POSITION DESCRIPTION

DIRECTOR OF STUDENT SUPPORT SERVICES/TRIO PROGRAM
Regular, Classified Management, exempt,       12-month, full-time
Under general direction of the Chief Student Services Officer, direct, plan, organize, supervise and evaluate the Student Support Services TRIO program and staff; including, budget management, selection of  potential participants for Student Support Services TRIO and compliance of all grant regulations; and to perform related duties as assigned.

DISTINGUISHING CHARACTERISTICS 

This is an administrative management classification with overall responsibility for ensuring the college’s Student Support Services (TRIO) program objectives.  This classification provides supervision to the Student Support Services staff.  The Project Director reports to the Chief Student Services Officer and will be responsible for the development, and administration of Student Support Services. The Director works closely with the CSSO and Instructional Services in the planning and execution of Student Support Services grant.  This position is responsible for overseeing academic advising, tutoring, counseling, career, and other related services to Student Support Services participants, increasing the percentage of participants successfully completing associate degrees and transferring to baccalaureate institutions.

ESSENTIAL DUTIES
The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.
(
Responsible for development and implementation of all services and programs to meet the Student Support Services TRIO grant and college objectives

(
Hires, trains, supervises, and evaluates staff



(
May be responsible for teaching instructional components related to grant or outreach objectives.

(
Coordinates federal grant writing and renewal of the federal TRIO grant

(
Conducts performance evaluations on all staff at least annually

(
Develops, manages, and approves program budgets and expenditures, provides overall fiscal management
(
Responsible for continuation budgets and competitive proposals

(
Coordinates orientation and in-service training for staff 

(
Serves as Student Support Services TRIO, and college liaison to administrators, other college personnel, college departments, parents, and to the community agencies

(
Conducts Student Support Services for participating students
· Prepares Student Support Services TRIO and general press releases, and promotional materials

· Prepares Student Support Services Annual Progress and Performance Reports; ensures accurate and complete data is maintained, compiled, and regular reports are generated

· Supervises all processes necessary to maintain accurate statistics in the Student Support Services database to generate monthly/quarterly/annual reports to evaluate the performance of participants and the attainment of project objectives

· Recruit and select of Student Support Services project participants

· Implements a coordinated approach among components in assessing participants’ needs, delivering services, and monitoring participants’ progress

· Provides direct services to Student Support Services participants
· Develops and implements systematic communications strategies with Student Support Services participants and prospective students and their families, and college alumni; including publications, correspondence, and the Internet

· Maintains thorough knowledge of entrance requirements, academic programs, transfer and career opportunities, and financial aid and scholarships eligibility

· Serves on College committees, ad hoc groups and teams as appropriate

· Establishes and maintains a tracking system and database of Student Support Services participants and prospective college students

· Provides systematic reports to the college on the status of the Student Support Services and outreach programs

· Assist in hands-on services for participants

· Perform related duties as assigned

MINIMUM QUALIFICATIONS

Knowledge of:

· The purpose of the Student Support Services (TRIO) projects

· College entrance requirements, academic programs, transfer and career opportunities, financial aid and scholarships eligibility

· Current technology

· Principles and practices of marketing and outreach, including targeted outreach for special populations

· Techniques for development, production and dissemination of effective marketing and outreach materials

· Principles and practices of supervision including work planning, direction and evaluation

· Principles and techniques of public speaking and presentations

· Use of keyboard and computer software for data management and word processing

· Techniques and methods of data gathering and analysis

· English grammar, spelling, composition and punctuation

Skill in:

· Communicating effectively with people from diverse backgrounds including low-income, first-generation college students, single parents, minorities, and re-entry students

· Sensitivity to the diverse academic, socioeconomic, disabilities, cultural and ethnic backgrounds of community college students and staff

· Planning, developing and executing effective marketing and outreach programs, campaigns and strategies

· Planning, supervising and evaluating the work of others; in a college educational setting preferred

· Interpreting, explaining and describing college policies, programs, facilities, and the community setting to diverse student populations; developing and maintaining current knowledge of same for various surrounding colleges

· Establishing quick rapport and establishing and maintaining effective working relationships with those contacted in the course of work

