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DIRECTOR/ INSTRUCTOR LEARNING CENTER/ STUDENT SUPORT SERVICES
DEFINITION:
The Feather River College Learning Center and Student Support Services program supports students’ needs with a staff of instructional assistants, part-time faculty, counselors, and students tutors in a setting of individualized learning, where personal attention and instructional technology come together to promote student success.  Classes are conducted in both group and individual format, emphasizing a student-centered pedagogy.  The LC/SSS Director instructs students while providing vision for the college’s developmental offerings including its policies and procedures.  The Director also manages the budget and supervises staff.  Center staff work closely with faculty in the disciplines to provide basic skills courses in math and English, and college-level support for all subject students.  The Center also provides a computer-assisted writing center and lab for all students on the main campus with access to library databases and media materials.
DISTINGUISHING CHARACTERISTICS:

Under supervision of the Dean of Instruction, the LC/SSS Director serves as instructor, curriculum developer, administrator over the Title IV funded Student Support Services grant and staff supervisor.  The Director is responsible for originating, scheduling, and promoting delivery of all courses and services in developmental and related curricula throughout the college district.  Some of these courses may be delivered by Internet, Intranet, and other networks.  The director may be responsible for an ESL component as part of the Center’s services.  The director is responsible for maintaining a web page as part of the college’s web site.
CLASSIFICATION:
· FLSA Exempt

· Academic

· Date Modified: January 2002
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.
· Teaches and develops curriculum for the college’s developmental courses in English, reading, writing, mathematics and general equivalency diploma preparation (GED) and develops and coordinates a tutoring program.
· Maintains an organized set of tutoring, instructional, and related records for all clients and courses offered through the Learning Center, which meet quality levels suitable for state and federal audit in compliance with the SSS grant objectives.

· Interviews, contracts with, hires, schedules ad supervises instructional, tutorial and other Student Support Services staff who serve in the Learning Center and other instructional sites and provides for their training.

· Develops, prepares, and administers an annual Learning Center and SSS budget with the Dean of Instruction.

· Develops and recommends policies to the college administration affecting procedures and operational plans for developmental offerings.

· Ensures that curriculum, instructional methods and facilities are responsive to sound pedagogical and technological methods.

· Participates in college duties such as scheduled office hours, selection of textbooks, evaluation of course materials, committee membership, student advising, curriculum development, program promotion, and college and community services.

· Assists in development of recruitment materials and participates in recruitment activities and promotes the Student Support Services program.

· Conduct activities supporting student retention and objectives in the SSS grant including managing the project in accordance with U.S. Department of Education rules and regulations.

· Participates in professional growth and remains current in subject area.

· Other duties as assigned per contract.

Other Duties:
· May supervise student workers.
MINIMUM QUALIFICATIONS:
· A Master’s degree from an accredited institution in a discipline commonly offered in California Community Colleges.  Candidates must meet the minimum qualifications for Learning Skills Instructors (as outlined in the Title 5, Section 53415).  These qualifications are summarized as a master’s in English, or Mathematics, or a master’s degree in Education, Educational Psychology, Instructional Technology, or a master’s  with emphasis in Adult Learning Theory, or the Equivalent, AND:
· Demonstrated sensitivity to and understanding of the diverse academic, disadvantaged an socio-economic, cultural, disability and ethnic back grounds of community college students and staff.
DESIRABLE QUALIFICATIONS:  A combination of education and experience equivalent to:
Experience in:

· Development, implementation and management of tutorial programs.
· Coordinating and implementing student assessment and learning outcomes

· Budget development and management.

· Maintaining, evaluating and supervising grant programs

· Experience in training and supervising staff.
PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are:
· Frequent standing, sitting, reaching, walking; occasional lifting (overhead, waist level from floor), carrying, bending; frequent near vision use for reading; constant use of voice (somewhat above normal conversation level); evaluative and cognitive thinking and decision making.
· 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.

· Mobility sufficient to move throughout the work site.
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