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DEAN OF INSTRUCTION (CIO)
DEFINITION:
Under the general direction of the President of the college, the Dean of Instruction is the Chief Instructional Officer of the college and manages all functions associated with its educational programs.  The Dean of Instruction is responsible for providing leadership, direction, and oversight of all college instructional components; promoting student learning through instructional programs in which rigorous curricula are developed and implemented; supervising faculty and instructional administrators, and developing the instructional budget.

CLASSIFICATION:

· FLSA - Exempt

· Educational Administrator 
· Date Modified: December 2012
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.
· Plans, organizes, provides leadership, and administers the college’s instructional programs and learning resources, including alternative programs (e.g.: distance learning, community education, etc.).
· Establishes goals and objectives for the instructional division that are consistent with the college strategic plan, and initiates and participates in instructional program planning, review and evaluation
· Develops annual budget recommendations according to established procedures; allocates, monitors and controls assigned program budgets and expenditures
· Supervises the evaluation and improvement of the instructional programs; assures instructional quality and compliance with district, state, and federal  regulations, policies, and statutes
· Makes staff assignments; supervises the hiring process and evaluation of faculty and instructional division staff
· Serves as a liaison between instructional programs and student services programs and activities
· Supervises and coordinates the production of class schedules, the preparation of the college catalog, the organization and revision of course outlines and related materials
· Supervises or oversees articulation staff and coordinate development, evaluation and updating of articulation agreements; assists in articulation of instructional programs with other colleges/universities and secondary schools
· Provides leadership for the development and revision of the college's Educational Master Plan, and the development of short- and long-term instructional goals
· Provides an instructional climate that promotes effective teaching and learning innovation, diverse course delivery systems, partnerships, grant writing, and collegiality
· Provides administrative leadership in support of faculty in course and program development through chairing of the Curriculum Committee
· Conducts scheduled faculty tenure review process and evaluation of full and part-time faculty 
· Works collaboratively with the Academic Senate and provides institutional leadership in the promotion of shared governance through active participation in college committees
· Provides for appropriate, job-related professional development opportunities for instructional employees Represents the college on behalf of the Superintendent/President, Board of Trustees, and faculty/staff, when assigned or as necessary; represents the college to the community, government and other organizations as needed under the supervision of the Superintendent/President
· Oversees college activities and campus operations in the absence of the Superintendent/President
· Performs other administrative duties as assigned by the Superintendent/President
Other Duties:
· Works collaboratively in a diverse community 

· Supervise student workers
MINIMUM QUALIFICATIONS:

· Master’s degree from an accredited college or institution

· One year of formal training, internship, or leadership experience reasonably related to the administrator’s administrative assignment 
· Demonstrated sensitivity to and understanding of the diverse academic, socio-economic, cultural, disability and ethnic backgrounds of community college students and staff
· Experience as an instructor in a post-secondary learning environment

DESIRABLE QUALIFICATIONS:  A combination of education and experience equivalent to:
· A doctoral degree 

· Three years of service in a Certificated Administrative position within the California Community College system

· Equivalent of three years teaching experience at the post-secondary level OR tenure in a full-time post-secondary teaching discipline
· Understanding of and commitment to the mission of a community college

· Demonstrated commitment to academic excellence, student learning and success, and continual institutional improvement
· Expertise in the planning, coordination, and ongoing improvement of curriculum and instruction

· Ability to identify problems, and demonstrate creativity and flexibility in resolving them collaboratively with all segments of the college community

· Ability to motivate faculty to achieve division, departmental, and program goals and objectives

· Ability to communicate clearly and in a timely manner
· Ability to lead a diverse, complex organization

· Ability to manage consensus of tough issues while maintaining a shared vision

· Ability to organize collaborative  projects, delegate appropriately, and follow up on project tasks in a timely manner

· Ability to encourage and maximize the skills of faculty and staff, while practicing a participatory, cooperative approach to governance

· Outstanding written and oral communication skills, and ability to conduct meetings effectively

· Familiarity with distance learning interfaces, and technological used in higher education

· Ability to use standard office software

· Ability to interpret complex documents and derive appropriate recommendations from them (e.g., databases, spreadsheets, legal contracts, master plans, and statistical studies)
· A philosophy which encourages innovation and improvement

· Knowledge of California Education Code and other applicable regulations and code including applicable federal rules and regulations, labor/contract law, and sound personnel practices

· Sensitivity to the educational and personal goals of a diverse student body
PHYSICAL CHARACTERISTICS/EFFORT: The physical abilities to be performed with or without reasonable accommodations involved in the performance of essential duties are:
· Frequent standing, sitting, reaching, walking; occasional lifting (overhead, waist level from floor), carrying, bending

· Constant use of voice (somewhat above normal conversation level)

· Frequent hearing use (ordinary conversation level)

· Vision sufficient to read handwritten, and printed documents and computer screens

· Speech and hearing sufficient to communicate in person and by phone

· Manual dexterity sufficient to use a variety of office equipment and tools, computer keyboards and manipulate papers

This work is performed in an office setting.
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