates assigned academic programs with other DistrictCollege 
divisions, departments, officials, outside agencies, and the public; fosters cooperative working 
relationships among DistrictCollege divisions and departments and with various public and 
private groups; provides highly responsible and complex professional assistance to the Vice 
President, Instruction in areas of expertise.  This position is an overtime-exempt 
supervisory classification. 
 
SUPERVISION RECEIVED AND EXERCISED  
 
Receives administrative direction from the Vice President, Instruction.  The work provides for 
a wide variety of independent decision-making, within legal and general policy and regulatory 
guidelines.  Exercises general direction and supervision over faculty, professional, technical, 
and administrative support staff through subordinate levels of management and supervision. 
 
CLASS CHARACTERISTICS  
 
This is a Dean classification that oversees, controls, and directs all academic departments, 
programs, and activities of the Humanities and Social Sciences Division, including short- and 
long-term educational planning and development, and administration of division policies, 
procedures, and programs.  This class provides assistance to the Vice President, Instruction 
in a variety of administrative, management, analytical, and liaison capacities.  Successful 
performance of the work requires knowledge of education policy and DistrictCollege functions 
and activities and the ability to develop, oversee, and implement projects and programs in a 
variety of areas.  Responsibilities include coordinating the activities of the division with those 
of other divisions, departments, and outside agencies and managing and overseeing the 
complex and varied functions of the division.  The incumbent is accountable for accomplishing 
departmental division planning, and the development of goals and objectives for furthering 
that further DistrictCollege goals and objectives within general policy guidelines. 
 
  



SUBJECT: New and/or Revised Management Job Classification Descriptions 
   

DATE: March 8, 2017  
 
 
 

Page    40   of   44    Pages 

EXAMPLES OF ESSENTIAL FUNCTIONS (Illustrative Only) 
 
 Assumes full management responsibility for all Humanities and Social Sciences academic 

functions, programs, services, and activities. 
 Develops, directs, and coordinates the implementation of goals, objectives, policies, 

procedures, and work standards for the division; establishes, within DistrictCollege policy, 
appropriate budget, service, and staffing levels. 

 Oversees and is responsible for division-wide educational planning and program 
development in accordance with missions, goals, and objectives of the DistrictCollege and 
division; oversees administration and monitoring of assigned division programs and 
services to ensure compliance with established curriculum and content standards and 
requirements; develops, analyzes, and implements curriculum standards to meet student 
needs; oversees development and implementation of new courses, programs, and 
instructional activities. 

 Facilitates effective scheduling and enrollment strategies. 
 Collaborates in the development and oversight of restricted-funds projects such as 

Student Success and Support Program (SSSP), Student Equity, Strong Workforce, 
Basic Skills, and other state and federal grants. 

 Oversees the coordination of communications, personnel, resources, curriculum, 
schedules, and information to meet the instructional needs of the Humanities and Social 
Sciences Division and enhance the educational effectiveness of assigned programs and 
services. 

 Manages, develops, and administers the division’s annual budget; 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. 

 Selects, trains, motivates, and directs division personnel; evaluates and reviews work for 
acceptability and conformance with division standards, including program and project 
priorities and performance evaluations; works with employees on performance issues; 
implements discipline and termination procedures; responds to staff questions and 
concerns. 

 Oversees the overall quality of the division’s service by developing, reviewing, and 
implementing policies and procedures to meet regulatory requirements, educational 
standards, and DistrictCollege needs; continuously monitors and evaluates the efficiency 
and effectiveness of service delivery methods and procedures; assesses and monitors the 
distribution of work, support systems, and internal reporting relationships; identifies 
opportunities for improvement; directs the implementation of change. 

 Conducts faculty review, including the four-year probationary evaluation process, class 
visitations, and administrative evaluations. 

 Oversees programs and activities to enhance faculty and administrative understanding of 
education practices, curriculum standards, and instructional strategies related to 
Humanities and Social Sciences Division programs and services. 

