Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Institutional Research Data Reporting Analyst

GENERAL STATEMENT OF RESPONSIBILITIES: To support institutional data needs by
extracting, managing, analyzing and developing reports using multiple data mining and
manipulation tools.

stakeholders; ICCB-and IPEDS:
»—Develops, designs, and writes functional and technical reports by extracting and mining
data from several data sources. including the College’s student database system.

e Verifies data queried and retrieved is accurate and correct. Ensures integrity in utilizing
the data provided in reports using a standard sets of definitions.
- pssational-duiilods Eeati 1 d on

e  Works with employees and third parties to gain understanding of data needs and
determines specification requirements for report generation in order to optimize the

bliched b Lmini .
e Serves as ICCB MIS data coordinator and IPEDS kevholder. Responsible for

coordinating and generating timely and accurate data submissions among campus
stakeholders. ICCB, and IPEDS.

e (Creates and maintains documentation of data mining procedures for all state. federal and
internal reports.

e Responds to_internal and external data requests in a timely. effective and respectful
manner.-u4se or-datareports-and-queriesas :

e Provides guidance for report data interpretation. Explains and facilitates an
understanding of data presented in reports.
e Works collaboratively with Information Technology Services (ITS) on procedural,

coverage and operational reports as necessary.

e Represents Institutional Research in college groups and committees to gather data and
information needs.

e Maintains continuous professional development to stay current on reporting requirements
and emerging practices and technologies.

e Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:
Knowledge of English usage. grammar, spelling. punctuation and vocabulary.

Adopted 8/19/08
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Knowledge of educational and governmental agency reporting requirements.

Knowledge of principles of relational databases and processes to extract accurate data.
Knowledge of computer programming languages and web development technologies.
Knowledge of multiple-data-management-sofoware-paeckases data extraction software and
Enterprise Resource Management (ERP) systems.

Knowledge of logical relationships and processes in interpreting and describing data diagrams.
* ,

Knowledge of computer operations and software applications.
Knowledge of utilizing data to make informed decisions.
Knowledge of a-3"-generationreport-writing-and-query-toels-report development softwaresuch-as

B 2 f=} B

Skill in operating complex relational database software and %@mjﬂ@%—s&ﬁ%@%@g%ﬁiﬂ%ﬂiﬁ%%
capable-of sharing-documents-of different-formatsin coding and programming language.

Skill in retrieving, analyzing and presenting data in meaningful formats.

Skill in generating reports, data sets and data extracts utilizing GUI tools-saeh-as—TFOAD-and
WebEOCUS.

Skill in operating mwtiple—data—manasement—seftware—packagesdata extraction software and
Enterprise Resource Management ERP) systems.

Skill in interpreting and documenting processes.

Skill in using logic to work through problems and accurately envision multiple scenarios that may
impact the outcome.

Skill in effectively communicating orally and in writing.

Skill in responding professionally, effectively and efficiently to customer service requests.

Skill in prioritizing multiple tasks, projects and demands.

Skill in handling confidential and sensitive information.

Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

PHY SICAL REQU[REN[ENTS/ACTIVITIES Wefl\—fs—}eﬂt—me-ly—-peﬁeﬂﬂed—m—eﬁﬁee

requirements of thls posmon are sedentary in nature exerting up to 10 1bs of force occasionally
and/or a negligible amount of force frequently or constantly to lift. carry. push. pull or otherwise
move objects. including the human body. Sedentary work involves sitting most of the time.

MINIMUM QUALIFICATIONS: Associate’s degree in information technology, computer
science or a related field and three (3) years work experience with management information

systems OR an equivalent combination of education and experience that provide the required
knowledge and skills.

REQUIRED LICENSE/CERTIFICATION: None.

SECURITY SENSITIVE POSITION: Requires a criminal background check.
REPORTS TO: Director, Institutional Research

APPOINTED BY: President

EMPLOYEE CATEGORY: Professional

FLSA CLASSIFICATION: Nen-eExempt

CLASS CODE: 2311 '

JOB SERIES/FAMILY: General Administrative Series/Information Technology Group
LAST REVISED: H/21/1601/23/19

Adopted 8/19/08
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: ITS Support Specialist

GENERAL STATEMENT OF RESPONSIBILITIES: To provide comprehensive and
ongoing technical support including installation, maintenance and troubleshooting for all college
owned computer hardware, wireless devices, software, printers, network devices and systems.

