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San Joaquin Valley College

Statement of Purpose

Minimum staff qualifications at San Joaquin Valley College establish standards which will assure that
staff members are qualified by academic background and experience to carry out their institutional and
department responsibilities and their potential to contribute to the mission and goals of the college. They
also provide a clear understanding for consistency and compliance in application of standards regarding the
College’s missions and goals, as well as accrediting bodies’ regulations.

* Degree must be from an accredited college or university which has been accredited by an entity recognized by the DOE (search
http://ope.ed.gov/accreditation/search.aspx to determine an institution’s accreditation status). Non-U.S. degrees require an official
equivalency report that identifies the institution(s) attended, dates of attendance, credential(s) earned and the U.S. educational
equivalent (NOTE: It is recommended that the applicant use the International Education Research Foundation at http://www.ierf.org
and requests a “General Report.” The cost of the report is at the applicant’s expense.

** Previous successful work or personal experience may be considered in addition to educational background; candidate must
demonstrate competency in essential duties and responsibilities of the position.

Campus Position / Revised 08.2017 1



http://ope.ed.gov/accreditation/search.aspx
http://www.ierf.org/

San Joaquin Valley College

LRIV
. *Minimum Degree Mmlmurrf Years Minimum Certification, Licensure, Credential, Background
Department Position . of Professional .. .- .
Requirement . Investigation & Additional Requirements
Experience
Academic Dean BA/BS; 5 years Background: 1) Criminal Search (last 7 years under all
MA/MS preferred administrative states); 2) DMV, Driving Licenses; 3) Education
experience Verification
Admin Asst to AA preferred 2 years related
Deans experience
Allied Health HS Diploma or 1 year related
Coordinator GED experience
Teaching & Deo.n of Student BA/B$ in 3 years Background: 1) Cri_mincl _Sec:rch (last 7 years under all
Learning / Services Counseling, or of Student states); 2) DMV, Driving Licenses; 3) Education
A . . related major Counseling or Verification
cademic Affairs
93 relo.’red
experience
Division Manager AA/AS 3 years
Teaching
experience
Evening Dean BA/BS in 5 years related Background: 1) Criminal Search (last 7 years under all
Education, experience states); 2) DMV, Driving Licenses; 3) Education
Mgmt., Verification
Organizational
Mgmt./Behavior

* Degree must be from an accredited college or university which has been accredited by an entity recognized by the DOE (search
http://ope.ed.gov/accreditation/search.aspx to determine an institution’s accreditation status). Non-U.S. degrees require an official
equivalency report that identifies the institution(s) attended, dates of attendance, credential(s) earned and the U.S. educational
equivalent (NOTE: It is recommended that the applicant use the International Education Research Foundation at http://www.ierf.org
and requests a “General Report.” The cost of the report is at the applicant’s expense.

** Previous successful work or personal experience may be considered in addition to educational background; candidate must
demonstrate competency in essential duties and responsibilities of the position.
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San Joaquin Valley College

**Minimum Years
- *Minimum Degree of Professional Minimum Certification, Licensure, Credential, Background
Department Position . k . o .
Requirement Experience Investigation & Additional Requirements
Technology Coach AA/AS 1 year teaching | Other: Strong technical applications experience and
experience interest to support feaching and learning.
Interpreter HS Diploma or Syearsin Required Certs: National Association of the Deaf
GED professional (NAD), or Registry of Interpreters for Deaf (RID);
Interpreting Educational Interpreter Performance Assessment
certification preferred.
Tutorial Student Center BA/BS in related
79 Coordinator area preferred

* Degree must be from an accredited college or university which has been accredited by an entity recognized by the DOE (search
http://ope.ed.gov/accreditation/search.aspx to determine an institution’s accreditation status). Non-U.S. degrees require an official

equivalency report that identifies the institution(s) attended, dates of attendance, credential(s) earned and the U.S. educational
equivalent (NOTE: It is recommended that the applicant use the International Education Research Foundation at http://www.ierf.org

and requests a “General Report.” The cost of the report is at the applicant’s expense.

** Previous successful work or personal experience may be considered in addition to educational background; candidate must
demonstrate competency in essential duties and responsibilities of the position.
Campus Position / Revised 08.2017
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San Joaquin Valley College

**Minimum Years

VR
- Minimum of Professional Minimum Certification, Licensure, Credential, Background
Department Position Degree . .. o -
. Experience Investigation & Additional Requirements
Requirement
. Student Accounts HS diploma or 1 year Background: 1) Criminal Search, 2) DMV, Driving
Accounting X
9% Bookkeeper GED Accpun’rs Licenses
Receivable
Experience
Academic Assistant HS diploma or 2 years
GED General Office
Experience
Admin Asst to AA/AS or BA/BS 5 years Background: 1) DMV, Driving Licenses
Campus Director preferred Related
experience
Campus President | BA/BS; MA/MS 5+ years in career | Background: 1) Criminal Search, 2) DMV, Driving
&I preferred education; 2+ License, 3) Education Verification
Administration years in business
80 operations,
preferably with
P&L responsibility
CPR and First Aid HS diploma or 1 year
Coordinator GED Related
experience
Receptionist HS diploma or 2 years
GED Related
experience

* Degree must be from an accredited college or university which has been accredited by an entity recognized by the DOE (search
http://ope.ed.gov/accreditation/search.aspx to determine an institution’s accreditation status). Non-U.S. degrees require an official

equivalency report that identifies the institution(s) attended, dates of attendance, credential(s) earned and the U.S. educational
equivalent (NOTE: It is recommended that the applicant use the International Education Research Foundation at http://www.ierf.org

and requests a “General Report.” The cost of the report is at the applicant’s expense.