 Oversees and participates in reviewing faculty curriculum and provides technical advice on 
changes and modifications to curriculum; works with faculty on curriculum development and 
transfer articulation proposals. 
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 Oversees and participates in reviewing Student Learning Outcomes (SLO) and 
assessments; advises faculty and provides feedback and recommendations; provides 
technical training to faculty on SLO development and assessment procedures and 
guidelines; develops and updates reports tracking the progress and status of curriculum, 
SLO, and assessment for all courses and programs within the division. 

 Provides consultation and technical expertise to administrators, faculty, staff, students, 
outside agencies, and others concerning division operations and activities; provides 
detailed and technical information concerning division programs, services, curriculum, and 
courses. 

 Coordinates division programs, services, and communications between administrators, 
faculty, staff, other divisions and departments, outside agencies, governmental agencies, 
students, and the public; establishes and maintains partnerships in support of division 
activities. 

 Oversees and participates in conducting a variety of analytical and operational studies 
regarding division and programmatic activities; prepares comprehensive technical records 
and reports, identifies alternatives, and makes and justifies recommendations. 

 Ensures mandated reports are submitted according to established timelines. 
 Advises, provides expert guidance, and prepares and delivers presentations on issues 

pertaining to the Humanities and Social Sciences Division. 
 Attends and participates in professional group meetings and various DistrictCollege 

committees and advisory boards; stays abreast of new trends and innovations related to 
the area of assignment. 

 Directs and facilitates the preparation and maintenance of a variety of records and division 
files. 

 Monitors changes in laws, regulations, and technology that may affect DistrictCollege or 
division operations; implements policy and procedural changes as required. 

 Prepares, reviews, and presents staff reports, various management and information 
updates, and reports on special projects as assigned by the Vice President, Instruction. 

 Responds to difficult and sensitive student and faculty inquiries and complaints and assists 
with resolutions and alternative recommendations. 

 Provides a working and learning environment that is free from prohibited discrimination, 
harassment, and retaliation (DHR), and provided by applicable law and DistrictCollege 
policies.  Attends DistrictCollege-mandated DHR training and participates in DHR 
investigations as directed.  Prevents discrimination, harassment, and retaliation against 
individuals who bring these complaints forward through recognizing and reporting possible 
incidents to the Director of Equal Employment Opportunity Programs in Human Resources. 

 Learns and applies emerging technologies and, as necessary, to perform duties in an 
efficient, organized, and timely manner. 

 Performs other related duties as assigned. 
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QUALIFICATIONS  
 
Knowledge of:  
 
 Administrative principles and practices, including goal setting, program development, 

implementation, and evaluation, and supervision of staff, either directly or through 
subordinate levels of supervision. 

 Budget development, administrative practices, and organizational and management 
practices as applied to the analysis and evaluation of projects, programs, policies, 
procedures, and operational needs. 

 Principles, practices, procedures, and techniques involved in development, implementation, 
and evaluation of curriculum standards and instructional programs, services, plans, 
strategies, processes, systems, projects, courses, goals, and objectives. 

 Curriculum standards, requirements, and assessments, and instructional techniques and 
strategies related to Humanities and Social Sciences programs and services. 

 Technical, legal, financial, and public relations issues associated with the management of 
District College academic functions and programs. 

 Effective enrollment strategies. 
 Applicable Ffederal, Sstate, and local laws, regulatory codes, ordinances, and procedures 

relevant to assigned programs, projects, and operations. 
 Methods and techniques for the development of presentations, business correspondence, 

and information distribution; research and reporting methods, techniques, and procedures.  
 Principles and procedures of record keeping, technical report writing, and preparation of 

correspondence and presentations. 
 Modern office practices, methods, and computer equipment and applications. 
 English usage, spelling, vocabulary, grammar, and punctuation. 
 Techniques for effectively representing the DistrictCollege in contacts with governmental 

agencies, community groups, and various business, professional, educational, regulatory, 
and legislative organizations. 

 Techniques for providing a high-level of customer service by effectively dealing with the 
public, vendors, students, and DistrictCollege staff, including individuals of various ages, 
disabilities, socio-economic, and ethnic groups. 

