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FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT
OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Accounting Supervisor

BASIC FUNCTION:

Under the direction of the Controller, perform a variety of high-level professional accounting tasks in the analysis, maintenance, and auditing of accounts affecting District-wide operations.  Analyze and prepare financial statements and special reports of revenues and expenditures.  Supervise, hire, train, and provide work direction to assigned accounting staff.  Communicate results of financial analysis to management and outside parties, and make recommendations for appropriate action; identify problems and implement solutions; design and give direction to data services to improve the performance of the computerized financial records system. 

REPRESENTATIVE DUTIES:
1. Prepare and examine expenditure reports, financial statements, budget variances, and reports of historical trends for program directors, management, and granting agencies.

2. Plan, coordinate, implement, and evaluate complex accounting projects; perform special analytical tasks as assigned.

3. Supervise and evaluate the performance of assigned accounting staff; interview and participate in selecting employees; counsel, discipline and terminate personnel according to established policies and procedures.

4. Provide technical expertise, advice and direction to other departmental accountants and personnel; serve as a liaison and support to campus accounting operations.

5. Participate in developing budgets for assigned accounts; organize and maintain general ledgers; oversee the maintenance of subsidiary ledgers.

6. Prepare year-end accruals and assure an accurate and successful annual audit.

7. Interpret federal, State, and local regulations and guidelines, and assure compliance with requirements; update and revise procedures as necessary.

8. Communicate with various school personnel and outside agencies to provide high-level financial analysis, ad hoc financial reports, and recommendations.

9. Research, prepare, and submit State and federal reports.

10. Evaluate the computerized accounting system, identify problems, and work with programmers to design and implement solutions.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Generally accepted accounting and auditing principles, practices, and procedures.

2. Financial analysis and research procedures.

3. District organization, operations, policies, and objectives.

4. State Education Code, State Budget and Accounting policies, and other applicable laws. 

5. Operation of a computer and related software 

6. Modern office practices, procedures, and equipment.

7. Oral and written communication skills.

8. Technical aspects of field of specialty.

9. Principles of supervision.

ABILITY TO:

1. Demonstrate Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Perform high-level professional accounting work in the analysis, maintenance, and auditing of accounts affecting District-wide operations.

3. Maintain accurate financial and statistical records.

4. Assure compliance with applicable District policies, procedures, and governmental regulations.

5. Reconcile, balance, and audit records and accounts.

6. Present solutions to management level with confidence and effectiveness. 

7. Supervise, train, and evaluate personnel. 

8. Oversee, review, and critique the work of other accountants. 

9. Interpret, apply, and explain rules, regulations, policies, and procedures.

10. Operate a computer and related office equipment. 

11. Establish and maintain cooperative and effective working relationships with others. 

12. Analyze situations accurately, exercise sound judgment, and work independently to adopt an effective course of action. 

13. Plan, coordinate, execute, and evaluate solutions to complex accounting problems.

14. Meet schedules and time lines.

15. Communicate effectively both orally, and in writing.

16. Work independently, with little direction. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: a Bachelor’s degree in accounting, or related field, and five years increasingly responsible professional accounting experience.

WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information in person and on the telephone.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Sitting for extended periods of time.

4. Seeing to read various materials.

DATE APPROVED: May 2, 2006

RANGE: 5-65

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT
OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Accounts Payable Supervisor

BASIC FUNCTION:

Under the direction of an assigned supervisor, oversee and participate in analyzing, verifying and auditing various accounts payable transactions and assure District and federal compliance; train, supervise and evaluate assigned staff. 

REPRESENTATIVE DUTIES:
11. Analyze, verify and audit accounts payable transactions and assure District and federal compliance; reconcile and balance accounts payable with General Ledger; issue payments of standing orders.

12. Supervise and evaluate the performance of assigned staff; interview and participate in selecting employees; counsel, discipline and terminate personnel according to established policies and procedures.

13. Advise and assist administrative staff regarding accounts payable procedures and District policies; research and answer inquiries involving accounts payable.

14. Prepare and maintain a variety of accurate financial reports and records; monitor and review reports and records for accuracy.

15. Communicate with District administrators and personnel to coordinate activities and programs, resolve issues and conflicts and exchange information; communicate with outside organizations regarding payments problems and other related financial issues.

16. Coordinate the printing of checks and the delivery of reports and checks to accounting.

17. Perform other accounts payable functions including coordinating the archiving of files, issuing 1099s, maintaining vendor files and other activities as assigned.

18. Operate a computer, calculator and other office equipment.

19. Attend a variety of meetings as assigned.

20. Coordinate Accounts Payable fiscal year-end activities and document preparation for accounting staff and external auditors.

21. Review Accounts Payable procedures and policies and make recommendations for additional ones and improvements.

22. Manage implementation and maintenance information on-line for Business Services, Payroll and Plant Services; assure consistency, quality and accuracy of information available on-line.

23. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

10. Principles, practices and methods of accounting and auditing.

11. Federal, State and District policies, procedures, rules and regulations related to accounts 

payable.

12. Internet-related software.

13. Principles and practices of supervision and training. 

14. Financial and statistical record-keeping techniques. 

15. Operation of a computer and assigned software.

16. Oral and written communication skills. 

17. Interpersonal skills using tact, patience and courtesy. 

ABILITY TO:

17. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

18. Oversee and participate in analyzing, verifying and auditing various accounts payable

transactions and assure District and federal compliance.

19. Train, supervise and evaluate the performance of assigned staff.

20. Prepare and maintain a variety of accurate financial reports and records.

21. Learn and effectively integrate new technology into the Web environment.

22. Communicate effectively both orally and in writing. 

23. Interpret, apply and explain rules, regulations, policies and procedures. 

24. Establish and maintain cooperative and effective working relationships with others. 

25. Operate a computer and assigned office equipment.

26. Analyze situations accurately and adopt an effective course of action. 

27. Meet schedules and time lines. 

28. Work independently with little direction. 

29. Plan and organize work. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Two years college-level course work in accounting, finance, or related field, and three years experience in the preparation and maintenance of financial and accounting records.

WORKING CONDITIONS:

ENVIRONMENT:

2. Office environment.


PHYSICAL ABILITIES:

5. Hearing and speaking to exchange information in person and on the telephone.

6. Dexterity of hands and fingers to operate a computer keyboard.

7. Sitting for extended periods of time.

8. Seeing to read various materials.

DATE APPROVED: February 1, 2000

RANGE: 5-49

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT
OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Admission and Records Supervisor

BASIC FUNCTION:

Under the direction of an assigned supervisor, plan, organize and coordinate day-to-day activities of the Admissions and Records office; train, supervise, and evaluate the performance of assigned personnel.

REPRESENTATIVE DUTIES:
1. Plan, organize, and coordinate clerical work of the Admissions and Records office; schedule and assign work; establish priorities and adjust assignments to assure timely completion.

2. Supervise and evaluate the performance of assigned staff; interview and participate in selecting employees; counsel, discipline and terminate personnel according to established policies and procedures.

3. Provide technical direction and information on issues pertaining to the interpretation of admissions and records guidelines and policies; research, interpret and clarify admissions and records policies as requested.

4. Provide information to faculty and other staff regarding procedures for recording and reporting attendance and grades; provide information and guidance to staff regarding interpretation and enforcement of guidelines, policies, and legal requirements.

5. Plan, develop, coordinate and oversee the registration of students as assigned; interview, hire and assign temporary registration personnel; organize procedures, materials, equipment and traffic flow for registration.

6. Oversee the preparation and distribution of a variety of reports and records.

7. Assure proper collection and security of enrollment fees and other monies according to established procedures.

8. Operate a variety of office equipment as assigned.

9. Attend and conduct a variety of meetings to receive and provide information.

10. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:


KNOWLEDGE OF:

1. Regulations, policies, Educational Code and other requirements related to admissions and registration.

2. Specialized functions, activities and operations of an assigned student services area. 

3. Interpersonal skills using tact, patience and courtesy.

4. Correct English usage, grammar, spelling, punctuation, and vocabulary.

5. Principles of training and providing work direction. 

6. Oral and written communication skills.

7. Record-keeping techniques.

8. Operation of office machines including computer equipment.


ABILITY TO:

1. Demonstrate Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Plan, organize and coordinate the day-to-day activities of a college admissions and records office.

3. Provide specialized assistance and information to students and others concerning student services areas. 

4. Interpret, apply, explain and assure compliance with applicable policies, rules, and regulations.

5. Communicate effectively both orally and in writing.

6. Analyze situations accurately and adopt an effective course of action.

7. Maintain records and prepare reports.

8. Establish and revise priorities of clerical work and office activities.

9. Train, supervise and evaluate personnel.

10. Establish and maintain cooperative and effective working relationships with others.

11. Meet schedules and time lines.

12. Work confidentially with discretion.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Associate’s degree in business or related field, and three years experience working in an Admissions Office.

WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment.

2. Constant interruptions.


PHYSICAL ABILITIES:
1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting or standing for extended periods of time.

DATE APPROVED: February 1, 2000

RANGE: 5-47

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Applications Programming Supervisor

BASIC FUNCTION:

Under the direction of an assigned supervisor, plan, organize, and supervise the programming technical staff and computer applications functions for the student information (SIS), human resources (HRS) and financial reporting (FRS) systems; train, supervise and evaluate the performance of assigned staff.

REPRESENTATIVE DUTIES:
1. Supervise programmers, temporary employees and vendors working on a variety of projects; determine priorities for programming tasks and schedule available resources; monitor projects and programmer performance; identify potential program or problem areas.

2. Oversee the computer applications functions including SIS, HRS and FRS.

3. Coordinate systems maintenance and software development for application systems including the development between systems; coordinate user requirements in terms of existing and projected computer capacity and capabilities.

4. Supervise and evaluate the performance of assigned staff; interview and participate in selecting employees; counsel, discipline and terminate personnel according to established policies and procedures.

5. Communicate with and advise the Director on various programming issues; advise District and campus staff on programming issues.

6. Recommend, specify, acquire, install and configure equipment and programs for the colleges as necessary.

7. Assist in developing and preparing the annual preliminary budget for the department; control and authorize expenditures in accordance with established limitations.

8. Operate a computer terminal, associated peripheral devices, various software and hardware and related office equipment.

9. Prepare and maintain a variety of narrative and statistical reports, records, and files related to assigned activities and personnel.

10. Attend seminars, meetings and other activities as assigned.

11. Maintain current knowledge of equipment and programs for future implementation.

12. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Principles of database and project management, program planning, documentation and

control.

2. Principles, methods and problems of operating an electronic data processing computer and peripheral equipment. 

3. Analysis and design of systems and procedures.

4. Computer programming languages, utilities and applications used within the District.

5. Principles and practices of supervision and training.

6. Budget preparation and control.

7. Oral and written communication skills.

8. Interpersonal skills using tact, patience and courtesy. 

9. Technical aspects of field of specialty. 

10. Record-keeping techniques. 


ABILITY TO:

1. Demonstrate Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Plan, organize and supervise the programming technical staff and computer applications functions for SIS, HRS and FRS systems.

3. Evaluate, design, develop, and maintain applications systems.

4. Train, supervise and evaluate personnel.

5. Communicate effectively both orally and in writing.

6. Establish and maintain cooperative and effectively working relationships with others.

7. Interpret, apply and explain rules, regulations, policies and procedures.

8. Maintain records and prepare reports.

9. Analyze situations accurately and adopt an effective course of action. 

10. Work independently with little direction. 

11. Meet schedules and time lines. 

12. Plan and organize work.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in computer science, business administration, or related field, and five years of increasingly responsible data processing experience in analysis and design, database systems, programming or related experience, two of which must be in a supervisory capacity.

WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to view a computer monitor.

4. Sitting for extended periods of time.

DATE APPROVED: March 1, 1999

RANGE: 5-79

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
 Assistant Controller

BASIC FUNCTION:

Under the direction of an assigned supervisor, supervises all district payroll functions including payroll preparation, payroll reconciliation, taxes, and accounting reporting, calculating miscellaneous deductions, and auditing benefits. Establishes and interfaces with external agencies including auditors, legal attorneys, state retirement agencies, County of Education employees, IRS representatives, as well as vendors supplying services and equipment; and ensures that the payroll staff are functioning as assigned and that the payroll is processed in an accurate manner.