** Previous successful work or personal experience may be considered in addition to educational background; candidate must
demonstrate competency in essential duties and responsibilities of the position.
Campus Position / Revised 08.2017
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San Joaquin Valley College

*Minimum **Minimum Years
- of Professional Minimum Certification, Licensure, Credential, Background
Department Position Degree . .. o -
. Experience Investigation & Additional Requirements
Requirement
Registrar BA/BS 5 years
Student Records
experience
Registrar Assistant AA/AS Data Entry
experience
Administration Site Coordinofqr - BA/BS 4 years
80 Campus Extension Relq’red
experience
Student Advisor AA/AS 1 year
Related
experience
Student Resources AA/AS 1 year
Coordinator Related
experience

* Degree must be from an accredited college or university which has been accredited by an entity recognized by the DOE (search
http://ope.ed.gov/accreditation/search.aspx to determine an institution’s accreditation status). Non-U.S. degrees require an official
equivalency report that identifies the institution(s) attended, dates of attendance, credential(s) earned and the U.S. educational
equivalent (NOTE: It is recommended that the applicant use the International Education Research Foundation at http://www.ierf.org
and requests a “General Report.” The cost of the report is at the applicant’s expense.

** Previous successful work or personal experience may be considered in addition to educational background; candidate must
demonstrate competency in essential duties and responsibilities of the position.
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San Joaquin Valley College

**Minimum Years
- *Minimum Degree of Professional Minimum Certification, Licensure, Credential, Background
Department Position . k . o .
Requirement Experience Investigation & Additional Requirements
Admissions Advisor AA/AS Related
experience
Admissions Advisor AA/AS preferred 2 years Background: 1) Education Verification
Team Lead Successful Sales | 29=XAOUNG
or Related
experience
. Enrollment Services BA/BS 5years Other: Experience in a private-postsecondary institution
Admissions . .
82 Director Sales and Service | preferred. o .
Background: 1) Criminal Search, 2) Education
Verification
Online Admissions HS Diploma or 2 years Related Background: 1) Education Verification
Representative GED experience
Online Admissions Background: 1) Education Verification
Advisor
Admissions Advisor Related
—’H|gh School AA/AS experience . .
High School High School Background: 1) Criminal Search, 2) DMV, Licenses, 3)
83 Presenter Education Verification
High School
Representative

* Degree must be from an accredited college or university which has been accredited by an entity recognized by the DOE (search
http://ope.ed.gov/accreditation/search.aspx to determine an institution’s accreditation status). Non-U.S. degrees require an official

equivalency report that identifies the institution(s) attended, dates of attendance, credential(s) earned and the U.S. educational
equivalent (NOTE: It is recommended that the applicant use the International Education Research Foundation at http://www.ierf.org

and requests a “General Report.” The cost of the report is at the applicant’s expense.

** Previous successful work or personal experience may be considered in addition to educational background; candidate must
demonstrate competency in essential duties and responsibilities of the position.
Campus Position / Revised 08.2017
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San Joaquin Valley College

*Minimum Degree

**Minimum Years
of Professional

Minimum Certification, Licensure, Credential, Background

Department Position Requirement Experience Investigation & Additional Requirements
Custodian HS Diploma or 1 year
GED Related
experience
Facilities Clerk HS Diploma or 1 year
- GED Related
Facilities .
86 __ experience . '
Facilities Manager AA/AS 5 years Background: 1) DMV, Licenses, 2) Education
Related Verification
experience
Safety HS Diploma or
GED

* Degree must be from an accredited college or university which has been accredited by an entity recognized by the DOE (search
http://ope.ed.gov/accreditation/search.aspx to determine an institution’s accreditation status). Non-U.S. degrees require an official

equivalency report that identifies the institution(s) attended, dates of attendance, credential(s) earned and the U.S. educational
equivalent (NOTE: It is recommended that the applicant use the International Education Research Foundation at http://www.ierf.org

and requests a “General Report.” The cost of the report is at the applicant’s expense.