 
Skills & Abilities to: 
 
 Develop and implement goals, objectives, policies, procedures, work standards, and 

internal controls for the division and assigned departments and program areas. 
 Provide administrative and professional leadership and direction for the division and the 

DistrictCollege. 
 Identify unproductive inter-personal conflict and design and implement effective 

interventions. 
 Prepare and administer large and complex budgets; allocate limited resources in a cost 

effective manner. 
 Use data to inform planning decisions including enrollment, scheduling, faculty 

recruitment, and resource requests. 
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 Interpret, apply, explain, and ensure compliance with Ffederal, Sstate, and local policies, 
procedures, laws, and regulations. 

 Plan, organize, direct, and coordinate the work of management, supervisory, professional, 
and technical personnel; delegate authority and responsibility. 

 Select, train, motivate, and evaluate the work of staff and train staff in work procedures. 
 Research, analyze, and evaluate new service delivery methods, procedures, and 

techniques. 
 Effectively administer a variety of division departments, programs, projects, and 

administrative activities. 
 Conduct effective negotiations and effectively represent the division in meetings with 

governmental agencies and various educational, businesses, professional, regulatory, and 
legislative organizations. 

 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. 

 Establish and maintain a variety of filing, record keeping, and tracking systems. 
 Organize and prioritize a variety of projects and multiple tasks in an effective and timely 

manner; organize own work, set priorities, and meet critical time deadlines. 
 Operate modern office equipment including computer equipment and specialized software 

applications programs. 
 Use English effectively to communicate in person, over the telephone, and in writing. 
 Understand scope of authority in making independent decisions. 
 Review situations accurately and determine appropriate course of action using judgment 

according to established policies and procedures. 
 Establish, maintain, and foster positive and effective working relationships with those 

contacted in the course of work. 
 
Education and Experience: 
 
Any combination of training and experience which would provide the required knowledge, skills, 
and abilities is qualifying.  A typical way to obtain the required qualifications would be: 
 
Any combination equivalent to a Master’s degree from a regionally accredited college or 
university with coursework in any academic discipline and seven (7) five (5) years increasingly 
responsible experience involving leadership of instructional programs and services. 
 
Master’s degree from a regionally accredited college or university in one of the 
Humanities/Social Sciences disciplines is preferred.  
 
Licenses and Certifications:  
 
 Possession of, or ability to obtain, a valid California Driver’s License by time of appointment. 
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PHYSICAL DEMANDS 
 
Must possess mobility to work in a standard office and classroom setting and use standard 
office equipment, including a computer; to operate a motor vehicle and to visit various District 
College and meeting sites; vision to read printed materials and a computer screen; and hearing 
and speech to communicate in person and over the telephone.  This is primarily a sedentary 
office classification although standing and walking between work areas may be required.  
Finger dexterity is needed to access, enter, and retrieve data using a computer keyboard or 
calculator and to operate standard office equipment.  Positions in this classification 
occasionally bend, stoop, kneel, reach, push, and pull drawers open and closed to retrieve and 
file information.  Employees must possess the ability to lift, carry, push, and pull materials and 
objects up to 20 pounds. 
 
ENVIRONMENTAL ELEMENTS 
 
Employees work in an office and classroom environment with moderate noise levels, controlled 
temperature conditions, and no direct exposure to hazardous physical substances.  Employees 
may interact with staff, students, and/or the public in interpreting and enforcing division policies 
and procedures. 



 

 

 
 

Associated   Students   Report 
Presented   by   A.S.   President   Aneca   Koleen   Abcede 
March   2017 

Greetings   Members   of   the   Board, 

Senate   and   Executive   Board 

Senate   has   begun   interviewing   budget   proposals   for   our   upcoming   deliberations.   Many 

programs   and   groups   on   campus   have   requested   to   receive   funding   for   the   2017­2018   calendar 

year.  
 

Food   Security   Initiative 

The   Food   Security   Survey   is   on   its   final   draft   and   waiting   the   approval   from   the   AS 

Advisors   and   collaborative   support   from   IT.   The   survey   is   comprised   of   ten   questions   designed   to 

identify   the   level   of   food   insecurity   that   students   have   given   the   period   of   a   week   and   monthly 

basis.      Our   goal   is   to   distribute   this   survey   to   students   this   month.   
 