REPRESENTATIVE DUTIES:
1. Prepare and examine expenditure reports, financial statements, budget variances, and reports of historical trends for program directors, management and granting agencies.

2. Plan, coordinate, implement and evaluate complex accounting projects; perform special analytical tasks as assigned by the Controller.

3. Provide technical expertise, advice, and direction to other departmental accountants and personnel; serve as a liaison and support to campus accounting operations.

4. Participate in developing budgets for assigned accounts; organize and maintain general ledgers; oversee the maintenance of subsidiary ledgers.

5. Prepare year-end accruals and assure an accurate and successful annual audit.

6. Interpret federal, state, and local regulations and guidelines, and assure compliance with requirements; update and revise procedures as necessary.

7. Communicate with various school personnel and outside agencies to provide high-level financial analysis an ad hoc financial reports and recommendations.

8. Research, prepare and submit state and federal reports.

9. Evaluate computerized accounting system, identify problems, and work with programmers to design and implement solutions.

10. Supervise and evaluate the performance of assigned staff; interview and participate in selecting employees; counsel, discipline and terminate personnel according to established policies and procedures.

11. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Generally accepted accounting and auditing principles, practices, and procedures.

2. Financial analysis and research procedures.

3. District organization, operations, policies, and objectives. 

4. State Education Code, State Budget and Accounting policies and other applicable laws.

5. Operation of a computer and related software.

6. Modern office practices, procedures and equipment. 

7. Oral and written communication skills. 

8. Technical aspects of field of specialty. 

9. Principles of supervision.


ABILITY TO:

1. Demonstrate Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Perform high-level professional accounting work in the analysis, maintenance and auditing


of accounts affecting District-wide operations.

3. Maintain accurate financial and statistical records. 

4. Assure compliance with applicable District policies, procedures, and governmental regulations.

5. Reconcile, balance and audit records and accounts.

6. Present solutions to management level with confidence and effectiveness.

7. Train, supervise and evaluate personnel.

8. Oversee, review and critique the work of other accountants.

9. Interpret, apply and explain rules, regulations, policies, and procedures.

10. Operate a computer and related office equipment.

11. Establish and maintain cooperative and effective working relationships with others. 

12. Analyze situations accurately, exercise sound judgment and working independently, adopt 


an effective course of action. 

13. Plan, coordinate, execute and evaluate solutions to complex accounting problems.

14. Meet schedules and time lines. 

15. Communicate effectively both orally and in writing. 

16. Work independently with little direction. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in accounting, or related field, and five years increasingly responsible professional accounting.

WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information in person and on the telephone.

2. Dexterity of hands and fingers to operate a computer and related equipment.

3. Sitting for extended periods of time.

4. Seeing to read various materials.

DATE APPROVED: 

RANGE: 5-65

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Assistant Director, Child Development Center

BASIC FUNCTION:

Under the direction of the Director of the Child Development Center, provide overall direction and guidance to the day-to-day operations, problem solving, and limited decision-making regarding the De Anza College Child Development Center; adhere to local, federal, and state regulations; provide work direction and guidance to other program personnel; monitor program budgets.

REPRESENTATIVE DUTIES:
1. Coordinate and arrange for classroom coverage.

2. Maintain and order classroom and center supplies; coordinate and conduct seasonal inventories of classroom and center supplies.

3. Assist in coordinating and implementing in-service trainings for families and instructional staff.

4. Serve as a liaison between parents and community organizations.

5. Encourage and promote parent involvement at the center; supports the child’s family relationship.

6. Coordinate and attend parental involvement, staff, committee, and other meetings.

7. Serve as a resource to teachers and parents in the areas of special education and early intervention.

8. Assist in the implementation of appropriate local, federal, and state requirements.

9. Supervise and evaluate the performance of assigned staff; interview and participate in selecting employees; counsel, discipline, and terminate personnel according to established policies and procedures.

10. Coordinate monthly fire and earthquake drills; participate in the development of safety policies for the center.  

11. Assure expenditures are within allocated budgets; monitor budgets; propose budget changes and participate in project budget applications as necessary.

12. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Early Childhood programs and techniques.

2. Current best practices and theory for inclusive early education settings.

3. Planning and coordinating the day-to-day activities of assigned program.

4. Policies, objectives and goals of assigned program.

5. Development and presentation of programs and workshops.

6. Applicable laws, codes, regulations, policies, and procedures related to assigned program.

7. Budget monitoring and control.

8. Oral and written communication skills. 

9. Principles of training and providing work direction to others.

10. Interpersonal skills using tact, patience, and courtesy. 

11. Operation of a computer and assigned software.


ABILITY TO:

1. Demonstrate Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Provide overall direction and guidance to the day-to-day operations, problem-solving and decision-making regarding an assigned program.

3. Implement program policies and guidelines.

4. Provide for program reporting and accountability; prepare program reports and reviews.

5. Monitor program budgets.

6. Interpret, apply and explain rules, regulations, policies, and procedures. 

7. Establish and maintain cooperative and effective working relationships with others. 

8. Operate a computer and assigned office equipment.

9. Meet schedules and time lines. 

10. Remain current regarding trends in assigned field.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: AA or AS degree (or 60 units) with 24 units in ECE/CD, including core courses plus 6 units in Administration and 2 units in Adult Supervision, plus 16 general education units, and Site Supervisor Permit.  Two years teaching young children and two years supervising teachers (lead teacher).

Preferred: BA degree with 12 units of Early Childhood Development courses plus 3 units supervised field experience in an Early Childhood Development setting OR Teaching.  Administrative or Administrative Services credential with 12 units in ECE plus 3 units supervised field experience in ECE setting. 

WORKING CONDITIONS:

1. Busy classroom and office environment.

2. Constant interruptions.

3. Noise.

PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate assigned equipment.

3. Seeing to read various materials.

4. Bending at the waist, kneeling or crouching.

5. Sitting for extended periods of time. 

DATE APPROVED: 

RANGE: 5-50

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

 Associate Registrar, Admissions and Records 

BASIC FUNCTION:

Under the direction of an assigned supervisor, plan, organize and direct the day-to-day operations of the Admissions and Records office to assure state and federal policies and procedures are met; train, assign, and supervise assigned personnel.

REPRESENTATIVE DUTIES:
1. Plan, organize and direct the day-to-day operations of the Admissions and Records office to assure the compliance of state and federal policies and procedures.

2. Supervise and evaluate the performance of assigned staff, interview, and select employees and recommend transfers, reassignment, termination and disciplinary actions; plan, coordinate, and arrange for appropriate training of subordinates.

3. Provide information to students, faculty, and staff on issues regarding residency, academic petitions, evaluations and other issues; coordinate Admissions and Records correspondence from students.

4. Compile and verify information; prepare and maintain records and reports; assure compliance with federal, state and District laws, regulations, and policies; provide information to auditors and for budget input; complete data for FTES State report.

5. Coordinate requests for computer system access of student records; assign and enter screens, individual operator numbers and passwords for computer system access; review and maintain access list.

6. Receive and provide information to staff, students and outside organizations regarding admissions and records policies and procedures.

7. Monitor and provide budgetary input.

8. Attend state, local and national conferences for Admissions and Records officers and computer system users.

9. Operate a computer, scanner, microfiche and other office equipment as assigned.

10. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Admissions and records policies and procedures.

2. College residency laws and procedures

3. District organization, operations, policies, and objectives.

4. Operation of a computer and other office equipment.

5. Principles of training and providing work direction.

6. Oral and written communication skills.

7. Record-keeping techniques. 

8. Interpersonal skills using tact, patience, and courtesy. 

9. Federal, state and local laws and regulations.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Oversee the day-to-day operations of the Admissions and Records office to assure state and federal policies and procedures are met.

3. Interpret, apply and explain Admissions and Records rules, regulations, policies, and procedures, state and federal regulations.

4. Train, supervise and evaluate personnel. 

5. Meet schedules and time lines. 

6. Communicate effectively both orally and in writing. 

7. Establish and maintain cooperative and effective working relationships with others. 

8. Maintain records and prepare reports. 

9. Work independently with little direction. 

10. Operate a computer and assigned office equipment.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in business or related field, and four years responsible experience in a college Admissions and Records office.

WORKING CONDITIONS:

ENVIRONMENT:
1. Office environment.

2. Constant interruptions.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting or standing for extended periods of time.

DATE APPROVED: February 1, 2000

RANGE: N-57

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Call Center Supervisor

BASIC FUNCTION:

Under the direction of an assigned supervisor, oversee the functions and activities of the Call Center Support staff. Duties include Information Center/Call Center administration; interfacing with vendors and staff to create training programs, developing policies and procedures for problem reporting and resolution, responding to and solving problems relative to users desktop systems, applications, and equipment.   Assists in the creation of standards and monitors hardware and software purchases for the Foothill - De Anza user community. Trains, supervises, and evaluates the performance of assigned staff.

REPRESENTATIVE DUTIES:
Depending on assignment, duties may include, but are not limited to the following:

1. Coordinate Call Center staff within the Educational Technology Services Department. 

2. Train, supervise and evaluate the performance of assigned staff; interview and select employees, recommend transfers, reassignment, termination, and disciplinary actions.

3. Provide technical support and assist with problem resolution in the following technical areas: applications development, desktop applications, desktop system integration, network connectivity, and desktop hardware configuration.

4. Perform research on new systems and products.

5. Engage in personal education and training, and staff development activities to maintain a high degree of technical competency to facilitate and maintain the proper selection and implementation of varied technologies.

6. Participate in the creation of the Department Strategic plan, status reporting, and serves on various committees, which create procedures and standards for the utilization of technologies.

7. May provide workshops and training seminars for the staff and user community, create training and course curricula, and procure materials and vendor services for course delivery coordinated with the Dean of Learning Technologies functional area.

8. Maintain a high degree of user visibility and provide direct Call Center services.

9. Create hardware, software, and procedural documentation that includes installation, troubleshooting, training, and general support requirements in a desktop-networked environment. 

10. Responsible for hiring, supervision, and evaluating of casual and student employees.

11. Schedule activities, tasks, and staff, to ensure full utilization of all resources within areas of responsibility. 

12. Interface with a variety of vendors to procure hardware, software, and services, and manage maintenance vendors, and their respective staff.

13. Assist in the creation of desktop standards and monitor adherence to policies.

14. Administer the Call Center software application and database, designs reports, and analyzes data for management status and reporting requirements.

15. Create and update personal computer databases and spreadsheets for internal activities to include various projects such as software inventory, hardware inventory, training requests, training course schedules, and others.

16. May be required to provide Call Center service to faculty and students in support of distance learning programs or initiatives.

17. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:


KNOWLEDGE :

1. Proficient in Apple Macintosh, Windows, Windows NT, DOS, MSOffice, and other applications, and networked environments.

2. Networking, dial-in access, troubleshooting, Apple networks, Ethernet, IP requirements and other protocols.

3. Email systems and clients, including browsers, POP3 mail services, Eudora Light, Eudora Pro, Netscape Communicator, Meeting Maker and Microsoft Exchange.

4. Extensive knowledge and experience with the utilization of Internet and support, including email, distance learning applications, scheduling, and other Internet services.

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Professionally communicate to a very diverse user community in a potentially stressful environment. 

3. Posses strong written and oral communication skills.

4. Diagnose and assess technical problems, and assign the appropriate resources to resolve the problem.

5. Good English written and verbal communications skills

EDUCATION AND EXPERIENCE:

Any combination equivalent to: Bachelors Degree in Computer Science, Information Systems or related field, or any equivalent combination of education, training, and experience. Three years of experience and training in a Call Center resolving detailed technical questions in both a written and verbal manner. 

ENVIRONMENT
1. Office environment.

PHYSICAL ABILITIES:

1. Dexterity of hands and fingers to operate a computer keyboard, testing equipment and power tools.

2. Seeing to read various materials.

3. Bending at the waist, kneeling or crouching.

4. Reaching overhead, above the shoulders and horizontally.

5. Sitting or standing for extended periods of time.

6. Carrying, pushing or pulling. 

7. Hearing and speaking to exchange information in person or on the telephone.

8. Walking.

DATE APPROVED: JANUARY 1, 2000

RANGE: N-60

EEO-CATEGORY: H-50

Foothill-De Anza Community College District

Office of Human Resources and Affirmative Action

Classification Services

Approved Position Description

For

Campus Supervisor

DEFINITION:  

Under the direction of the Associate Dean of Middlefield campus, the Campus Supervisor is directly responsible for the office management and supervision of the Middlefield Campus, with a minimum of direct supervision.  Responsible for supervising and monitoring several programs; developing and coordinating services; and providing support for new projects as assigned.  May be assigned to the day or evening shift, and is responsible for the direct supervision of classified staff during that shift.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Select, train, supervise, evaluate, and assign workload to classified staff.