** Previous successful work or personal experience may be considered in addition to educational background; candidate must
demonstrate competency in essential duties and responsibilities of the position.
Campus Position / Revised 08.2017
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San Joaquin Valley College

**Minimum Years

VR
- Minimum of Professional Minimum Certification, Licensure, Credential, Background
Department Position Degree . .. o -
. Experience Investigation & Additional Requirements
Requirement
Financial Aid Clerk HS Diploma or 2 years
GED General Office
experience
Financial Aid AA/AS 5years
Manager Related
Financial Aid experience . -
92 Financial Aid AA/AS 3 years Backaround: 1) Criminal Search
Officer Financial Aid
experience
Financial Aid Tuition HS Diploma or 2 years
Planner GED General Office
experience
Career Services BA/BS 5years Other: Experience in a private postsecondary institution
Manager Related preferred.
Graduate experience Background: 1) DMV, Licenses, 2) Degree Verification
Services Career Services 3 years
85 Advisor AA/AS or --------—--—- Job Development | Background: 1) DMV, Licenses, 2) Education
—————— > or Placement Verification
experience
Information Network AA/AS 2 years Background: 1) DMV, Licenses
Systems Administrator Related
87 experience

* Degree must be from an accredited college or university which has been accredited by an entity recognized by the DOE (search
http://ope.ed.gov/accreditation/search.aspx to determine an institution’s accreditation status). Non-U.S. degrees require an official

equivalency report that identifies the institution(s) attended, dates of attendance, credential(s) earned and the U.S. educational
equivalent (NOTE: It is recommended that the applicant use the International Education Research Foundation at http://www.ierf.org

and requests a “General Report.” The cost of the report is at the applicant’s expense.

** Previous successful work or personal experience may be considered in addition to educational background; candidate must
demonstrate competency in essential duties and responsibilities of the position.
Campus Position / Revised 08.2017
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San Joaquin Valley College
Job Description

Job Title: Campus President |
Department: Administration
Reports To: COO
Classification: Full-time, Exempt

Summary: In relation to contributing to SJVC’s mission and goals, under the direct supervision of the

COO the Campus Director is responsible for the quality, operational effectiveness, growth and successful day-to-day
operation of the assigned campus. The position requires exceptional management skills, demonstrated leadership
ability, strategic thinking, business acumen, problem solving and technical expertise. This position is accountable for
attaining all campus goals and objectives set forth by senior leadership.

Essential Duties and Responsibilities:

Develops and executes strategic and operational initiatives to achieve student, employee, and business goals
Effectively manages campus profitability margin

Ensures campus achievement of enroliment and graduate services’ modular, quarterly, and annual goals
Actively assesses and provides direction to academic leadership, ensuring achievement of student and
program outcomes

Ensures effective human resources management through strategic hiring, developing, leading and evaluating
campus management team, staff and faculty

Identifies opportunities to increase operational efficiencies; employs innovative systems that maximize shared
resources to sustain outcomes

Assures compliance with all established SJVC policies and procedures, as well as federal, state and
accreditation mandates

Maintains an attractive and safe campus environment ensuring facilities are well-maintained, resource needs
are forecasted, acquired and effectively implemented

Develops and maintains partnerships with community stakeholders to increase SJVC presence and foster the
student and employee brand

Implements and supervises the College’s Safety Program including the Emergency Action Plan and Injury
and lliness Prevention Plan

Participates in shared governance through committee representation at the campus and institutional level
Performs other duties as assigned

Supervisory Responsibilities: Manages campus leaders in the admissions, academics, student services and
graduate services’ departments, and others as appropriate. Carries out supervisory responsibilities in accordance with
the organization’s policies and applicable laws. Responsibilities include interviewing, hiring, and training employees;
planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing
complaints and resolving problems.
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Competency: To perform the job successfully, an individual should demonstrate the following competencies:
Core Competencies

Integrity — Acts in a way that demonstrates personal integrity; serves as a positive example of why others
should trust the motives of the organization; views self as a reflection of the organization by following
through on commitments and accepting ownership of mistakes; leaves others with the clear impression that
integrity is a core organization value.

Professionalism — Approaches others in a tactful manner; reacts well under pressure; treats others with
respect and consideration regardless of their status or position; accepts responsibility for own actions;
follows through on commitments.

Adaptability — Adapts to changes in the work environment; manages competing demands; changes
approach or method to best fit the situation; able to deal with frequent change, delays, or unexpected
events.

Organization Support — Follows policies and procedures; completes projects and tasks correctly and on time;
supports organizations goals and values.

Communication - Communicates effectively and appropriately; uses good judgment as to what to
communicate to whom as well as the best way to get that accomplished; speaks in clear and credible
manner, selecting the right tone for the situation and audience; listens to others and allows them to make
their point.

Job Competencies

Visionary leader — Displays passion and optimism; inspires trust and respect; mobilizes others to fulfill the
vision; provides vision and inspiration to peers and subordinates.

Business Acumen - Understands business implications of decisions; displays orientation to profitability;
aligns work with strategic goals.

Innovative Thinking — Looks for new and innovative approaches that will improve efficiency; embraces and
champions new ideas and encourages others to do likewise; recognizes and rewards people and teams
who are creative and innovative.