· Exercising sound independent judgment within established guidelines

· Working independently with minimal supervision and handling multiple tasks simultaneously

OTHER REQUIREMENTS
· A Master’s Degree in education, psychology, sociology, counseling, social work, or a related field

· Minimum three years experience teaching, or college counseling, or working with TRIO grant programs

· At least three years of supervisory work; in a college or educational setting 

· Must possess a valid driver’s license and have a satisfactory driving record 
· Must be willing to work and travel alternative hours, including evenings and weekends
· Must be willing to work at functions outside of regularly scheduled work hours

If you do not possess the minimum qualifications exactly as stated above, you must file for equivalency.  If claiming equivalency, applicants are responsible for documenting all course work, degree programs and related professional experience at time of application.

DESIRABLE QUALIFICATIONS 

· Community college experience is preferred  

· Teaching and assessment experience preferred

· Ability to Learn Feather River College's educational programs, services and community

PHYSICAL CHARACTERISTICS
The physical abilities involved in the performance of essential duties are:

Ability to perform the following with or without reasonable accommodation:

· Manual dexterity to operate keyboards and manipulate papers

· Speech and hearing to communicate effectively with individuals and to groups

· Vision to read text, forms and computer screens

· Physical ability to maneuver, set up, and breakdown display booths and related materials

· Lifting and carrying equipment and materials up to 30 pounds

· Climb ladders, stoop and kneel to hang and otherwise set up signs and display materials

· Extended sitting and driving in the course of travel

This work is performed in a variety of settings, both on and off campus.

COMPENSATION

Salary: $52, 786 – $64,222/ annually
Fringe Benefits:  The District provides a comprehensive fringe benefit program for employees and their families and membership in the Public Employees Retirement System (PERS).  Most benefits apply to employees and dependents.  A sharing of the cost of health benefits exists in District policy.

APPLICATION PROCEDURES

Applications and position descriptions are available on the Feather River Community College web site at www.frc.edu.
Interested applicants must submit all of the following:

· Completed application on approved Administrative District application form

· Resume of educational background and experience

· Legible copies of unofficial Transcripts

· Three letters of professional recommendation addressing pertinent experience/skills

· Applicant Equal Employment Opportunity Survey (optional).

Individuals with disabilities requiring reasonable accommodations in the application, testing or interviewing process must contact the Human Resources Office.

NOTE:  All materials submitted become the property of the District.  Materials submitted will not be returned or copied for return and will be considered for this announcement only. Application forms and equivalency forms may also be obtained by contacting the District Human Resource Office.  

CLOSING DATE FOR APPLICATION

August 19, 2011 by 5:00 p.m.
Postmarks not accepted
All required documents listed in the Application Requirements section must be received in the Human Resource Office by the application closing date.  Meeting the minimum qualifications does not assure the candidate of an interview.  Applicants will be notified as to whether or not they have been selected to appear for an interview. Finalist may be required to return for a second interview.

This flyer does not represent an offer or contract for employment.  Additionally, this is an advertisement only.

The complete job description can be obtained from Human Resources.

All travel and interview expenses are the responsibility of the candidate.

All appointments are conditional until approved by the FRCCD Governing Board and subject to verification of information provided in the application packet.  At the selected candidate’s expense, proof of freedom from active tuberculosis will be required.  Employment will be contingent upon proof of employment eligibility in compliance with the Immigration Reform and Control Act of 1986. 

FRCC reserves the right to cancel, revise or re-announce this position.  All grant funded positions are contingent upon continued funding.
THE COLLEGE

Feather River College is a small, fully accredited; public community college located north of Lake Tahoe in the scenic Sierra Nevada Mountains.  www.frc.edu. 
Feather River Community College is an Equal Opportunity Employer.  In accordance with state and federal laws, FRCCD does not discriminate in any of its policies, practices or procedures on the basis of race, color, national origin, religion, gender orientation, disability, age, Vietnam-era veteran status, medical status, ancestry or marital status, nor does the District discriminate on the basis of citizenship, within the limitations imposed by law.
FRCC IS AN EQUAL OPPORTUNITY EMPLOYER
WOMEN, MINORITIES AND PERSONS WITH

DISABILITIES ARE ENCOURAGED TO APPLY
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