2.
Coordinate all press releases, advertising information and quarterly schedule information with PIO office.

3.
Develop and coordinate a variety of services and programs assigned by the Dean.

4.
Assure smooth operation of Middlefield administrative services; resolve operational problems that occur in the absence of the Dean.

5.
Assist faculty, staff, and students with problem resolutions.

6.
Monitor budget assigned to position (i.e. Middlefield, NASA/Ames, Moffett Field, part-time employee payroll, special projects).

Specific to Day Program Coordinator

7.
Coordinate and monitor off-campus leases, rentals and/or corporate facilities; interface with property managers in regard to facility usage, maintenance, and development of long-term leases.

8.
Monitor faculty contracts, memos, parking stickers, and mail.

9.
Secure substitute instructors and processes necessary forms and records for instructor absences.

10.
Coordinate deliveries, work projects, and maintenance projects with District Plant and Material Services.

Specific to Evening Program Coordinator

11. Develop schedule for all off-campus classes and coordinate rooms and facilities with Day Coordinator.

12. Collect and prepare statistical information for main campus Administrative Service and Registrar.

13. Develop, maintain, and update off-campus Master Schedule.

14. Interface effectively with on-campus faculty, Deans, and staff, to develop and coordinate off-campus courses.

15. Perform other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
District policies, rules, regulations, and practices.


2.
Office management, including computer usages, filing systems, program planning, and development.


3.
Principles and practices of supervision and training.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.


2.
Apply laws and regulations as they relate to the programs and services of the campus.


3.
Effectively supervise and direct the work of subordinate employees, and integrate staff activities into a team approach.


4.
Establish and maintain cooperative working relationships with campus administration, faculty, and off-campus organizations.


5.
Prepare concise reports; speak and write effectively.


6.
Analyze situations and make decisions in procedural matters without supervision.


7.
Work under pressure and meet deadlines.

Experience:
1.
A minimum of three years experience in business, industry or education in an increasingly responsible position, which requires frequent contact with public and the exercise of independent judgment; one year of which must have been in a supervisory capacity.

Education:
1.
Associate of Art's degree or equivalent; Bachelor's of Arts degree preferred.

Date Approved:   June 1989

Range:  52

EEO-Category:  H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Cashiering Services Supervisor

BASIC FUNCTION:

Under the direction of the Director of Budget and Personnel, plan, organize and oversee the activities of Cashiering Services; facilitate the assessment, communication, coordination, collection, deposit, and reconciliation of student fees, refunds, receivables, departmental deposits and petty cash disbursements; train and provide work direction to assigned staff.

REPRESENTATIVE DUTIES:
1. Plan, organize, and oversee the activities of Cashiering Services; facilitate the billing, collecting, deposit, and refund processes, including student tuition and fees, departmental deposits, auxiliary units revenue, and other revenue generated by the campus.

2. Utilize appropriate billing and receivables system and student information system to calculate, track, and reconcile revenues and accounts receivable reporting in compliance with established accounting practices and procedures.

3. Supervise and evaluate the performance of assigned staff; interview and participate in selecting employees; counsel, discipline, and terminate personnel according to established policies and procedures.

4. Coordinate College and District policies and procedures regarding student fees, system activation, and database management with appropriate academic divisions and appropriate data processing personnel.

5. Communicate modifications to computer programmers as needed; troubleshoot and resolve system problems as necessary; review accounting procedures and systems for improvements.

6. Utilize various methods to design work processes, physical set up and logistical requirements needed to process transactions.

7. Prepare an operating budget, work schedule, and procedural guidelines for full and part-time employees; initiate and oversee the maintenance of the automated Third Party Billing System.

8. Establish billing and receivables procedures for outside agencies; provide accounting and management advice as needed.

9. Prepare and maintain a variety of reports, records and files related to assigned activities and personnel.

10. Communicate with administrators, personnel and outside organizations to coordinate activities and programs, resolve issues and conflicts and exchange information; serve as a liaison with banking officials and accounting personnel at the District.

11. Attend and conduct a variety of meetings as assigned.

12. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Cashiering Services policies, procedures, and practices.

2. Applicable laws, codes, regulations, policies, and procedures.

3. Principles and practices of supervision and training. 

4. Budget preparation and control.

5. Accounting practices, procedures, and terminology. 

6. Operation of a computer and assigned software.

7. Interpersonal skills using tact, patience, and courtesy. 

8. Oral and written communication skills. 

9. Maintain records and prepare reports.

10. Financial record-keeping techniques.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Plan, organize and oversee the activities of Cashiering Services.

3. Facilitate the assessment, communication, coordination, collection, deposit, and reconciliation of student fees, refunds, receivables, departmental deposits, and petty cash disbursements.

4. Train, supervise and evaluate personnel. 

5. Communicate effectively both orally and in writing. 

6. Interpret, apply and explain rules, regulations, policies, and procedures. 

7. Establish and maintain cooperative and effective working relationships with others. 

8. Operate a computer and assigned office equipment.

9. Analyze situations accurately and adopt an effective course of action. 

10. Meet schedules and time lines. 

11. Work independently with little direction. 

12. Plan and organize work. 

13. Prepare narrative and statistical reports.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Associates degree in accounting or related field and five years cashiering experience.

WORKING CONDITIONS:

ENVIRONMENT:

1.
Office environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information in person and on the telephone.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Sitting or standing for extended periods of time.

4. Seeing to read various materials.

DATE APPROVED: March 1, 1999

RANGE: 5-53

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY
Chief Accountant

BASIC FUNCTION:

Under the direction of the Controller, coordinate and direct the work of professional and technical staff performing a variety accounting work in the District Accounting Department; perform complex fund accounting and revenue reconciliation; analyze and prepare financial statements; explain and interpret accounting procedures and information to others; communicate results of financial analyses to District leadership; and make recommendations for appropriate accounting-related actions; identify problems and implement solutions; design and give direction to Educational Technology Services (ETS) to improve the performance of the computerized financial records system; hire, train, and provide work direction to assigned staff.

REPRESENTATIVE DUTIES:
1. Prepare and examine expenditure reports, financial statements, budget variances and reports of historical trends for program directors, management and granting agencies.

2. Plan, coordinate, implement and evaluate complex accounting projects; perform special analytical tasks as assigned by the Controller.

3. Provide technical expertise, advice and direction to other departmental accountants and personnel; serve as a liaison and support to campus accounting operations.

4. Participate in developing budgets for assigned accounts; organize and maintain general ledgers; oversee the maintenance of subsidiary ledgers.

5. Prepare year-end accruals and assure an accurate and successful annual audit.

6. Interpret federal, state and local regulations and guidelines and assure compliance with requirements; update and revise procedures as necessary.

7. Communicate with various school personnel and outside agencies to provide high-level financial analysis, ad hoc financial reports, and recommendations.

8. Research, prepare, and submit federal, state, and local reports.

9. Evaluate the computerized accounting system; identify problems; and work with programmers to design and implement solutions.

10. Supervise and evaluate the performance of assigned staff; interview and participate in selecting employees; counsel, discipline, and terminate personnel according to established policies and procedures.

11. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Generally accepted accounting and auditing principles, practices, and procedures.

2. Financial analysis and research procedures.

3. District organization, operations, policies, and objectives. 

4. State Education Code, State Budget and Accounting policies and other applicable laws.

5. Operation of a computer and related software.

6. Modern office practices, procedures, and equipment. 

7. Oral and written communication skills. 

8. Technical aspects of field of specialty. 

9. Principles of supervision.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Perform high-level professional accounting work in the analysis, maintenance and auditing

3. of accounts affecting District-wide operations.

4. Maintain accurate financial and statistical records. 

5. Assure compliance with applicable District policies, procedures, and governmental regulations.

6. Reconcile, balance, and audit records and accounts.

7. Present solutions to management level with confidence and effectiveness.

8. Train, supervise, and evaluate personnel.

9. Oversee, review, and critique the work of other accountants.

10. Interpret, apply, and explain rules, regulations, policies, and procedures.

11. Operate a computer and related office equipment.

12. Establish and maintain cooperative and effective working relationships with others. 

13. Analyze situations accurately; exercise sound judgment; work independently; and adopt 

14. an effective course of action. 

15. Plan, coordinate, execute, and evaluate solutions to complex accounting problems.

16. Meet schedules and time lines. 

17. Communicate effectively both orally and in writing. 

18. Work independently with little direction. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in accounting, or related field, and five years increasingly responsible professional accounting experience.

WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment.


PHYSICAL ABILITIES:

2. Hearing and speaking to exchange information in person and on the telephone.

3. Dexterity of hands and fingers to operate a computer and related equipment.

4. Sitting for extended periods of time.

5. Seeing to read various materials.

DATE APPROVED: May 16, 2002

RANGE: 68

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

 College Researcher

BASIC FUNCTION:

Under the direction of the Executive Director of Institutional Research and Planning, and in cooperation with other district and campus-based personnel, the position is responsible for organizing, designing, and assisting in the coordination and implementation of a comprehensive institutional research program.  The position develops, maintains, and uses institutional databases to support decision-making, budgeting, assessments and evaluations, program review, enrollment management, and planning.  The position supports the development and maintenance of a strategic institutional planning process.  The position provides leadership for implementing outcomes assessment and using data and research for maximizing educational effectiveness and program performance.  

REPRESENTATIVE DUTIES:  

1. Develops, implements, plans, and documents procedures for qualitative and quantitative data collection, analysis, and interpretation.  Provides formative and summative feedback on institutional functioning and outcomes; synthesizes information and report findings.

2. Documents, writes, and presents research findings on such topics as students retention, cohort tracking, student learning and institutional outcomes, placement and outcomes assessment, matriculation, program evaluation, enrollment, staffing, impact studies, Weekly Student Contact Hours (WSCH) data, student success, and outcomes studies. 

3. Supervises and evaluates the performance of assigned staff; assigns, directs, and schedules work, interviews and participates in selecting employees, adjusts grievances, disciplines, and terminates personnel according to established policies and procedures.

4. Leads, in collaboration with the Executive Director and research personnel, in designing and implementing an outcomes assessment program and system for improving institutional and program performance.

5. Assists in developing college and district planning processes and participates in the development of district, college, and program plans, especially by providing relevant research and analysis.

6. Creates, develops, queries, and maintains complex computer databases, files, and records, including desktop data for decision-making and Fact Book.

7. Assists in developing quality assurance processes and procedures for ensuring the reliability and accuracy of data and internal and external reports.

8. Prepares and presents complex oral and written reports to faculty, administration and others on information, analyses and research findings.

9. Performs descriptive and inferential statistical calculations and analyses using client-server, statistical, and spreadsheet software.

10. Responds to external reporting requirements and requests, including surveys, National Center for Education Statistics (NCES) reports, and Westat reports.

11. Designs, develops and conducts survey research, including survey instruments and questionnaires, in cooperation and collaboration with other departments and individuals.

12. Collects, maintains, documents, indexes and updates reports and reference materials used by institutional research, including those related to the Fact Book.

13. Maintains current information on findings and trends in institutional research and planning.

14. Participates in local, regional, and state activities to promote institutional research and planning and for professional development.

15. Attends a variety of meetings as assigned.

16. Serves on college and district committees on outcomes assessment, matriculation, student equity and diversity, and other topics.

17. Assists in the preparation of grant applications and reporting to funding organizations.

18. Performs other related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1.
Institutional research, its literature, organizations, and practices or ability to acquire knowledge thereof.

2.
Research design, methods, sampling, and analytical strategies and techniques, including survey design and survey research techniques.

 3.
Descriptive and inferential statistics.

4. Data reduction and display techniques.

5.
Planning and planning process or the ability to acquire knowledge thereof.

 6.
Operation of a computer, server, and operating systems and relevant software.

7.
Statistical software packages such as SAS and SPSS, spreadsheet software, relational database software operation and management.