PRINCIPAL DUTIES: (essential functions)
e Supports campus end users by researching and resolving software and hardware conflicts
network connections and related issues.
e Staffs the call center telephones and e-mail for all campus support requests.
e Creates end user computing environments for all users and labs including desktops,
laptops, handhelds, Nevel-client configuration, and antivirus and malware prevention
strategies.

;i .ﬁ . ) i' . ;]l i] i

e Administers department specific systems and software providing initial setup.

configuration, training and support.
e Plans, develops, tests, and analyzes operating system and applications for deployment to
all campus computers using best practice procedures.
e Installs, sets up, and supports wireless devices such as notebooks, smartphones, iPads,
and tablets using wireless connectivity technologies.

e Provides technical instruction and training to faculty, staff and students on use of campus
technology.

e (Obtains price quotes, creates purchase orders and orders computer parts and campus
technology equipment as needed.

e Maintains documentation on campus hardware and software inventory licenses and serial
numbers.

e Provides backup technical support for AudieNMisualmedia svstems and
telecommunication functions.

e Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of English usage and grammar.

Knowledge of principles and capabilities of hardware, operating system software and peripheral
equipment in a networked environment.

Knowledge of desktop, network, and server hardware, security devices, and software and its
successful implementation according to College policy

Adopted 4/23/1996
ITS Support Specialist
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Knowledge of the capabilities of computer hardware, software and operating systems.
Knowledge of hardware and software troubleshooting techniques_including those used for
awdiomedia systems-visual equipment.

Knowledge of using data to make informed decisions.

Knowledge of job related technical terminology.

Skill in operating and maintaining computer and peripheral equipment safely and competently.
Skill in analyzing hardware and software malfunctions and determining effective solutions.

- Skill in operating workstation management software.

Skill in using basic tools, equipment and procedures for repairing computers and peripherals.
Skill in comprehending and effectively communicating job related technical terminology.
Skill in responding professionally, effectively and efficiently to customer service requests.
Skill in prioritizing multiple tasks, projects and demands with minimal supervision.

Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

PHYSICAL REQUIREMENTS/ACTIVITIES: Weslisroutinelyperformed-in-office

envirenments— L he physical requirements of this positon are light work, exerting up to 50 Ibs of
force occasionally, and/or up to 20 Ibs of force frequently@nd/or up to 10 Ibs of force constantly
tomoveob]ects Re re-bending hine : hing-an

MINIMUM QUALIFICATIONS: High-sehool-diplomeswith-Associate’s degree in
information technology-preferred and three (3) years related work experience OR an equivalent
combination of education and experience that provide the required knowledge and skills.

REQUIRED LICENSE/CERTIFICATION: A+ Certification required within six months of
hire, Network+ Certification preferred.

SECURITY SENSITIVE POSITION: Requires a criminal background check.
REPORTS TO: Director, Information Technology Services
APPOINTED BY: President.

EMPLOYEE CATEGORY: Classified

FLSA CLASSIFICATION: Non-Exempt

CLASS CODE: 23092303

JOB SERIES/FAMILY: General Administrative Series/Information Technology Group
LAST REVISED: 087454401/23/19

Adopted 4/23/1996
ITS Support Specialist

Page 207



Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: ITS Support Specialist, Lead

GENERAL STATEMENT OF RESPONSIBILITIES: To Coerdinates-coordinate various IT
support functions within the College’s academic computer labs, classroom environments, and
administrative support areas.

PRINCIPAL DUTIES: (essential functions)

e Supports end users by researching and resolving software and hardware conflicts
network connections and related issues. Documents and manages service tickets.

e Opversees deployment, technical management and endpoint security of desktops, laptops,
tablets, etc. and ensures proper configuration/imaging with key tools and systems.

e Plans, develops, tests, and analyzes operating system and applications for use on all
campus computers using best practice procedures.

e  Works collaboratively with faculty and staff to determine needs for software and
hardware upgrades and changes in the academic computer labs.

e Coordinates daily problem resolution as well as long term change management and
planning of academic applications and needs support in labs and on computers campus
wide.

e  Staffs the call center telephones and e-mail for all campus support requests.