Judgment — Displays willingness to make decisions; exhibits sound and accurate judgment; supports and
explains reasoning for decisions; includes appropriate people in decision-making process.

Results Driven — Achieves results within established timelines; understands and demonstrates that
intentions, activities, and results are not the same; expects that obstacles will occur and refuses to accept
favorably those who seek to justify poor results [by describing intentions or activities, who get derailed by
obstacles and fail to take effective steps to avoid or overcome them, and /or who frequently miss deadlines
without giving prior warning].

Qualifications: To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience

o Baccalaureate degree required. Master's degree preferred. Required degree(s) must be from institutions
accredited by recognized U.S. accrediting agencies. Degrees from non-U.S. institutions are recognized only
if equivalence has been established and provided.

July 2017 2



e 5+ years’ experience in career education
2+ years’ experience in business operations, preferably with P&L responsibility

o Experience in analyzing data related to student, employee, and business unit outcomes and creating focused
strategies for growth
Must be results oriented and able to manage multiple processes and activities simultaneously

o Previous experience working in a complex work environment with multiple reporting lines

e  Strong computer skills (MS Office) and the ability to master software programs for student, employee, and
business records

Physical Demands: The physical demands described are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or feel;
reach with hands and arms; talk; and hear. The employee is frequently required to stand and walk. The employee is
occasionally required to stoop, kneel, crouch or crawl. The employee must regularly lift and/or move up to 10 pounds,
frequently lift and/or move 25 pounds and occasionally lift and/or move up to 50 pounds.

Work Environment: The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

July 2017 3



San Joaquin Valley College
Job Description

Job Title: Academic Dean
Department: Academic Affairs
Reports To: Campus Director
Classification: Full-time, Exempt

Summary: In relation to contributing to SJVC’s mission and goals, under the direct supervision of the
Campus Director and technical supervision of the Director of Instruction, the Academic Dean is responsible
for the day-to-day operation of the educational programs and the faculty on the campus.

Essential Duties and Responsibilities:

e Supervises instruction to ensure the integrity of educational programs on the campus through

weekly classroom observations

Coordinates faculty teaching schedules, classroom and lab facilities, and campus activities

Coordinates faculty recruitment, hiring, and evaluation according to established policies

Builds capacity of faculty and administration through ongoing professional development

Coordinates assigned portions of new faculty orientation and training

Assesses and analyzes student mastery of course and program learning

Reviews assessment data and adjusts curriculum and instructional methodologies to improve

student learning

Contributes to outcome discussions at the campus, program and institution levels

o Fulffills all duties enumerated within the Statement of Faculty Responsibilities

o Maintains records, statistical reports, examinations, data, and other program-specific items as
required by the college, accreditation, or governmental agencies and participates in program
reviews, institutional committees, etc. as required

o Performs other duties as assigned

Supervisory Responsibilities: Supervises academic administrative staff, student center coordinators, and
is responsible for the overall direction, coordination, and evaluation of these units. Carries out supervisory
responsibilities in accordance with the organization’s policies and applicable laws. Responsibilities include
interviewing, hiring, and training employees; planning, assigning, and directing work; appraising
performance; rewarding and disciplining employees; addressing complaints and resolving problems.

Competency: To perform the job successfully, an individual should demonstrate the following
competencies:

Core Competencies

Integrity — Acts in a way that demonstrates personal integrity; serves as a positive example of why others
should trust the motives of the organization; views self as a reflection of the organization by following
through on commitments and accepting ownership of mistakes; leaves others with the clear impression that
integrity is a core organization value.

Professionalism — Approaches others in a tactful manner; reacts well under pressure; treats others with
respect and consideration regardless of their status or position; accepts responsibility for own actions;
follows through on commitments.

Adaptability — Adapts to changes in the work environment; manages competing demands; changes
approach or method to best fit the situation; able to deal with frequent change, delays, or unexpected
events.

February 2017 1



Organization support — Follows policies and procedures; completes projects and tasks correctly and on
time; supports organizations goals and values.

Communication - Communicates effectively and appropriately; uses good judgment as to what to
communicate to whom as well as the best way to get that accomplished; speaks in clear and credible
manner, selecting the right tone for the situation and audience; listens to others and allows them to make
their point.

Job Competencies

Leadership — Inspires and motivates others to perform well; effectively influences actions and opinions of
others; accepts feedback from others; gives appropriate recognition to others; able to build morale and
group commitment to goals and objectives.

Strategic thinking — Develops initiatives to achieve organizational goals; adapts strategy to changing
conditions.

Conflict resolution — Takes actions that resolve conflicts in a manner that is best for both the organization
and the individuals involved; addresses complaints and problems quickly and effectively; keeps all parties
informed of the status of any negotiations required; encourages employees to report problems or concerns
and negotiates outcomes that are viewed as fair and even-handed.