 8.
Issues in higher education; program evaluation, and assessment of educational outcomes.

 9.
Oral and written communication skills, including public speaking techniques.


ABILITY TO:

1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2.
Design and conduct institutional research projects and studies including research design, methods, statistical analysis, qualitative research methods, and analytical techniques.

 3.
Query complex database systems to collect data for institutional research purposes.

4.
Gather, validate and interpret data from a wide variety of sources including literature and Internet searches.

 5.
Develop survey questionnaires, interview protocols, and sampling strategies.

 6.
Perform appropriate statistical analyses and interpret results and findings.

 7.
Report and communicate complex ideas and research findings clearly and concisely.

 8.
Create data models for projections, trend and cost-benefit analyses.

9.
Create, evaluate, document, and maintain research files, records and complex data and information systems for collecting and manipulating large quantities of data from sources including surveys and complex databases.

10.
Establish and maintain cooperative and effective working relationships with others.

11.
Manage projects, problem solve, facilitate group meetings, and coordinate projects.

12.
Meet schedules and time lines.

13.
Learn new ideas, procedures, processes, and computer software.

EDUCATION AND EXPERIENCE:

Any combination or equivalent to a Master’s degree in a research-related field (statistics, mathematics, economics, social sciences, or education).  Three or more years of professional- level experience in a similar setting. 

WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate audio, video, and computer equipment.

3. Seeing to monitor and repair equipment.

4. Sitting or standing for extended periods of time.

DATE APPROVED: February 2002

RANGE:  5-72

EEO-CATEGORY:  H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Computer Laboratory Supervisor

BASIC FUNCTION:

Under the direction of an assigned supervisor, supervise the computing facilities maintained for the use of students in various programs; plan, coordinate, direct, and participate in support services and day-to-day activities; supervise and provide input for the evaluation of assigned personnel.  The computing facilities include microcomputer, networking, and electronic labs, and classrooms.

REPRESENTATIVE DUTIES:
1. Plan, coordinate, direct and when necessary participate in support services and day-to​day activities of the computing facilities.

2. Coordinate, direct employees and participate in diagnosis, repair, installation and maintenance of microcomputer systems, as well as local area networks within the division facilities.

3. Supervise and evaluate the performance of assigned staff; interview, and participate in selecting employees; counsel, discipline, and terminate personnel according to established policies and procedures.

4. Hire part-time casual and student employees; recommend steps for salary increases when appropriate.

5. Provide technical support and assistance to faculty, administrators, and staff.

6. Assist in the development of department budget; monitor and approve expenditures according to established guidelines.

7. Establish, oversee and participate in maintaining records and preparing reports.

8. Coordinate and prioritize faculty, staff, and student requests for use of facilities and equipment.

9. Evaluate and implement departmental policies and procedures.

10. Maintain departmental software license records.

11. Prepare and conduct meetings; attend meetings and participate on committees.

12. Coordinate and facilitate faculty development projects in the facilities.

13. Communicate with District and Campus administrators and staff to receive information, resolve issues, determine needs, discuss budgets, personnel matters, security and safety; establish communication with vendors to assure accurate exchange of knowledge and information.

14. Communicate with outside agencies that make use of the instructional facilities.

15. Operate various computers, testing equipment and software, mechanical, hand, and power tools, and other related equipment.

16. Perform special projects as needed; assist departmental personnel in completion of duties as necessary.

17. Review, evaluate and remain current concerning technologies and procedures; attend related workshops.  Share information by providing in-service training to staff.

18. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Principles and practices of supervision and training. 

2. Budget preparation and control. 

3. Computer hardware systems, software applications utilized by the District. 

4. Operation of microcomputers, hardware, software, and audio-visual equipment, applications, and 


diagnostics.

5. Operations of local area networks, hardware, and software.

6. Technical aspects of field of specialty. 

7. Diagnostic techniques and procedures used in electronics repair

8. Oral and written communication skills. 

9. Record-keeping techniques. 

10. Materials, methods and tools used in the operation and repair of electronic systems. 

11. Health and safety regulations and procedures. 

12. Proper methods of storing equipment, materials and supplies. 

13. Operation, use and care of specialized equipment including power tools and testing equipment.

14. Interpersonal skills using tact, patience and courtesy. 

15. Inventory methods and techniques.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Plan, coordinate and direct support services and day-to-day activities.

3. Train, supervise and evaluate assigned personnel.

4. Monitor and control assigned budget.

5. Operate various computers, testing equipment and software, mechanical hand and power tools and other related equipment.

6. Maintain accurate inventory and records of equipment and software licenses.

7. Communicate effectively both orally and in writing.

8. Maintain current knowledge of technological advances in the field. 

9. Learn, apply and explain policies, procedures, rules and regulations. 

10. Meet schedules and time lines. 

11. Prioritize and schedule work.

12. Monitor and participate in the acquisition and installation of new equipment and software.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelors degree in Computer Science, or related field, with four years increasingly responsible experience in an instructional computing facility, two of which were in a supervisory capacity.

LICENSES AND OTHER REQUIREMENTS:

Valid California driver’s license. 

WORKING CONDITIONS:


ENVIRONMENT:

1. Office environment.



PHYSICAL ABILITIES:

2. Hearing and speaking to exchange information.

3. Dexterity of hands and fingers to operate a computer keyboard.

4. Sitting for extended periods of time.

5. Seeing to read various materials.

6. Bending at the waist, kneeling or crouching to file various materials.

DATE APPROVED: March 1, 1999

RANGE: 5-56

EEO-CATERGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Computer Network Supervisor

BASIC FUNCTION:
Under the direction of an assigned supervisor, oversee the technical operations and activities related to networking, data processing and data distribution for the colleges and the District; assure proper functioning of the data network and administrative data processing systems; train, supervise and evaluate assigned staff.

REPRESENTATIVE DUTIES:
1. Oversee the technical operations and activities related to networking, data processing and data distribution for the colleges and the District; develop specialized programs as assigned.

2. Supervise and evaluate the performance of assigned staff; interview and participate in selecting employees; counsel, discipline and terminate personnel according to established policies and procedures.

3. Oversee the work of various installation, maintenance and programming activities performed by assigned staff; provide technical assistance to staff regarding use and maintenance of assigned systems.

4. Assure proper functioning of the data network and administrative data processing systems; monitor network performance and identify potential problem areas.

5. Assure network and data processing security including installing security programs, analyzing security reports and working with appropriate authorities.

6. Communicate with and assist the Director, campus staff, contractors and consultants regarding various networking and data processing issues.

7. Research, meet with vendors, and evaluate equipment for use in the data processing center or the network; recommend, specify, acquire, install and configure equipment for the center and the network.

8. Operate a variety of computers, data processing and network software, and operating systems; operate network probes, analyzers and monitors.

9. Attend various conferences and meetings and serve on assigned committees.

10. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:

1. Data processing and network management.

2. Technical aspects of WAN and LAN protocol, maintenance, operation, and programming.

3. System administration and programming for VAX/VMS and UNIX systems.

4. Computer hardware systems, software applications and languages utilized by the District. 

5. Principles and practices of data processing. 

6. Principles and practices of supervision and training. 

7. Interpersonal skills using tact, patience, and courtesy. 

8. Oral and written communication skills. 

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Oversee the technical operations and activities related to networking, data processing and data distribution for the colleges and the District.

3. Assure proper functioning of the data network and administrative data processing systems.

4. Train, supervise and evaluate assigned staff.

5. Diagnose and understand reasons for system failures. 

6. Provide technical guidance and recommendations concerning existing computer programs and systems.

7. Communicate data processing procedures and requirements to users. 

8. Communicate effectively both orally and in writing. 

9. Establish and maintain cooperative and effective working relationships with others. 

10. Maintain current knowledge of technological advances in the field. 

11. Plan and organize work. 

12. Work independently with little direction. 

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in computer science, or related field, and five years of data processing and systems administration experience, two of which were in a supervisory capacity.

WORKING CONDITIONS:
ENVIRONMENT:
1.
Office environment.

PHYSICAL ABILITIES:
1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to view a computer monitor.

4. Bending at the waist, kneeling or crouching.

DATE APPROVED: March 1, 1999

RANGE: 5-79

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Custodial Operations Supervisor

BASIC FUNCTION:

Under the general direction of the Manager, Custodial Operations, supervises the day-to-day cleaning and care of the campus; performs routine and specialized cleaning tasks; inspects areas of responsibility to ensure cleaning standards are maintained; supervises custodial staff; conducts performance evaluations of assigned staff; supervises and directs the proper use of materials, supplies, equipment, and safe work habits.  Responsible for directing all shift operations during absence of the manager.

REPRESENTATIVE DUTIES:
1. Maintain District cleaning standards and methods.

2. Establish work schedules for staff and make relief assignments as required.

3. Supervise and evaluate the performance of assigned staff; interview and participate in selecting employees; counsel, discipline, and terminate personnel according to established policies and procedures.

4. Assume responsibility of custodial operations during absence of the custodial manager.

5. Interpret and explain rules, regulations and procedures to staff. 

6. Conduct training for staff on the proper use of materials and cleaning methods, including storing of materials and equipment, inventory control, inspections, MDS sheets, and preventive maintenance procedures for all equipment.

7. Assure safety standards, policies, and procedures are followed by all staff.

8. Inspect buildings for cleanliness, safety hazards, and needed repairs ,and prepare work orders.

9. Maintain inventory and assist in ordering of custodial supplies and equipment.

10. Prepare bulletins, correspondence and reports

11. Attend and conduct a variety of meetings as assigned.

12. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:

1. Principles and practices of supervision and training. 

2. Record-keeping techniques.

3. Techniques for care and cleaning of buildings.

4. Quality and use of cleaning supplies and equipment.

5. Care and cleaning of various types of heating, ventilating, and lighting equipment.

6. Health and safety regulations and procedures. 

7. Proper methods of storing equipment, materials and supplies. 

8. Operation, use and care of specialized equipment including power tools and testing equipment.

9. Inventory methods and techniques.

ABILITY TO:

1. Demonstrate an understanding of sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Plan, coordinate and direct support services and day-to-day activities.

3. Train, supervise and evaluate assigned personnel.

4. Operate various computers, and software, mechanical, hand , power tools, and other related equipment.

5. Maintain accurate inventory and records of equipment and supplies.

6. Communicate effectively orally and in writing. 

7. Learn, apply and explain policies, procedures, rules, and regulations. 

8. Maintain cooperative working relationships using tact, patience, and courtesy.

9. Prioritize and schedule work to meet schedules and time lines. 

EDUCATION AND EXPERIENCE:
Any combination of education and experience equivalent to: High school diploma and five years of custodial or janitorial work, two of which are in a supervisory role.

WORKING CONDITIONS:
ENVIRONMENT:

1. Indoor and outdoor work environment.

PHYSICAL ABILITIES:

2. Hearing and speaking to exchange information.

3. Dexterity of hands and fingers to operate a computer keyboard.

4. Seeing to view a computer monitor.

5. Bending at the waist, kneeling or crouching.

DATE APPROVED:  October 10, 2005

RANGE: 5-52

EEO-CATEGORY:  H-70

FOOTHILL DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Deaf Services Supervisor

BASIC FUNCTION:

Under the direction of an assigned supervisor, provide direction and guidance to the day-to-day operations, problem solving, and decision-making regarding the Deaf Services Program, a service component within Disability Support Services, at De Anza College.  Implement program guidelines; provide for program reporting and accountability; hire, train, evaluate, and provide work direction to assigned staff.  

REPRESENTATIVE DUTIES:

1. Provide overall direction, supervision, and guidance in the day-to-day operations, problem solving, and decision-making regarding the Deaf Services Program; implement program policies and directives according to District, state, and federal guidelines; serve as a liaison between students, program staff, other Disabled Student Services staff, faculty, and the general campus community; provide information, program requirements, and other pertinent information.

2. Keep current with issues and laws that affect Deaf and hard of hearing students.

3. Interpret for classes requiring advanced interpreting skills and campus-wide special events.

4. Recruit, train, supervise, and evaluate the performance of assigned staff; interview and select employees and recommend reassignment, termination, and disciplinary actions; plan, prioritize, and schedule interpreting assignments, requiring coordination for both campuses.

5. Evaluate assigned staff’s technical skills; perform in-class evaluations of interpreters and captioners to establish ability level, growth, advancement, and areas for improvement; provide orientations and in-service trainings for interpreting, captioning staff, and students.

