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Instructional Program Specialist



DEFINITION:
Under general supervision of the Chief Student Services Officer to provide overall program direction/coordination, including tutoring/ mentoring, study/ support groups, academic enrichment workshops, and accommodations for disabled participants; to provide academic assistance directly to participants as appropriate; and to perform related duties as assigned.

CLASSIFICATION:

· FLSA Non-Exempt

· Classified
· Date Modified: August 2011
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 oversight of the development and scheduling of all SSS services;

· Develops, provides, and collaborates with SSS staff in planning, development, and implementation of daily on-campus operations, workshops and activities, and special projects;

· Interface and serve as liaison and source of information regarding policies and procedures with college administration, campus programs, and community agencies to maximize services provided to project participants;

· Determine potential participant eligibility and serves as lead in the selection process;
· Coordinates federal grant writing and renewal of the federal TRIO grant;

· Collects, compiles, summarizes and analyzes program, student and client statistics; inputs to computer and maintains data bases for data tracking, reporting, communication, and outreach;

· Prepares a variety of informational and required reports on program statistics, services, and activities;  develop forms and procedures for specific project services to monitor, collect, and evaluate appropriate data;
· Prepares correspondence, including time and effort;

· Prepares Student Support Services TRIO and general press releases, and promotional materials;
· Ensures proper documentation of eligibility of students for program services and benefits;

· Ensures compliance with all pertinent federal regulations;

· Leads in collaboration with staff in setting up Learning Community labs and materials;

· Monitors student status, accommodation needs and eligibility;

· Will coordinate financial aid assistance activities, federal/economical literacy education activities, community/volunteer mentoring, cultural enrichment activities, transfer trips, community service activities, and disbursement of grant aid;

· Provides individual instruction and/or supports participants identified as “at-risk” based on student performance; 
· Meet individually and in groups with participants on a regular basis to provide academic advisement, information, and assistance related to successful completion of postsecondary entry/ re-entry; inform students about college application processes, assist with on-campus and transfer financial aid;
· Oversees and participates in the hiring of student workers, and the assignment and review of their work, including the coordination of mentors/ tutors;

· Conduct regular mentor/ tutor trainings;
· Makes presentations to various groups to promote program utilization and understanding of issues related to the program and the individuals it serves;

· Interacts with outside agencies when directed to do so after an initial referral has been made;

· Assists studies with exploration, goal setting, planning, and outcomes as  well as personal needs including but not limited to housing, childcare, and transportation;

· Determines budget as well as activity and event requirements;

· Develops, manages, and provides program budgets and expenditures, under supervision provides overall fiscal management;

· Recruits students under direction when asked to do so;

· Attends, conducts and/or participates in a variety of committees and meetings as directed; collaborate planning and coordinating college visitations, cultural activities and off-campus events;
· Provides own clerical support for the program including maintaining files.

MINIMUM QUALIFICATIONS:
-Master’s degree in education, psychology, sociology, counseling, social work, or a related field. 
-CBEST Certification.

-One year teaching experience, preferably with low income, first generation, disadvantaged students.
-Minimum three years’ experience teaching
-Sensitivity to and understanding of the diverse academic, socio-economic, cultural and ethnic backgrounds of community college students and staff, and of persons with disabilities.

Knowledge of:

· TRiO grant regulations, including the TRIO purpose
· College entrance requirements, academic programs, transfer and career opportunities, financial aid, and scholarships eligibility.
· Demonstrated experience working with students, preferably low income, first generation, and disadvantaged college students populations

· Basic concepts and practices of marketing and events

· Principles and techniques of public speaking and presentations.

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

· Basic data gathering and analytical techniques.

· Modern office practices and techniques including filing systems and the operation of common office equipment.

· English grammar, composition, spelling, and punctuation.

Skill in:

· Marketing an institution or service.

· Preparing and delivering effective public speeches and presentations; responding extemporaneously to questions.

· Interpreting, explaining and describing college policies, programs, and facilities, and the community setting.

· Exercising independent judgment in the coordination of assignments.

· Supervising student mentors/ tutors.

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

· Preparing effective written communications.

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

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

· Performing a variety of clerical tasks such as document review and processing, data entry, computer operations, and filing.

· Knowledge of college entrance requirements, financial aid procedures, scholarships, and transfer requirements.

Other Requirements:

Involves some travel to committee meetings and conferences off campus.

DESIRABLE QUALIFICATIONS:
· Coursework in techniques of instruction and working with special populations preferred.
· Teaching and Assessment experience.
· Experience in databases, data analysis.

· Background similar to SSS participants.

PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are:
· Manual dexterity to operate keyboards and manipulate papers.

· Speech and hearing to communicate effectively in individual and group settings.

· Vision to read text, forms and computer screens.

This work is performed primarily in an office setting.