Analytical — Synthesizes complex or diverse information; uses intuition and experience to complement data.
Implementing policies — Ensure that new policies are understood and taken seriously; communicates new
policies and procedures to employees, supports them with adequate and timely resources; monitors actual
practices in a manner that makes it clear that full compliance is expected; avoids behavior or
communications that might send a mixed message about the importance of new procedures or suggests
that full compliance in optional.

Qualifications: To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Education and/or Experience — Must possess a minimum of a Baccalaureate degree with a Master’s degree
preferred in education or related field. Required degree(s) must be from institutions accredited by
recognized U.S. accrediting agencies. Degrees from non-U.S. institutions are recognized only if equivalence
has been established and provided. Must possess a minimum of 5 years of administrative experience.
Language Skills — Ability to read and interpret documents such as safety rules, and policy and procedure
handbooks; ability to write routine reports and correspondence; ability to speak effectively before groups of
employees or students of the campus.

Mathematical Skills — Ability to add, subtract, multiply and divide in all units of measure, using whole
numbers, common fractions, and decimals; ability to compute rate, ratio and percent and to draw and
interpret bar graphs.

Reasoning Ability — Ability to use common sense in all situations; ability to solve practical problems and deal
with a variety of concrete variables in situations where only limited standardization exists; ability to interpret
a variety of instructions furnished in written, oral, diagram or schedule form.

Computer Skills — To perform this job successfully, an individual should have knowledge of Microsoft Office;
Word, Excel, Access and Outlook.

Physical Demands: The physical demands described are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle,
or feel; reach with hands and arms; talk; and hear. The employee is frequently required to stand and walk.

February 2017 2



The employee is occasionally required to stoop, kneel, crouch or crawl. The employee must regularly lift
and/or move up to 10 pounds, frequently lift and/or move 25 pounds and occasionally lift and/or move up to
50 pounds.

Work Environment: The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

February 2017 3



San Joaquin Valley College
Job Description

Job Title: Admissions Advisor
Department: Admissions
Reports To: Enrollment Services Director
Classification: Full-time, Non-exempt

Summary: In relation to contributing to SJVC’s mission and goals, under the direct supervision of the
Enroliment Services Director an Admissions Advisor encourages prospective students to use higher
education to prepare for professional success. Matching abilities and interests of the applicant with a career
education program offered by the College, the advisor offers support, guidance and accountability
throughout the enrollment process.

Essential Duties and Responsibilities:
o Answers telephone inquiries.
Schedules appointments with prospective students.
Makes admissions presentations to prospective students.
Completes enrollment package.
Gives prospective students a tour of the college.
Schedules placement exams and discusses results with applicants.
Refers applicants to financial services.
Follows up by telephone and correspondence for orientation, start date, uniform and supplies.
Develops leads to supplement general marketing.
Performs other duties as assigned

Supervisory Responsibilities: This job has no supervisory responsibilities.

Competency: To perform the job successfully, an individual should demonstrate the following
competencies:

Core Competencies

Integrity — Acts in a way that demonstrates personal integrity; serves as a positive example of why
others should trust the motives of the organization; views self as a reflection of the organization by
following through on commitments and accepting ownership of mistakes; leaves others with the
clear impression that integrity is a core organization value.

Professionalism — Approaches others in a tactful manner; reacts well under pressure; treats others
with respect and consideration regardless of their status or position; accepts responsibility for own
actions; follows through on commitments.

Adaptability — Adapts to changes in the work environment; manages competing demands; changes
approach or method to best fit the situation; able to deal with frequent change, delays, or
unexpected events.

Organization Support — Follows policies and procedures; completes projects and tasks correctly and
on time; supports organizations goals and values.

Communication — Communicates effectively and appropriately; uses good judgment as to what to
communicate to whom as well as the best way to get that accomplished; speaks in clear and
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credible manner, selecting the right tone for the situation and audience; listens to others and allows
them to make their point.

Job Competencies

Technical Job Skills - Possesses sufficient job skills and knowledge to perform the job in a
competent manner; is able to demonstrate skills and knowledge in day-to-day situations.

Customer Focus — Personally demonstrates that external or internal customers are a high priority;
identifies customer needs and expectations and responds to them in a timely and effective manner;
anticipates and prevents delays or other things that can adversely affect the customer; keeps
customer informed about the status of pending actions and inquiries about customer satisfaction
with products or services.

Presentation Skills - Comes across confident and well-prepared when making group presentations;
makes effective use of visual aids or presentation software and looks at ease when handling
questions from the audience; presentations hold the audience's attention and tend to be in the right
length for the amount of information covered.

Time Management — Prioritizes tasks and manages time to ensure that deadlines are met; plans
time and sticks to those plans; prevents or manages interruptions until the highest priority tasks are
accomplished.

Qualifications: To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Education and/or Experience — Associate’s Degree and related work experience. Required degree(s) must
be from institutions accredited by recognized U.S. accrediting agencies. Degrees from non-U.S. institutions
are recognized only if equivalence has been established and provided.

Language Skills — Ability to read and comprehend simple instructions; short correspondence, and memos;
ability to write simple correspondence; ability to affectively present information in one-on-one and small
group situations to applicants and employees.