6. Provide and coordinate interpreters and captioners for class, meetings, tutoring, evaluations, EDC testing, and campus performances and events.

7. Provide support, resources, and technical assistance to faculty and to other Campus instructional and technology areas on access requirements for the Deaf and hard of hearing.

8. Research, design, and implement technical and personnel requirements for a college-wide Captioning Plan to meet ADA requirements and the State Chancellor’s Accessibility Guides for the Deaf and hard of hearing.

9. Coordinate live, in-class, post-production, and transcript captioning each quarter by analyzing needs and determining resource allocation; schedule personnel; monitor appropriate budgets; and in collaboration with the Broadcast Media Center and Distance Learning, schedule live and post-production captioning.

10. In collaboration with Instructional Divisions and other campus departments, inventory pre-produced videotapes, prioritize captioning; obtain required permissions and releases from copyright holders; schedule and produce captioned videotapes to replace existing copies; create develop, and maintain a college-wide database of all captioned materials.

11. Establish and monitor program budgets and expenditures; propose budget changes and participate in budget planning and projections.

12. Represent the Deaf Services program at meetings; establish appropriate linkages with special populations and community groups served; promote the Deaf Services program through participation in advocacy groups, associations, and other local, regional, and/or national organizations; represent the Deaf Services program and the college at conferences, seminars, and workshops.

13. Research, evaluate, and recommend equipment needed to assist the Deaf Services program, students, and captioners; remain current on emerging technologies.

14. Coordinate the provision of assistive technology and specialized equipment (i.e. audio enhancers, closed-captioning equipment, TTY phones, etc.) to Deaf and hard of hearing students.

15. Research, analyze, prepare, and maintain a variety of reports as necessary; provide regular reports to administrators, the college, State, and Federal agencies; perform complex analysis and reporting having college-wide or district-wide impact; participate in program reviews; assure program compliance with state and federal guidelines.

16. Operate a computer and a variety of equipment including videotape recorders, audio enhancers, closed-captioning equipment, and TTY phones.

17. Perform other related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
1. ASL and other manual forms of Deaf communication:  CASE, PSE, SEE, oral, and blind/deaf interpreting.

2. RID Code of Ethics and its application in the post-secondary educational setting.

3. Electronic equipment important to Deaf and hard of hearing communication.

4. Applicable State and Federal legislation and regulations to community served, including, but not limited to the ADA, FCC, and copyright laws and regulations.

5. Deaf Culture.

6. Budget preparation and control.

7. Interpersonal skills using tact, patience, and courtesy.

8. Oral and written communication skills. 

9. Policies, objectives, and goals of assigned program.

10. Principles and practices of supervision and training. 

11. Program and workshop development and presentation.

12. Operation of a computer and assigned software.

13. Record-keeping techniques. 

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Communicate effectively in English and ASL.

3. Assess and adapt to student needs.

4. Perform research for special projects as needed with complete follow-through.

5. Implement program policies and guidelines.

6. Provide program reporting and accountability.

7. Interpret, apply, and explain rules, regulations, policies, and procedures. 

8. Establish and maintain cooperative and effective working relationships with others. 

9. Analyze situations accurately and adopt an effective course of action. 

10. Meet schedules and time lines. 

11. Work independently with little direction. 

12. Plan and organize work. 

13. Prepare and maintain assigned records, budgets, and reports.

EDUCATION AND EXPERIENCE:

Any combination of education and experience equivalent to:  Bachelor’s degree in a related field, a Certificate of Interpreting, or Certificate of Transliterating (CI/CT), and five years experience working with Deaf and hard of hearing in a coordinating capacity.

WORKING CONDITIONS:
ENVIRONMENT:
1. Office environment.

2. Constant interruptions.

PHYSICAL ABILITIES:
1. Hearing and speaking to exchange information and make presentations.

2. Dexterity of hands and fingers to sign and operate a computer keyboard. 

3. Seeing to read a variety of materials.

4. Sitting for extended periods of time.

DATE APPROVED: March 22, 2004

RANGE: 5-59

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Distance Learning Center Supervisor

BASIC FUNCTION:

Under the direction of an assigned supervisor, provide overall direction and guidance for operations, problem-solving, and decision-making regarding the Distance and Extended Learning Program at De Anza College; provide work direction and guidance to other program personnel; evaluate assigned personnel; establish and monitor program budgets.

REPRESENTATIVE DUTIES:
1. Provide overall direction and guidance to the day-to-day operations, problem-solving and decision-making regarding the Distance and Extended Learning Program; implement program policies and directives according to District, federal or State guidelines.

2. Supervise and coordinate the delivery of delivery of video and Internet based Distance Education courses for the college; supervise and coordinate all the technical specifications required for video broadcast and Internet based course delivery.

3. Supervise and evaluate the performance of assigned staff; interview and participate in selecting employees; counsel, discipline and terminate personnel according to established policies and procedures.

4. Plan and coordinate in collaboration with Division Deans, Department Schedulers, and the Scheduling Coordinator the scheduling of all courses offered through the Distance Learning Center.

5. Research, maintain, modify, and improve technological delivery systems and methods and operations for the departmental database and program.

6. Organize and facilitate meetings regarding Distance Learning classes and topics between administrators, faculty, staff, and students.

7. Collaborate with Pre-Curriculum Committee and Curriculum Co-Chairs to verify that Distance Learning sections of Curriculum proposals meet the appropriate technological criteria/requirements.

8. Keep current and research emerging trends in the field, including software available for distance learning courses; make recommendations for purchase of software and equipment to administration.

9. Coordinate the annual data collection and preparation of Distance Learning Mid-Term accreditation report; prepare reports to the California Community College Chancellor’s Office; prepare other relevant reports.

10. Disseminate Distance Learning information to the campus community.  

11. Coordinate and organize Distance Learning course training for faculty and staff.

12. Assist in the development of department budget; monitor and approve expenditures according to established guidelines.

13. Establish and maintain communication with other Distance Learning Centers throughout the country; promote the Distance Learning program through membership in appropriate organizations; attend meetings and conferences regarding Distance Learning delivery methods.

14. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Planning and coordinating the day-to-day activities of a video and Internet based Distance Learning program.

2. Policies, objectives and goals of a Distance Learning program

3. Instructional technologies relevant to video and Internet based course delivery.

4. Course management systems.

5. Development and presentation of programs and workshops.

6. Applicable laws, codes, regulations, policies and procedures related to assigned program.

7. Budget monitoring and control.

8. Oral and written communication skills. 

9. Principles of and practices of supervision and training.

10. Interpersonal skills using tact, patience, and courtesy. 


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Provide overall direction and guidance to the operations, problem-solving and decision-making regarding the program.

3. Implement program policies and guidelines.

4. Provide for program reporting and accountability.

5. Prepare comprehensive program reports and reviews.

6. Interpret, apply and explain rules, regulations, policies, and procedures. 

7. Establish and maintain cooperative and effective working relationships with others. 

8. Operate a computer and assigned office equipment.

9. Analyze situations accurately and adopt an effective course of action. 

10. Meet schedules and time lines. 

11. Work independently with little direction. 

12. Plan and organize work. 

13. Make public speaking presentations.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in a related field, and five years related work experience.

WORKING CONDITIONS:

ENVIRONMENT:

1.
Office environment.

PHYSICAL ABILITIES:
1. Hearing and speaking to exchange information and make presentations.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read a variety of materials.

DATE APPROVED: 

RANGE: 5-61

EEO-CATEGORY: H-30

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Employment and Classification Supervisor

BASIC FUNCTION:
Under the direction of an assigned supervisor, coordinate equal opportunity in employment. Oversee and assess employment needs and meet District needs by developing position announcements, establishing recruiting strategies and interviewing applicants for positions; recruit locally, statewide and nationwide; oversee the functions of Employment Services; supervise and evaluate the performance of assigned personnel.

REPRESENTATIVE DUTIES:
1. Oversee and assess employment needs and meet District needs by developing position announcements, establishing recruiting strategies and interviewing applicants for position.

2. Perform a variety of duties related to the recruitment of general and specific positions; recruit locally, statewide and nationwide utilizing a variety of sources including newspapers, flyers, journals, e-mail and web pages; represent the College to professional organizations, other academic institutions, and agencies in various industries for recruitment purposes.

3. Supervise and evaluate the performance of assigned staff; interview and participate in selecting employees; counsel, discipline and terminate personnel according to established policies and procedures.

4. Coordinate and support large-scale projects; collaborate with employee groups and senior management.

5. Perform search and selection committee work involving committee composition, training and serving; assist committee chairs with assembling a committee with the correct representation, training on process, equal opportunity; assist in question development, testing, and reference checking.

6. Supervise the functions of Employment Services including establishing and reviewing office set up, applicants, processing methods for requests and applications, establishing standards for required documentation for legal and reporting purposes, maintaining databases and supervising assigned personnel.

7. Develop and coordinate equal opportunity training with the Campus Diversity Coordinators.

8. Appoint and train employees to serve as equal opportunity representatives.

9. Respond to and facilitate resolution to diversity concerns of search and selection committees.

10. Design recruitment strategies to assure diverse applicant pools.

11. Serve as an equal opportunity representative on key search and selection committees.

12. Report diversity statistics to State and federal agencies facilitating diversity discussions.

Assist in the development of diversity strategic planning for the District.

13. Serve as an information resource for reports, historical information, procedures, policies, and options and possibilities for staffing.

14. Oversee and maintain assigned departmental budget; monitor and control expenditures in accordance with established limitations.

15. Communicate with various departments within the District regarding staffing, employment, and equal opportunity issues as needed; reserve and respond to various issues related to affirmative action.

16. Perform special projects; analyze needs, develop solutions and establish timelines, costs, and staffing needs for projects.

17. Operate a computer and other office equipment as assigned.

18. Prepare and maintain a variety of files, records and reports.

19. Serve as a technical resource for computer related issues including database development, software usage, server maintenance and other issues.

20. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Various recruitment and interviewing techniques.

2. Modern office practices, procedures, and equipment.

3. Record-keeping techniques.

4. District organization, operations, policies, and objectives.

5. Oral and written communication skills.

6. Applicable sections of State Education Code and other applicable laws, rules, and regulations related to employment, equal opportunity and other assigned activities.

7. Technical aspects of field of specialty.

8. Interpersonal skills using tact, patience, and courtesy.

9. Operation of a computer and applicable software.

10. Principles and practices of supervision and training. 

11. Research and analysis techniques.

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Oversee and determine employment needs and meet District needs by announcing positions, recruiting, and interviewing.

3. Recruit locally, Statewide and nationwide.

4. Oversee the functions of Employment Services.

5. Supervise and evaluate the performance of assigned personnel.

6. Communicate effectively both orally and in writing. 

7. Interpret, apply and explain rules, regulations, policies, and procedures. 

8. Establish and maintain cooperative and effective working relationships with others. 

9. Operate a computer and assigned office equipment.

10. Analyze situations accurately and adopt an effective course of action. 

11. Meet schedules and time lines. 

12. Work independently with little direction. 

13. Plan and organize work.

14. Prepare and maintain of a variety of reports and files related to assigned activities.

15. Coordinate and support special projects.

16. Train individuals and groups.

17. Develop training programs.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in human resources or a related field, and three years increasingly responsible employment related experience.

WORKING CONDITIONS:

ENVIRONMENT:
1. Office environment.

2. Constant interruptions.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information and make presentations.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting for extended periods of time.

5. Bending at the waist, kneeling or crouching. 


HAZARDS:
1.
Contact with dissatisfied or abusive individuals. 

DATE APPROVED: March 8, 2002

RANGE: 5-66

EEO-CATEGORY: H-30
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EOPS Supervisor

BASIC FUNCTION:
Under the direction of an assigned supervisor, plan, organize and coordinate a variety of programs, projects and day-to-day activities related to the functions and activities of the Extended Opportunity Program and Services (EOPS) and Cooperative Agencies Resources for Education (CARE) program; train, supervise, and evaluate the performance of assigned staff.

REPRESENTATIVE DUTIES:
1. Plan, organize and coordinate a variety of programs, projects and day-to-day activities related to the functions and activities of the EOPS and CARE programs.

2. Train, supervise and evaluate the performance of assigned staff; interview and select employees and recommend transfers, reassignment, termination and disciplinary actions.

