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INSTRUCTIONAL SERVICES CLASS SCHEDULING, & INFORMATION SPECIALIST
DEFINITION:
Under direction, to coordinate the preparation and publication of college semester schedules; to provide a variety of staff assistance and support of the Dean of Instruction; and to perform related duties as assigned.
CLASSIFICATION:

· FLSA Non-Exempt

· Classified – CSEA
· Date Modified: June 2015
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.
· Serves as liaison between the Chief Instruction Officer, Administrative Asst./Instruction Office, Faculty Secretary, MIS Specialist, Public Information Officer, Registrar, Institutional Research Specialist, and Facilities Coordinator
· Proofreads, verifies and corrects various documents and reports

· Performs other staff support and secretarial duties as needed

· Provides back up secretarial/administrative assistant support for the Dean

· Coordinates the logistics of the credit class schedule, monitoring out-of-the-ordinary classes such as honors, combined classes, online/distance education classes, short-term classes & Learning Community
· Develops and produces the Short-term class schedule
· Enforces class-size maxima agreements, making decisions that involve administration, staff, students and faculty
· Gathers and inputs schedule information; updates changes in the computer; monitors semester, course, and instructor databases for accuracy
· Develops charts for schedule of hours; prepare classroom schedule of classes
· Prepares, reviews, prints and updates mailing of associate faculty contracts, including information packets
· Cancels under-enrolled classes and set enrollment limitations on classes

· Communicates complex information orally and in writing with the interpretation of policies and regulations

· Recommends and initiates procedural changes to expedite transmittal of information and/or facilitate implementation of policies and programs

· Analyzes schedule, using general guidelines and sound judgment, for effective distribution of general education, (GE) courses and of course offerings on & off campus, day/night

· Prepares guidelines and procedures relating to semester class scheduling
· Provides training for administrative, departmental staff, and students on procedures related to the production of the college class schedule, contract interpretation and compliance, and related information available in the Office of Instruction

· Updates the colleges 2-year schedule based on instructor input, reviews and updates the catalog, and published schedules; maintains curriculum list
· Inputs and verifies course information including assigning and organizing identification numbers, assigning codes, maintaining state-defined codes, transferability codes, hour designations, titles, course descriptions, and other information.
· Inputs classes and codes to mainframe computer for contracted/ directed study contracts, as requested
· Designs, modifies and updates forms & processes related to schedule implementation, such as, schedule development timelines
· Researches, compiles and summarizes data for Chief Instruction Officer and others; maintains databases related to schedule, faculty seniority, load, placement, and other data.

· Prepares reports such as first census enrollment, actual class loads, and a variety of others; Compiles instructor load sheets for faculty reflecting classes taught, weekly hours, pay rate, semester hours, and semester equivalent load, using spreadsheets
· Negotiates the resolution of problems, such as monitoring full-time instructor overloads and associate faculty hours to ensure they don’t exceed the allowable maximums
· Programs, develops and monitors all undergraduate degree programs including majors, minors, and concentrations into functional area of the curriculum advising and program planning (CAPP) electronic degree audit system. 
· Analyzes and troubleshoots system problems concerning degree audits, graduation, student records and transcripts; reviews current processes, evaluates and implements changes for improvement.
· Provides assistance and serves as a liaison to Student Services and other key departments for degree audit and transcript evaluations for all degree programs.

· Coordinates the use of CAPP with advisors and department chairs. 

· Monitors all course, program and degree changes to keep CAPP updated. 

· Coordinates the use of CAPP for evaluating transcripts of incoming undergraduate. 

· Develops and implements policies and procedures for the CAPP degree audit system. 
· Coordinates CAPP utilization to help process and verify graduation applications. 
· Coordinates, creates, formats and prepares regular semester class schedules using basic desktop publishing software
· Attend Academic Policies Committee (APC) meetings (required) and Academic Senate Staff (AS) meetings (required); take notes, create and distribute minutes to committee chairs.
Knowledge of:

· Policies and procedures related to the position
· Time management principles
· Features and application scheduling, basic desktop publishing, spreadsheet, graphics, database, and word processing software, and basic web applications software
· Standard terminology and materials used in commercial printing
· English grammar, spelling, punctuation and composition
· Formats and requirement for various reports, forms and correspondence
· Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs. Ability to apply concepts of basic algebra and geometry. 
· Modern office methods, procedures, supplies and equipment, including filing systems development and maintenance, and telephone reception
Skill in:

· Planning and scheduling tasks, working independently, and meeting deadlines
· Reviewing source data; identifying, and correcting errors and identify efficiencies
· Communicating effectively both orally and in writing
· Establishing and maintaining effective working relationships with faculty, staff, and administrators

· Understanding, interpreting, applying, and explaining District rules, guidelines and procedures

· Entering data and typing accurately at a rate sufficient to ensure successful job performance
· Proficiency in word processing, spreadsheet, and Internet software; must be able to use College required database software. Requires database management and programming logic and knowledge. 

· Performing calculations related to faculty contracts and loads
· Performing a variety of technical, clerical and secretarial tasks to support a Dean
· One year of programming or database experience; experience with college curricula and courses, experience with degree audits, or equivalent combination of education and experience.
· Creating basic to intermediate SQL queries.
MINIMUM QUALIFICATIONS: A combination of education and experience equivalent to:
· An Associate of Arts degree in business administration, computer science or a related applicable field including coursework in computer use
· Two years of increasingly responsible complex clerical experience which has included significant responsibility for the operation of various computer software

DESIRABLE QUALIFICATIONS: 
· Bachelor’s Degree in business administration, computer science or related field
· Community college experience is preferred
· Strong SQL skills
PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are:

· Vision sufficient to read computer screens, and handwritten and printed documents
· Manual dexterity to operate keyboards and manipulate papers
· Speech and hearing to obtain and relay information
· Bending and reaching to obtain or replace files and records
This work is performed in an office setting.
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