Mathematical Skills — Ability to add and subtract, multiply and divide, calculate percentages and ratios.
Reasoning Ability — Ability to apply common sense understanding to carry out instructions furnished in
written, oral, or diagram form; ability to deal with problems involving several concrete variables in
standardized situations.

Computer Skills — To perform this job successfully, an individual must have knowledge of Microsoft Office,
Word, Excel, Access and Outlook; and master proprietary software used to maintain student records.

Other Qualifications: Must be available evenings for workshops and some weekends for seminars.

Physical Demands: The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle,
or feel and reach with hands and arms; talk and hear. The employee is frequently required to sit, stand
and/or walk. The employee is occasionally required to climb or balance; stoop, kneel, crouch, or crawl. The
employee must regularly lift and/or move up to 10 pounds, frequently lift and/or move up to 25 pounds.

March 2017 2



Work Environment: The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

March 2017 3



San Joaquin Valley College
Job Description

Job Title: Career Services Advisor
Department: Career Services
Reports to: Career Services Manager
Classification: Full-time, Non-exempt

Summary: In relation to contributing to SJVC’s mission and goals, under the direct supervision of the
Career Services Manager the Career Services Advisor provides numerous services that assist students and
graduates in obtaining employment. The three major functions of Career Services are Placement,
Externship, and the Career Services Seminar while serving both employers and students. Advisors work
with students prior to graduation in order to prepare them for practical application of their skills and entering
into the job market. Sales standards and goals are set for every function of the Career Services Department
in order to achieve placement outcomes through our activity based management system.

Essential Duties and Responsibilities:

Placement

o Conducts job development sales activities such as employer calls and office visits.

o Meets and exceeds daily, weekly, and modular activity goals to achieve modular placement goal.

e Maintains relationship with students and graduates to ensure appropriate interaction with
employers.

o Attends business functions, trade shows and professional organizations’ meetings for the purposes
of networking and employer development.

o Meets with instructors to discuss employer needs and available openings.

o Attends Advisory Board meetings to represent Career Services.

Externship
e Contacts potential sites for the development of new student externship commitments.
e Coordinates and supervises the externship process and provides midterm review to increase
extern to hire opportunity.
Completes required documentation for tracking externship hours and student performance.
Tracks all medical screening requirements as required for externship site clearance.
Assesses and analyzes student mastery of course and program learning outcomes.
Notifies the Registrar when students successfully complete their externship course.

Career Services Seminar
e Provides instruction to help students prepare resumes, employment search strategies, and
interview techniques.
o Assist students in job search strategies and provides oversight to assure active participation.
o Manages final assessment of employability through grading course work.

Operational

Maintains timely and accurate computer and manual records to ensure compliance.
Administers all orientations for Externship and the Career Services Seminar.
Ensures timely response to management requests and directives.

Performs other duties as assigned
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Supervisory Responsibilities: This job has no supervisory responsibilities.

Competency: To perform the job successfully, an individual should demonstrate the following
competencies:

Core Competencies:

Integrity — Acts in a way that demonstrates personal integrity; serves as a positive example of why
others should trust the motives of the organization; views self as a reflection of the organization by
following through on commitments and accepting ownership of mistakes; leaves others with the
clear impression that integrity is a core organization value.

Professionalism — Approaches others in a tactful manner; reacts well under pressure; treats others
with respect and consideration regardless of their status or position; accepts responsibility for own
actions; follows through on commitments.

Adaptability - Adapts to changes in the work environment; manages competing demands; changes
approach or method to best fit the situation; able to deal with frequent change, delays, or
unexpected events.

Organization Support - Follows policies and procedures; completes projects and tasks correctly and
on time; supports organizations goals and values.

Communication - Communicates effectively and appropriately; uses good judgment as to what to
communicate to whom as well as the best way to get that accomplished; speaks in clear and
credible manner, selecting the right tone for the situation and audience; listens to others and allows
them to make their point.

Job Competencies:

Technical Job Skills — Possesses sufficient job skills and knowledge to perform the job in a
competent manner; is able to demonstrate skills and knowledge in day-to-day situations.
Customer Focus - Personally demonstrates that external or internal customers are a high priority;
identifies customer needs and expectations and responds to them in a timely and effective manner;
anticipates and prevents delays or other things that can adversely affect the customer; keeps
customer informed about the status of pending actions and inquiries about customer satisfaction
with products or services.

Planning - Prioritizes and plans work activities; uses time efficiently; plans for additional resources;
sets and meets goals and objectives.

Productivity - Meets or exceeds productivity standards that have been established for organizational
level or position; has successfully combined skills, ability and effort level to ensure that
expectations related to results/output are achieved.

Results Oriented — Achieves results within established timelines; understands and demonstrates that
intentions, activities, and results are not the same; expects that obstacles will occur and refuses to
accept favorably those who seek to justify poor results [by describing intentions or activities, who
get derailed by obstacles and fail to take effective steps to avoid or overcome them, and /or who
frequently miss deadlines without giving prior warning].