3. Determine EOPS eligibility; oversee student intake, financial aid, and registration procedures.

4. Oversee the preparation and implementation of EOPS and CARE program plans; facilitate meetings to evaluate and expand program plans.

5. Provide technical expertise, information and assistance to the Dean regarding EOPS and CARE program functions; assist as needed in the formulation and development of policies, procedures, and programs.

6. Oversee and participate with the preparation of EOPS and CARE final reports for the State Chancellor’s office; maintain and expand systems for the collection and analysis of data for EOPS and CARE reports.

7. Communicate with District administrators, personnel and outside organizations to coordinate activities and programs, resolve issues and conflicts and exchange information. 

8. Oversee development and preparation of the annual preliminary budget for the EOPS and CARE programs; control and authorize expenditures in accordance with established limitations.

9. Attend and conduct a variety of meetings as assigned; participate on campus and community committees promoting the needs and interests of EOPS and CARE students; prepare agendas for meetings as appropriate.

10. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Various programs, projects and day-to-day activities related to the functions and activities of the EOPS and CARE programs.

2. Budget preparation and control.

3. Oral and written communication skills. 

4. Principles and practices of supervision and training. 

5. Applicable laws, codes, regulations, policies, and procedures.

6. Interpersonal skills using tact, patience and courtesy. 

7. Operation of a computer and assigned software.

8. Record-keeping techniques. 


ABILITY TO:
1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Plan, organize and coordinate a variety of programs, projects and activities related to the day-to-day functions and activities of the EOPS and CARE programs.

3. Supervise and evaluate the performance of assigned staff.

4. Communicate effectively both orally and in writing. 

5. Interpret, apply and explain rules, regulations, policies, and procedures. 

6. Establish and maintain cooperative and effective working relationships with others. 

7. Operate a computer and assigned office equipment.

8. Analyze situations accurately and adopt an effective course of action. 

9. Meet schedules and time lines. 

10. Work independently with little direction. 

11. Plan and organize work. 

12. Prepare and maintain assigned records and reports.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in business administration or related field, and three years experience including program development and implementation.

WORKING CONDITIONS:

ENVIRONMENT:
1. Office environment.

2. Constant interruptions.

PHYSICAL ABILITIES:
1. Hearing and speaking to exchange information and make presentations.

2. Dexterity of hands and fingers to operate a computer keyboard. 

3. Seeing to read a variety of materials.

4. Sitting for extended periods of time.

DATE APPROVED: March 1, 1999

RANGE: 5-56

EEO-CATEGORY: H-30
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 Executive Director, California History Center

BASIC FUNCTION:

Under the direction of an assigned supervisor, plan, develop and oversee the activities and programs of the California History Center (CHC) and California History Center Foundation (CHCF) to assure that missions, goals, programs, and curriculum correlate with the strategic plan of the College and District. Hire, supervise, and evaluate the performance of assigned personnel.

REPRESENTATIVE DUTIES:
1. Plan, develop and oversee the activities and programs of the CHC and CHCF to assure that their mission, goals, programs, and curriculum correlate with the strategic plan of the College and District. Manage various programs including an academic history program, research library and archives, history exhibition program, publications in California history, special events, special projects, and other programs as assigned.

2. Develop, coordinate and implement the California Studies program; research and develop new ideas to provide educational opportunities to the community at large; develop and oversee programming in the areas of exhibits, lectures, conferences and publications appropriate to California Studies; develop funding and grant opportunities to support California Studies.

3. Research and develop campus-wide cooperative programs, curriculums and activities with division deans and appropriate faculty; establish and monitor the progress of five year plan goals and accomplishments.

4. Provide leadership and guidance to the Board of Trustees of the CHCF regarding mission and direction, policy development and fund raising strategies to support the Center’s programs.

5. Develop and manage events to support the CHCF; develop and direct membership and volunteer recruitment strategies; attend and chair Board meetings.

6. Hire, supervise and evaluate the performance of assigned staff including volunteers; hire, oversee independent contractors including authors, editors, and exhibit designers; facilitate recruitment of part-time faculty for specialized courses for CHC.

7. Oversee the planning, production and marketing efforts for CHC and CHCF programs and activities; cultivate and develop programming with local community cultural and ethnic groups.

8. Develop and oversee the budgets for the CHC and CHCF; monitor monthly expenditure reports for assigned budgets; oversee expenditures; respond to the CHCF Board on income and expenses.

9. Communicate with school and District personnel to coordinate activities and programs, resolve issues and exchange information; develop collaborative partnerships with faculty, staff, and programs at other colleges and universities regarding California Studies.

10. Oversee the preparation and maintenance of a variety of narrative and statistical reports, records and files related to assigned activities and personnel.

11. Operate a computer and related office equipment.

12. Attend and conduct a variety of meetings, conferences and workshops representing the CHC and CHCF.

13. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Policies related to community college courses and curriculum development.

2. Methods, resources and skills necessary to conduct comprehensive fund raising activities.

3. State and regional history and issues.

4. Budget preparation and control.

5. Marketing and public relations.

6. Oral and written communication skills. 

7. Principles and practices of administration, supervision, and training. 

8. Interpersonal skills using tact, patience and courtesy.

9. Management of non-profit organizations, copy writing, and editing.

10. Operation of a computer and assigned software.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Plan, develop and oversee the activities and programs of the CHC and CHCF to assure that missions, goals, programs, and curriculum correlate with the strategic plan of the College and District. 

3. Hire, train, supervise, and evaluate the performance of assigned personnel.

4. Develop, coordinate and implement the California Studies program.

5. Communicate effectively both orally and in writing. 

6. Establish and maintain cooperative and effective working relationships with others. 

7. Operate a computer and assigned office equipment.

8. Meet schedules and time lines. 

9. Work independently with little direction. 

10. Plan and organize work. 

11. Prepare comprehensive narrative and statistical reports.

12. Direct the maintenance of a variety of reports and files related to assigned activities.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in Public Administration, or related field, and three years experience in business, public relations, education or field related to exhibit production.
WORKING CONDITIONS:

ENVIRONMENT:

1.
Indoor work environment.


PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information and make presentations.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

DATE APPROVED: March 1, 1999

RANGE: N-54

EEO-CATEGORY: H-30

 FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT
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Occupational Training Institute Supervisor

BASIC FUNCTION:

Under the direction of an assigned supervisor, plan, organize and direct the day-to-day operations of the Occupational Training Institute (OTI) to assure that all State, federal, District, College, and Division policies and procedures are met; train, assign and supervise assigned personnel. 

REPRESENTATIVE DUTIES:

1. Plan, organize and direct the day-to-day operations of OTI to assure that all state, federal, District, College, and Division policies and procedures are met.

2. Serve as the OTI lead to employers, Workforce Initiative Boards (WIB), county social service agencies, other community college districts, local and regional agencies and legislative bodies to ensure OTI’s participation in the development of workforce strategies.

3. Coordinate all fundraising efforts for OTI; prepare grant applications; guide others in locating funding sources; provide others with assistance with grants as appropriate.

4. Supervise and evaluate the performance of assigned staff; interview and participate in selecting employees; counsel, discipline and terminate personnel according to established policies and procedures.

5. Develop and implement staff trainings and in-services to keep staff apprised of policies and procedures.

6. Conduct regular meetings to communicate, review and revise program guidelines.

7. Develop workforce education programs, projects, and workshops.  Develop and coordinate the marketing of OTI services.

8. Provide information to students, faculty, staff and the general public on workforce education initiatives and programs; coordinate the interactions of OTI with the District and both colleges, public agencies, and other appropriate entities.

9. Compile, maintain, and verify information; prepare and maintain records and reports; assure compliance with federal, State, and District laws, regulations and policies; provide information to auditors and for budget input; complete data and reports for all programs/projects.

10. Monitor and provide budgetary input to include long term planning and projections.

11. Assist in curriculum planning and development.

12. Operate a computer and other office equipment as assigned.

13. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:


KNOWLEDGE OF:

1. Workforce and workforce education related policies and procedures; applicable local, state, and federal laws and regulations.

2. District, College and Division policies and procedures.

3. Principles of training and providing work direction.

4. Oral and written communication skills.

5. Record-keeping techniques.

6. Principles and practices of budget, finance and contracting. 

7. Fundraising techniques and grant preparation, coordination, and monitoring.

8. Curriculum and workforce skill set requirements.

9. Trends in employment and training for this region.

10. Interpersonal skills using tact, patience and courtesy.

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Oversee the day-to-day operation of OTI to assure that all State, federal, District, College, and Division policies and procedures are met.

3. Interpret, apply and explain applicable rules, regulations, policies, and procedures, federal and state regulations.

4. Project budgets and cost estimate.  

5. Negotiate contracts and monitor compliance.

6. Interpret workforce trends and curriculum offerings to guide future workforce initiatives.

7. Train, supervise and evaluate personnel.

8. Meet schedules and time lines.

9. Communicate effectively both orally and in writing.

10. Establish and maintain cooperative and effective working relationships with others.

11. Maintain records and prepare reports.

12. Work independently with little direction.

13. Operate a computer and assigned office equipment.

EDUCATION AND EXPERIENCE:

16. Any combination equivalent to:  Bachelor’s degree in a workforce-related field, and five years responsible experience in a college level program similar to OTI.

17. Four years experience in grant writing for a variety of grants funding entities, preferred.


WORKING CONDITIONS:



ENVIRONMENT:

1. Office environment.

2. Constant interruptions.

PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting or standing for extended periods of time.

5. Ability to make frequent travel trips to visit work sites.

DATE APPROVED: August 25, 2004

RANGE: 5-59
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Office Services Supervisor, Foothill College

BASIC FUNCTION:

Under the direction of an assigned supervisor, plan, organize, and direct the day-to-day office operations of the Office Services area, including the Print Shop, Mailroom, Switchboard and Administrative copiers.

REPRESENTATIVE DUTIES:

1. Supervise Office Services area, which includes the Print Shop, Mailroom, Switchboard, and office equipment.

2. Supervise and evaluate the performance of assigned staff, interview and select employees and recommend transfers, reassignment, termination and disciplinary actions; plan, coordinate, and arrange for appropriate training of subordinates; provide/arrange for coverage in areas of supervision.

3. Provide administrative support to the Vice President of Educational Resources and Instruction; schedule meetings.

4. Supervise student travel office; distribute and receive student travel forms; train staff on student travel procedures; ensure proper forms are filled out; follow-up with staff on missing or incomplete forms; collaborate with Risk management on student travel procedural improvements.

5. Coordinate campus key distribution; maintain campus key cabinet, master keys, employee key cards, and request forms; work with District locksmiths to resolve key problems and requests for re-keying, and to maintain security of keys and access to keys.

6. Audit WSCH numbers for Open Enrollment and Positive Attendance course.

7. Research and recommend new equipment purchases; negotiate with equipment vendors on equipment needs, pricing, and maintenance contracts, troubleshoot and repair Office Services equipment; arrange for service as necessary; and train staff on equipment use.

8. Maintain proper supply level for Office Services equipment; maintain and create new user accounts for Office Services copiers ,postal machine, and other equipment.

9. Coordinate with the US Post Office on mail delivery times and services; monitor and track postage usage; analyze post trends; advise on appropriate and most economical mailing methods; coordinate mailbox updates for staff and programs.

10. Monitor budgets; process charge backs for Office Services copiers, postage machine, and Print Shop; maintain funds and process check requests or general post account, business reply account, and bulk mail accounts.

11. Provide staff with technical assistance and training on phone and voice mail systems.

12. Update phone directory database in switchboard console.

13. Process and check timesheets for accuracy for Office Services and Educational Resources staff.

14. Respond to and address issues/complaints/suggestions regarding the Office Services area.

15. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. District organization, operations, policies and objectives.

2. Principles of training and providing work direction.

3. Modern office practices, procedures, and equipment.

4. Operation of a computer and other office equipment.

5. Oral and written communication skills.

6. Financial and statistical record-keeping techniques. 

7. Interpersonal skills using tact, patience, and courtesy.

8. Concepts of customer and student service.

9. Postal regulations and procedures.

10. Printing equipment and procedures.

11. Switchboard equipment and procedures.

12. Correct English usage – grammar, spelling, punctuation, and vocabulary.


ABILITY TO:
1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Oversee the day-to-day operations of the Office Services area.