Activities   Committee 

The   A.S.   Environmental   Initiative   has   passed   and   will   be   implemented   within   our   Mountie 

Pride   Monday   events,   coming   this   spring   semester.   We   will   be   focusing   on   raising   awareness   on 

sustainable   methods   for   both   the   individual   and   the   Mt.SAC   community.   In   addition,   the   event   will 

generate   political   awareness   on   supporting   sustainability   efforts   in   the   local   community.  
 

Inspiring   Women   Luncheon 

In   honor   of   National   Women’s   History   Month,   four   inspiring   women   of   Mt.   SAC   will   be   honored 

this   month   at   the   Inspiring   Women   Luncheon:   Dr.   Bao­Chi   Nguyen,   Maria   Macedo,   and   Laura 

Martinez.      I   am   humbled   to   share   that   I   was   also   selected.   
 

Upcoming   Events 
A.S.   Visibility   (March   7­9) 
Pizza   with   the   President      (March   14) 
Mountie   Monday   (March   13) 
Blood   Drive   (March   14­15) 
Join­A­Club   (March   21­23) 
Inspiring   Women   (March   28) 

Respectfully, 
Associated   Students   President 

Aneca   Koleen   Abcede 
 





MT. SAN ANTONIO COLLEGE 
CLASSIFIED SENATE 

 

REPORT TO THE BOARD OF TRUSTEES 
WEDNESDAY MARCH 8, 2017 

 

 
 

1. Classified have been actively participating in the Accreditation Team Visit currently 
happening on campus. The Opening Sessions had Classified present and sharing their 
positive insights and experiences of working at Mt. SAC. 

 
I was part of today’s Special POD Faculty Meeting where committee members from 
Classified and management committees came together to answer questions from 
Accreditation Visiting Team member, Robert Isomoto, Vice President of Business and 
Administration Services at Santa Monica College. 
 
Today, I also was interviewed, as Classified Senate President, along with Sandra 
Bollier, CSEA 262 President, and Bill Rawlings, CSEA 262 Past President, Lee Jones, 
CSEA 262 1st Vice President, and Cesar Castaneda, CSEA 651 President, by Sunny 
Cooke, Superintendent/President of MiraCosta Community College District, and 
Christine Keen, Professor of Mathematics at the College of the Sequoias.  
 

2. The Classified Professional Development Committee (CPDC) has begun meeting an 
additional day, monthly; to review and plan an enhanced set of ways in which 
Classified staff can grow professionally, and personally. 

 
One of the goals is to assess classified job descriptions and create pathways for 
future certificates and learning experiences. This planning will include looking at 
incentives and building on professional development language in the Classified’s 
CSEA negotiated contract. This goal of creating more robust and clear pathways for 
Classified to learn and gain training will improve their job knowledge, abilities to 
serve students, and advancement opportunities. 

 
3. The annual Classified Senate’s Valentines Affair was a hit!  On Feb. 14 Classified 

Senate hosted the event and 135 Classified enjoyed sweets, giveaways, a photo 
booth, games, and information.  
 
VOICES/Professional & Organizational Development (POD) offered popular candy 
grams. Attendees wrote thank you notes to colleagues that were later delivered by 
VOICES members with a sweet treat attached. CSEA 262 ran a cakewalk that 



everyone enjoyed. CSEA 262 donated cakes and giveaway bling.  School’s First 
donated gift bags which include gift cards to local businesses like Starbucks. 
The Mt. SAC Foundation donated a large gift bag to be given away helping to create 
quite an affair. 
 

4. I will be attending a California Community Colleges Classified Senate (4Cs) Regional 
conference in Mission Viejo on Mar. 31.  Classified Senate leaders meet to discuss 
shared goals and gain insight into what other senate’s have accomplished and what 
projects may need some guidance from fellow senators. 
 

 
Respectfully submitted by, 
John Lewallen 
President, Classified Senate 
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