Qualifications: To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

March 2017 2



Education and/or Experience — Associate’s Degree; three years of job development or placement
experience, preferably in an educational setting. Required degree(s) must be from institutions accredited by
recognized U.S. accrediting agencies. Degrees from non-U.S. institutions are recognized only if equivalence
has been established and provided.

Language Skills — Ability to read and comprehend simple instructions, short correspondence, and memos;
ability to write simple correspondence; ability to effectively present information in one-on-one and small
group situations to students, employees and clients.

Mathematical Skills — Ability to add, subtract, multiply, and divide in all units of measure, using whole
numbers, common fractions, and decimals; ability to compute rate, ratio, and percent and to interpret bar
graphs.

Reasoning Ability — Ability to apply common sense understanding to carry out detailed but uninvolved
written or oral instructions; ability to deal with problems involving a few concrete variables in standardized
situations.

Computer Skills — To perform this job successfully, an individual should have knowledge of Microsoft Office;
Word, Excel, Access and Outlook; and master proprietary software used to maintain student records.

Physical Demands: The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle,
or feel; reach with hands and arms; talk and hear. The employee is frequently required to walk. The
employee is occasionally required to stand and stoop, kneel, crouch, or crawl. The employee must regularly
lift and/or move 10 pounds, frequently lift and/or move up to 25 pounds.

Work Environment: The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.
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San Joaquin Valley College
Job Description

Job Title: Financial Aid Officer
Department: Financial Aid
Reports To:  Campus Director

Summary: The Financial Aid Officer assists applicants and students with their eligibility for federal financial
aid programs by calculating anticipated awards in PELL, SEOG, Stafford and supplementary loans, and
other Title IV and non -Title IV programs. The FAO packages and awards all Title IV and non-Title IV aid for
each academic year in Campus Vue. All work is performed within the established governmental regulations
and institutional procedures. A high level of ethics is required in the counseling of students.

Essential Duties and Responsibilities:

o Assists students in applying for and receiving financial aid.

e Administers and tracks students’ financial aid once it is received.

e Tracks all Financial Aid documents.

o Assures the student is well informed regarding eligibility for funding sources and the responsibilities
associated with each.

e  Schedules FA payments in the computer.

e  Gives prospective students an estimate for Financial Aid.

o Enrolls students with Financial Aid.

e Tracks a student’s progress.

o Performs required document tracking for drops, terminations, and graduates including R2T4, PWD,

and loan exit materials.
o Performs other duties as assigned

Supervisory Responsibilities: This job has no supervisory responsibilities.

Competency: To perform the job successfully, an individual should demonstrate the following
competencies:

Analytical — Possesses an extensive expertise in the area of student loan programs; synthesizes complex or
diverse information; collects and researches data; uses intuition and experience to complement data;
designs work flows and procedures; performs work with accuracy.

Customer Service — Manages difficult or emotional student situations; responds promptly to student needs;
solicits student feedback to improve service; responds to requests for service and assistance; meets
commitments.

Interpersonal Skills — Focuses on solving conflict, not blaming; maintains confidentiality; listens to others
without interrupting; keeps emotions under control.

Oral Communication — Speaks clearly and persuasively in positive or negative situations with students,
employees and the business community; listens and gets clarification; responds well to questions;
demonstrates one on one presentation skills.

Diversity — Shows respect and sensitivity for cultural differences; promotes a harassment-free environment;
builds a diverse workforce.

Ethics — Treats people with respect; keeps commitments; inspires the trust of others; works with integrity
and ethically; upholds organizational values.

Organizational Support — Follows policies and procedures; coordinates a wide variety of activities and meets
required deadlines; supports organization’s goals and values.
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Planning/Organizing — Prioritizes and plans work activities; uses time efficiently.

Professionalism — Approaches students and co-workers in a tactful manner; reacts well under pressure;
treats others with respect and consideration regardless of their status or position; accepts responsibility for
own actions.

Quality — Demonstrates accuracy and thoroughness; looks for ways to improve and promote quality; applies
feedback to improve performance; monitor own work to ensure quality.

Safety and Security — Observes safety and security procedures; reports potentially unsafe conditions; uses
equipment and materials properly.

Adaptability — Adapts to changes in the work environment; manages competing demands; able to deal with
frequent change, delays, or unexpected events.

Attendance/Punctuality — Is consistently at work on time; ensure work responsibilities are covered when
absent; arrives to meetings and appointments on time.

Dependability — Follows instructions, responds to management direction in a positive manner; commits to
long hours of work when necessary to meet the admissions process needs.

Qualifications: To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Education and/or Experience — Associates degree (A.A., A.S.) or equivalent from a two-year college or
technical school; or a minimum of three (3) years of experience in financial aid; or equivalent combination of
education and experience.