3. Train, supervise and evaluate personnel. 

4. Meet schedules and time lines. 

5. Communicate effectively both orally and in writing. 

6. Establish and maintain cooperative and effective working relationships with others. 

7. Maintain records and prepare reports. 

8. Work independently with little direction. 

9. Operate a computer and assigned office equipment.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Associate’s degree in a related field, and five years related work experience.

WORKING CONDITIONS:

ENVIRONMENT:

1. Office environment.

2. Constant interruptions.

PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting or standing for extended periods of time.

DATE APPROVED: April 11, 2002

RANGE: N-57

EEO-CATEGORY: H-50

FOOTHILL-DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

 Police Sergeant

BASIC FUNCTION:
Under the direction of the Manager of College Police and Safety Services, plan, organize and supervise the work of assigned personnel.  Instruct and assist subordinates in the performance of their assigned duties and perform a variety of technical tasks such as investigation and surveillance work to detect or prevent crime.

REPRESENTATIVE DUTIES:


Depending on assignment, duties may include, but are not limited to the following:

1. Recommend and assist in the implementation of department goals and objectives; establish schedules, participate in the development of training materials, and implement policies and procedures.

2. Assist in planning, prioritizing, assigning, supervising and reviewing the work of the campus Police Officers and department staff.

3. Supervise and evaluate the performance of assigned staff; interview and participate in selecting employees; counsel, discipline, and terminate personnel according to established policies and procedures.

4. Provide on the job training for campus Police Officers and department staff.

5. Evaluate operations and activities of assigned responsibilities; recommend improvements and modifications; prepare various reports on operations and activities.

6. Prepare performance appraisals; recommend remedial action.

7. Act as liaison with departments on campus, and other outside agencies as assigned.

8. Carryout Patrol, enforcement and investigative duties, such as arrest and detention of person; administration of first aid; surveillance; finger printing; drug and alcohol testing; securing and protecting property; traffic control and emergency driving.

9. Mediate interpersonal disputes; handle confrontations with hostile persons.

10. Conduct parking citation administrative appeal reviews as assigned.

11. Answer questions and provide information to the public; investigate complaints and recommend corrective action as necessary to resolve compliant.

12. Build and maintain positive relationship with co-workers, other District employees and students using principles of good customer service.

13. Maintain the level of proficiency needed for the position; remain current with case and statutory law relating to the functions of the department.

14. In the absence of the Manager of College Police and Safety Services, work with College Administrators on urgent safety and security issues.

15. Operate a variety of police equipment including patrol car, two-way radio, firearms, and various tools, such as batons and handcuffs; operate a computer and other office equipment as assigned.

16. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:


KNOWLEDGE:

1. Principles, methods and techniques of law enforcement work; principles of criminal law, including the regulations surrounding arrest, search and seizure, and the rules of evidence.

2. Pertinent federal, state, county laws, rules, and regulations.

3. Thorough knowledge of investigative techniques.

4. Principles of supervision, training and performance evaluations.

5. Principles and practices of work safety.

6. Crowd control and enforcement procedures.

7. Common fire and hazardous materials dangers, types of fire suppression devices installed in building and basic fire extinguishers and hoses.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Organize, implement and direct law enforcement operations/activities.

3. Prepare clear and concise reports.

4. Establish and maintain cooperative working relationships with students, staff, and the public.

5. Assess public safety or enforcement situations and determine appropriate course of action; make rapid effective decisions.

6. Communicate effectively both orally and in writing. 

7. Effectively supervise assigned staff.

8. Impart knowledge and train staff.

9. Demonstrate excellent work history, which reflects high ethical standards and commitment to existing department missions, policies, and procedures.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: Associate’s degree, and four years experience as a police/peace officer.

LICENSES AND OTHER REQUIREMENTS:

1. Possess California P.O.S.T. Intermediate Certificate.

2. Valid California drivers license.

3. Valid First Aid and CPR Certificates.

WORKING CONDITIONS:


ENVIRONMENT:

1. In-door and out door work environment.

2. Driving a vehicle to conduct work.

3. Adverse weather conditions.


PHYSICAL ABILITIES:

1. Must fulfill and maintain all minimum standards as set by P.O.S.T. including, but not limited to:

a. Height and weight proportional

b. 20/100 vision without eyeglasses, correctable 20/20 and normal color-vision.

2. Restraining / subduing individuals.

3. Hearing and speaking.

4. Dexterity of hands and fingers to operate assigned equipment.

5. Sitting, standing or walking for extended periods of time.

6. Running or walking over rough or uneven surfaces.

7. Bending at the waist, kneeling or couching.

8. Lifting 50 or more pounds.


HAZARDS:

1. Contact with dissatisfied or abusive individuals.

2. Possible fights and confrontations.

DATE APPROVED: 2/11/00

RANGE: N-56

EEO-CATEGORY: H-30

FOOTHILL –DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Production Operations Supervisor

BASIC FUNCTION:

Under the direction of an assigned supervisor, coordinate and direct the producing, directing, and editing of programming for the District Multimedia/Television Center; supervise content development, design, and production of instructional broadcasts and web-based media projects; serve as a liaison with faculty and staff regarding design, production, and technologies of multimedia projects; train and provide work direction and supervision to assigned staff.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending on assignment, duties may include, but are not limited to the following:

1. Supervise and coordinate the production of all district educational teleclasses, district productions, and when applicable, public access programming.

2. Supervise and coordinate the technical specifications of Internet based, multimedia streaming technologies and instructional material.

3. Plan and implement the integration of emerging media technologies to support educational efforts of faculty throughout the district; oversee the development and acquisition of content resources for interactive video conferencing, internet (web) based video delivery, broadcasting services, and other related delivery methods.

4. Supervise and evaluate the performance of assigned staff; assign, direct, and schedule work; interviews and participates in selecting employees; adjust grievances; discipline and terminate personnel according to established policies and procedures.

5. Assist the Dean of Learning Technologies in the instructional planning process and in the development and implementation of the department’s strategic plan.

6. Specify and approve all production and post production related equipment, including software, cablecast, studio, facilities, and related equipment needs.

7. Represent the FHDA District and Television/Media Center to the general public, community groups and agencies, including city councils and commissions, and serve on appropriate College and/or District committees, as well as regional and statewide committees.

8. Negotiate and contract with vendors and contract personnel who provide video and Internet streaming production, as well as with video network construction and connectivity vendors; negotiate and contract with public users of the studio, equipment, personnel, or production services of the Television/Media Center.

9. Prepare and oversee all department budgets.

10. Develop program and funding proposals.

11. Oversee the accounting, billing, charge-backs, time cards, and record-keeping related to the production of video broadcasts and web multimedia content.

12. Conduct production feasibility studies and prepare reports.

13. Provide video broadcast and Internet media technologies consultation, design, and production support to the District, faculty, staff, students, and public.

14. Design, write, and edit media materials as needed.

15. Produce and direct instructional television productions, satellite teleconferences, web-based media, and interactive videoconferences as needed.

16. Perform other related duties as assigned.

EMPLOYMENT STANDARDS:

KNOWLEDGE OF:

1. Broadcast/Cable television production requirements including FCC, copyright regulations, and insurance and legal issues.

2. Internet media streaming and production requirements and specifications

3. Video and Internet multimedia streaming production and development, including writing, designing and editing of scripts and web scripting.

4. nstructional design and technology models, practices and procedures.

5. Current television equipment including studio, remote, port-a-pak and satellite transmission systems.

6. Marketing and public relations.

7. Accounting principles and procedures.

8. Budget preparation and control.

9. Emerging multimedia technologies.

10. Principles and practices of supervision and training. 

11. Technical aspects of field of specialty. 

12. Oral and written communication skills. 

13. Record-keeping techniques. 

14. Interpersonal skills using tact, patience and courtesy. 


ABILITY TO:
1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Market and promote programming and productions.

3. Design and produce television programming to meet educational objectives.

4. Design, develop, and implement web-streaming technologies.

5. Plan, coordinate and direct support services and day-to-day activities.

6. Train, supervise and evaluate assigned personnel.

7. Monitor and control assigned budget.

8. Operate various computers, testing equipment and software, mechanical, hand, power tools, and other related equipment.

9. Maintain accurate inventory and records of equipment and software licenses.

10. Communicate effectively both orally and in writing.

11. Maintain current knowledge of technological advances in the field. 

12. Meet schedules and time lines. 

13. Prioritize and schedule work.

EDUCATION:
Any combination equivalent to: Bachelor's degree or equivalent in Television Telecommunications, Instructional Design, or related field, and five years progressively responsible experience in a television/telecommunications facility or production unit, one year of which was in a supervisor capacity.

WORKING CONDITIONS:

      
Environment:
1. Office environment.

      
Physical Abilities:

2. Dexterity of hands and fingers to operate a computer keyboard, video equipment, and tools.

3. Seeing to read various materials.

4. Reaching overhead, above the shoulders and horizontally.

5. Sitting or standing for extended periods of time.

6. Hearing and speaking to exchange information in person or on the telephone.

DATE APPROVED: December 2001

RANGE: 5-66

EEO-CATEGORY: H-30
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Program Supervisor

BASIC FUNCTION:

Under the direction of an assigned supervisor, provide overall direction and guidance in the operations, problem solving, and decision making of an assigned large-scale and complex program. Implement program policies and guidelines; provide for program reporting and accountability; provide work direction and guidance to other program personnel; evaluate assigned personnel; establish and monitor program budgets.

REPRESENTATIVE DUTIES:
1. Provide overall direction and guidance in the day-to-day operations, problem-solving, and decision-making of a large and complex assigned program; implement program policies and directives according to District, federal or state guidelines.

2. Prepare funds applications; prepare grant requests, and serve as the primary contact for large programs or multi-programs.

3. Plan, coordinate, and prepare a variety of materials used in program literature, marketing, catalogs, and brochures.

4. Supervise and evaluate the performance of assigned staff; interview and participate in selecting employees; counsel, discipline, and terminate personnel according to established policies and procedures.

5. Conduct regular meetings to communicate, review and revise program guidelines.

6. Develop, recommend, and implement program plans and objectives; coordinate delivery of services to program participants; assure participation guidelines are followed.

7. Assure program expenditures are within allocated budgets; monitor budgets; propose budget changes and participate in project budget applications as necessary.

8. Establish appropriate linkages to special populations or community groups served; promote program through participation in advocacy groups, associations and other local, regional or national organizations.

9. Provide regular reports to management and federal/state agencies as requested; participate in program reviews; assure program compliance with federal or state program guidelines.

10. Serve as liaison between program personnel, participants, clients, administrators, faculty, and students; provide information, program requirements and other pertinent information.

11. Develop, coordinate, promote and oversee a broad range of programs.

12. Develop workshop materials, promotional materials, and other program documentation.

13. Operate a computer and other office equipment as assigned.

14. Assist in curriculum planning and development; provide input to faculty and staff regarding program offerings.

15. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Planning and coordinating the day-to-day activities of assigned program.

2. Policies, objectives, and goals of assigned program.

3. Development and presentation of programs and workshops.

4. Applicable laws, codes, regulations, policies, and procedures related to assigned program.

5. Budget monitoring and control.

6. Grant coordination and monitoring.

7. Oral and written communication skills. 

8. Principles of training and providing work direction to others.

9. Interpersonal skills using tact, patience, and courtesy. 

10. Operation of a computer and assigned software.

11. Word processing, graphics and desktop publishing.


ABILITY TO:

1. Demonstrate Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Provide overall direction and guidance to the operations, problem solving, and decision making of a large-scale and complex program.

3. Coordinate several programs simultaneously.

4. Implement program policies and guidelines.

5. Provide for program reporting and accountability.

6. Prepare comprehensive program reports and reviews.

7. Train, supervise, and evaluate personnel.

8. Establish and monitor program budgets.

9. Interpret, apply and explain rules, regulations, policies, and procedures. 

10. Establish and maintain cooperative and effective working relationships with others. 

11. Operate a computer and assigned office equipment.

12. Analyze situations accurately and adopt an effective course of action. 

13. Meet schedules and time lines. 

14. Work independently with little direction. 

15. Plan and organize work. 

16. Make public speaking presentations.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in a related field, and five years related work experience.

WORKING CONDITIONS:

ENVIRONMENT:

1.
Office environment.

PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information and make presentations.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read a variety of materials.

DATE APPROVED: June 26, 2002

RANGE: 5-59

EEO-CATEGORY: H-30
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Student Health Services Supervisor

BASIC FUNCTION: 

Under the supervision of an assigned administrator, coordinate, implement, and evaluate the Health Services program.  Collaborate, consult, and coordinates duties with other medical staff.    

REPRESENTATIVE DUTIES 

1. Plan, develop, and implement a comprehensive program for Student Health Services, including current standard of practice in medicine, nursing, and staff management, licensed lab and hazardous waste management, and insurance issues; oversee the day-to-day operations of student health services.

2. Train, supervise, and evaluate the performance of assigned staff; interview and select employees and recommend transfers, reassignment, termination, and disciplinary actions.

3. Oversee development and preparation of the annual preliminary budget; control and authorize expenditures in accordance with established limitations.

4. Provide regular reports to management and federal/state agencies as requested; participate on program reviews; assure program compliance with federal or state program guidelines.

5. Interpret, implement, and monitor compliance with all local, state, and federal regulations pertaining to a health care delivery system.  

6. Collaborate with the Biological, Health, and Environmental Sciences Division and the Child Development Center to assist students with immunizations and other medical needs.

7. Serve as liaison between personnel, administrators, faculty, and students; provide information, requirements and other pertinent information.

8. Serve as a resource and consultant to the campus community in issues related to student health and student health services.

9. Oversee the maintenance of medical record keeping; ensure confidentiality of medical information.

10. Develop, implement, and evaluate Health Services policies, procedures and protocols; document policies and procedures; maintain an updated and current policy and procedure manual.

11. Ensure that all equipment and supplies are available in good working order, including emergency response equipment.

12. Attend and conduct a variety of meetings as assigned; participate on campus and community committees promoting the needs and interests of student health services; prepare agendas for meetings as appropriate.

13. Perform health services and screenings, administer PPD tests, immunizations, flu shots; perform pregnancy tests, provide counseling, and administer ECP; refill birth control prescriptions, and other contraceptives.

14. Activate the emergency medical system when appropriate; accompany students to the hospital or clinic when necessary; contact next of kin in the event of serious illness or injury.

15. Maintain memberships in Health Services Association of California Community Colleges, American College Health Association, and other pertinent health-related associations and organizations; attend professional development conferences

16. Perform other related duties as required.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Principles and practices of supervision and training.

2. Principles and practices of nursing care.

3. Nursing assessments and evaluations.

4. Current nursing and community health principles.

5. Communicable disease, epidemiology, prevention and control.

6. Laws, rules, and regulations related to assigned activities.

7. Crisis intervention, drug and alcohol addiction/use, eating disorders.

8. Occupational health and worker’s compensation.

9. Oral and written communication skills.

10. Operation of a computer and assigned software.

11. Interpersonal skills using tact, patience and courtesy.

12. Health and safety regulations.

13. Technical aspects of field of specialty.

14. Operation of a computer and assigned software.

15. Record-keeping techniques. 

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Plan, organize and coordinate a variety of programs, projects and activities related to the day-to-day functions and activities of student health services.

3. Supervise and evaluate the performance of assigned staff.

4. Assess physical and mental status of patients.

5. Make decisions regarding appropriate care for patient and need for contacting physician.

6. Provide appropriate emergency response and crisis intervention.

7. Understand technical and medical terminology.

8. Communicate effectively individually and in groups with a diverse population in meeting health related needs about a variety of health related topics.

9. Make appropriate referrals and facilitate access to both private providers and community health resources.

10. Work cooperatively with students, staff and faculty from diverse backgrounds.

11. Maintain records and prepare reports.


12. Read, interpret, apply and explain rules, regulations, policies and procedures.

13. Analyze situations accurately and adopt an effective course of action.

14. Understand and work within scope of authority.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: 
Master’s degree in Nursing or Bachelor of Science in Nursing and a Master’s degree in health education, sociology, psychology, counseling, health care administration, public health, community health, or related field; 3 – 5 years experience in a public health setting.  

LICENSES AND OTHER REQUIREMENTS

1. Valid license as Registered Nurse or Nurse Practitioner certification in the State of California. 

2. Valid CPR certification.

WORKING CONDITIONS:
ENVIRONMENT:

1. Office and clinic environment.


2. Constant interruptions.

3. Emergency call-out.

PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information in person and on the telephone.

2. Dexterity of hands and fingers to operate a computer keyboard and various medical equipment.

3. Seeing to assess injuries.

4. Reaching overhead, above the shoulders and horizontally. 

5. Pushing or pulling wheelchairs. 

6. Bending at the waist, kneeling or crouching during medical or emergency situations.

7. Lifting.

HAZARDS:

1. Contact with blood, blood-borne pathogens and other body fluids.

2. Communicable diseases.

DATE APPROVED: July 16, 2004
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Student Success Center Supervisor

BASIC FUNCTION:

Under the general direction of the Dean, Language Arts, plan, organize and direct the day-to-day operations of assigned Student Success programs to assure that all state, federal, district, college, and division policies and procedures are met; oversee successful delivery of program curriculum and services. Work with Dean, Language Arts and instructors to hire, train and schedule staff.  Participate directly in delivery of services.

REPRESENTATIVE DUTIES:

1. Plan, organize and direct the day-to-day operations of assigned Student Success programs to assure that all state, federal, district, college, and division policies and procedures are met.  Develop and implement procedures to ensure smooth operations and successful service to students in a safe, clean and orderly environment.

2. Supervise and evaluate the performance of staff; interview and participate in selecting employees; counsel, discipline and terminate personnel according to established policies and procedures.

3. Assist in the instructional program by performing technical work in an instructional learning environment; exercise judgment and initiative in coordinating lab class programs and other instructional facilities and materials.

4. Develop, explain and demonstrate learning exercises and instructional materials to aid in student comprehension of course work; present information to students in a logical, accurate and interesting manner; assist in developing course materials.

5. With specific guidance from lead Faculty, coordinate approved schedules of all lab classes and schedule staff accordingly.

6. Develop and implement staff trainings and in-services to keep staff apprised of program and curriculum developments as well as policies and procedures.

7. Provide information on available resources to students; encourage student participation and advise students regarding learning materials available; respond to student problems, questions and complaints.

8. Ensure effective maintenance of records including instructional materials to be used by students.

9. Coordinate proper use of student data reporting systems.

10. Research, order, and maintain working knowledge of, texts, materials, software, and equipment.  Serve as primary contact regarding facilities issues and make minor repairs and adjustments to equipment as needed.

11. Prepare census, payroll and grade reports.

12. Provide information to students, faculty, staff and the general public on program services, curriculum and resources materials.

13. Compile, maintain, and verify information; prepare and maintain records and reports; assure compliance with federal, State, and District laws, regulations and policies. 

14. Order, receive, catalog and store supplies, materials and equipment.

15. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:


KNOWLEDGE OF:

1. Principles of training and providing work direction.

2. Basic reference materials and effective study techniques.

3. Instructional and tutorial techniques.

4. Modern office practices and procedures including use of equipment.

5. Principles of basic accounting and record-keeping.

6. Interpersonal skills using tact, patience and courtesy.

7. Subject matter of assigned area of learning.

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Assist in the instructional program by performing technical work in an instructional learning environment.

3. Provide instructional assistance and technical advice to students independently.

4. Train, supervise and evaluate personnel.

5. Meet schedules and timelines.

6. Communicate effectively both orally and in writing.

7. Establish and maintain cooperative and effective working relationships with others.

8. Maintain records and prepare reports including maintaining student and personnel confidentiality.

9. Work independently with little direction, overseeing a large staff in a busy environment.

10. Operate a computer including use of software applications for word processing and spreadsheets.

EDUCATION AND EXPERIENCE:

1. Any combination equivalent to:  Associate’s Degree and three years of related experience, including 2 years in a supervisory capacity.


WORKING CONDITIONS:



ENVIRONMENT:

2. Office environment.

3. Constant interruptions.

PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read various materials.

4. Sitting or standing for extended periods of time.

DATE APPROVED: 12/14/05
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 Technical Services Supervisor

BASIC FUNCTION:

Under the direction of the assigned supervisor, plans, coordinates, and directs the technology support services of the workstation support and audio staff and day-to-day activities; trains, supervises, and evaluates assigned personnel.

REPRESENTATIVE DUTIES:
1. Plan, coordinate, and direct technology support services and day-to-day activities.

2. Supervise and evaluate the performance of assigned staff; assign, direct, and schedule work; interview and participate in selecting employees; adjust grievances, discipline, and terminate personnel according to established polices and procedures.

3. Prepare and manage Technical Support Services department budget.

4. Assure the reliable and efficient operation of all workstations and scheduling of audio-visual equipment in support of administrative and instructional programs.

5. Coordinate and schedule user requests with the Network Services Supervisor for computer, printer, and peripheral equipment network connections; assigns technical services and staff resources to assist the network services staff in the joint effort to connect equipment to ensure proper equipment network connections.

6. Provides computer remote access support to individuals as designed in the District standards created by the appropriate technology advisory committee.  

7. Coordinate and direct employees involved in diagnosis, repair, configuration, installation, and maintenance or workstation systems and audio-visual equipment; communicate with faculty, administrators, and staff on phases of audio-visual and workstation hardware and software purchases.

8. Engage in personal education and training and staff development activities to maintain a high degree of technical competency to facilitate and maintain the proper selection and implementation of varied technologies.

9. Evaluate and implement departmental policies and procedures.

10. Prepare and conduct meetings; attend meetings and participate on committees.  

11. Communicate with District administrators and staff to receive information, resolve issues, determine needs, provide technical assistance and discuss budgets, personnel matters, and safety and security.

12. Operate various computers, testing equipment and software, mechanical hand and power tools, and other related equipment; operate a vehicle to conduct work.  

13. Perform special projects as needed; assist department personnel in completion of duties as necessary.

14. Create hardware, software, and procedural documentation, which includes installation, troubleshooting, training, and general support requirements in a workstation and server networked environment.

15. Interface with a variety of vendors to procure hardware, software, and services; manage maintenance vendors and their respective staff; and establish communication with vendors to assure accurate exchange of knowledge and information.

16. Assist in the creation of desktop and network standards; monitor adherence to policies and standards.

17. Assist in the administration of the call center software application and database, design reports, and analyze data for management status ad reporting requirements.  

18. Participate in the creation of the Department Strategic plan, status reporting; serve on various committees, which create procedures and standards for the utilization of technologies.

19. Create and update personal computer databases and spreadsheets for internal activities to include various projects, such as software inventory, hardware inventory, training requests, training schedules, and others.

20. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Principles and practices of supervision and training.

2. Budget preparation and control.

3. Computer hardware systems, software applications utilized by the District.

4. Operation of workstations, hardware and software, and audio-visual equipment applications and diagnostics.

5. Technical aspects of field of specialty.

6. Diagnostic techniques and procedures used in electronics repair.

7. Oral and written communication skills. 

8. Record keeping techniques.

9. Materials, methods, and tools used in the operation and repair of electronic systems.

10. Health and safety regulations and procedures.

11. Proper methods of storing equipment, materials, and supplies.

12. Operation and care of specialized equipment, including power tools and testing equipment.

13. Interpersonal skills using tact, patience, and courtesy.

14. Inventory methods and techniques.


ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty, and staff.

2. Provide overall direction and guidance to the day-to-day operations, problem solving and decision making regarding a large-scale and complex program.

3. Coordinate several programs simultaneously.

4. Implement program policies and guidelines.

5. Provide for program reporting and accountability.

6. Prepare comprehensive program reports and reviews.

7. Provide work direction and guidance to other program personnel.

8. Establish and monitor program budgets.

9. Interpret, apply and explain rules, regulations, policies and procedures. 

10. Establish and maintain cooperative and effective working relationships with others. 

11. Operate a computer and assigned office equipment.

12. Analyze situations accurately, exercise sound judgment and working independently, and adopt an effective course of action.

13. Meet schedules and time lines. 

14. Work independently with little direction. 

15. Plan and organize work. 

16. Make public speaking presentations.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Bachelor’s degree in a related field and five years related work experience.

WORKING CONDITIONS:

ENVIRONMENT:
1. Office environment.

2. May include travel to conduct work.

PHYSICAL ABILITIES:
1. Hearing and speaking to exchange information and make presentations.

2. Dexterity of hands and fingers to operate a computer keyboard.

3. Seeing to read a variety of materials.

DATE APPROVED: April 12, 2002
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