Language Skills — Ability to read, analyze, and interpret a variety of Title IV regulations and other mandates;
formulate policies and procedures based upon changes in regulations; ability to write business
correspondence; ability to effectively present information and respond to questions from students,
employees and the general public.

Mathematical Skills — Ability to add, subtract, multiply and divide all units of measure, using whole numbers,
common fractions and decimals accurately.

Reasoning Ability — Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists; ability to interpret a variety of instructions furnished in
written, oral, diagram, or schedule form.

Computer Skills — To perform this job successfully, an individual should have knowledge of MS Word, Excel,
Access and Outlook; and master proprietary software used to maintain student records.

Physical Demands: The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle,
or feel; talk and hear. The employee is frequently required to reach with hands and arms. The employee is
occasionally required to stand; walk; climb or balance and stoop, kneel, crouch, or crawl. The employee
must frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 25 pounds.

Work Environment: The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually quiet.
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San Joaquin Valley College
Job Description

Job Title: Receptionist
Department: Administration
Report To: Enroliment Services Director
Classification: Full-time, Non-exempt

Summary: The Receptionist is responsible to perform administrative and customer services for visitors,
inquiries, applicants, students, and faculty and staff members.

Essential Duties and Responsibilities:

Receiving all incoming calls in a professional and efficient manner

Documenting and transferring inquiry calls to Admissions Advisors

Taking complete and accurate messages for those unavailable for calls

Greeting and assisting all visitors, applicants, vendors, students, faculty and staff members in a

professional manner

o Informing the appropriate employee of visitors, applicants and students arrival and/or need to see
him or her

e Insuring applications are filled out by applicants
Insuring inquiry logs are neat and legible, all inquiry slips and applications are received and in
order for data entry

e Insuring all out-going mail is stamped and ready for pick up prior to the arrival of the mail carrier

and insuring interoffice mail from other campuses is distributed upon receipt

Logging PELL and all other checks as they are received

Data entry

Filing

Ensures timely response to corporate requests and directives

Performs other duties as assigned

Supervisory Responsibilities: This job has no supervisory responsibilities.

Competency: To perform the job successfully, an individual should demonstrate the following
competencies:

Customer_Service — Manages difficult or emotional visitor, student or employee situations; responds
promptly to visitor, student or employee needs; responds to requests for service and assistance; meets
commitments.

Interpersonal Skills — Focuses on solving conflict, not blaming; maintains confidentiality; listens to others
without interrupting; keeps emotions under control; remains open to others’ ideas and tries new things.

Oral Communication — Speaks clearly and persuasively in positive and negative situations; listens and gets
clarification; responds well to questions.

Written Communication — Writes clearly and informatively; edits work for spelling and grammar; able to read
and interpret written information.

Teamwork — Balances team and individual responsibilities; exhibits objectivity and openness to others’
views; gives and welcomes feedback; contributes to building a positive team spirit; puts success of team
above own interests; able to build morale and assist with group commitments to goals and objectives;
supports everyone’s efforts to succeed.
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Diversity — Shows respect and sensitivity for cultural differences; promotes a harassment-free environment.
Ethics — Treats people with respect; inspires the trust of others; works with integrity and ethically.
Organizational Support — Follows policies and procedures; completes administrative tasks correctly and on
time; supports organization’s goals and values.

Professionalism — Approaches others in a tactful manner; reacts well under pressure; treats others with
respect and consideration regardless of their status or position; accepts responsibility for own actions.
Quality — Demonstrates accuracy and thoroughness; looks for ways to improve and promote quality; applies
feedback to improve performance; monitors own work to ensure quality.

Safety and Security — Observes safety and security procedures; reports potentially unsafe conditions; uses
equipment and materials properly.

Adaptability — Adapts to changes in work environment; manages competing demands; changes approach or
method to best fit the situation; able to deal with frequent change, delays, or unexpected events.
Attendance/Punctuality — Is consistently at work and on time; ensures work responsibilities are covered
when absent.

Dependability — Follows instructions, responds to management direction; takes responsibility for own
actions; commits to long hours of work when necessary to reach goals.

Qualifications: To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Education_and/or Experience — High school diploma or general education degree (GED) and two years
related experience.

Language Skills — Ability to read and comprehend simple instructions, short correspondence, and memos;
ability to write simple correspondence; ability to effectively present information in one-on-one situations to
visitors, students and employees.

Reasoning Ability — Ability to apply common sense understanding to carry out detailed but uninvolved
written or oral instructions; ability to deal with problems involving few concrete variables in standardized
situations.

Computer Skills — To perform this job successfully, an individual should have knowledge of Microsoft Office;
Word, Excel, Access and Outlook.

Physical Demands: The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle,
or feel; reach with hands and arms; talk and hear. The employee is frequently required to stand and walk.
The employee is occasionally required to climb or balance and stoop, kneel, crouch, or crawl. The
employee must regularly lift and/or move up to 10 pounds, frequently lift and/or move up to 25 pounds and
occasionally lift and/or move up to 50 pounds.

Work Environment: The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.
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