Documents problem resolution in the ITS knowledge base for future reference.
e Completes fixed asset management for all campus endpoint computing devices including
desktops, laptops, tablets and printers.

nd ~nrdorc ac nondad NA 2 n oftsiare ance d aoreeme
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e Provides technical instruction and training to faculty, staff and students on use of campus
technology.

e Maintains inventory levels of all software and hardware related materials and supplies
and orders as needed. Maintains software licenses and agreements.

¢ Updates and maintains Adobe Creative Cloud for Education and other critical software
subscriptions including, Lan-School, Deep-Freeze, and Symantec Endpoint, Pro-Tools.
Aurelia, Reason, SPSS and others.

e Responsible for training ITS Support Specialist.

e Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:
Knowledgee of English usage and grammar.

Adopted 7/15/2014
ITS Support Specialist, Lead
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Knowledge of principles and capabilities of hardware, operating system software and peripheral
equipment in a networked environment.

Knowledge of desktop, network, and server hardware, security devices, and software and its
successful implementation according to College policy

Knowledge of the capabilities of computer hardware, software and operating systems
Knowledge of hardware and software troubleshooting techniques.

Knowledge of utilizing data to make informed decisions.

Knowledge of job related technical terminology.

Skill in operating and maintaining computer and peripheral equipment safely and competently.
Skill in analyzing hardware and software malfunctions and determining effective solutions.
Skill in using basic tools, equipment and procedures for repairing computers and peripherals.
Skill in comprehending and effectively communicating job related technical terminology.
Skill in responding professionally, effectively and efficiently to customer service requests.
Skill in prioritizing multiple tasks, projects and demands with minimal supervision.

Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

PHYSICAL REQUIREMENTS/ACTIVITIES: Werk-isroutinely-performed-in-office

environments—The physical requirements of this position are medium work, exerting up to 50 Ibs
of force occasionally, and/or up to 20 Ibs of force ﬁequently and/or up to 10 lbs of f01ce
constantlv to move oblects

MINIMUM QUALIFICATIONS: Hf@h—svheel—dmkma‘w%Assomate s degree in
- information technology mefe&ed—and three (3) years related work experience OR an equivalent
combination of education and experience that provide the required knowledge and skills.

REQUIRED LICENSE/CERTIFICATION: A+ Certification preferredrequired within six
months of hire, Network+ Certification preferred.

SECURITY SENSITIVE POSITION: Requires a criminal background check.
REPORTS TO: Director, Information Technology Services
APPOINTED BY: President.

EMPLOYEE CATEGORY: Classified

FLSA CLASSIFICATION: Non-Exempt

CLASS CODE: 2308

JOB SERIES/FAMILY: General Administrative Series/Information Technology Group
LAST REVISED: 01/23/19

Adopted 7/15/2014
ITS Support Specialist, Lead
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Awudie-VisuallTS Support Specialist, Media Svstems

GENERAL STATEMENT OF RESPONSIBILITIES: To research, plan. design, install,
support, maintain, repair and troubleshoot College audio visual equipment.

PRINCIPAL DUTIES: (essential functions)

e Researches, dBesigns, installs, configures, and instructs on audie-visual-equipmentmedia
systems equipment, including temporary equipment and audievisual-media systems racks
and furniture, and collaborates with faculty on best use of classroom instructional media
systems design.

e Answers questions, troubleshoots problems and resolves issues with equipment
performance.

e Creates and maintains plan for long term replacement of existing media systems

equipment.

Proce SEmess e+ € RHa-othelrpaperwo aa -‘n RHece a aata:

e Oversees and assigns the work of Hires-trains;-assigns-worlkand-supervises-assigned
staffineladingstudent workers.

e Maintains and inventories College aundievisaal-media systems equipment and supplies.

e Processes office and facility requests. purchase requisitions and other paperwork and
maintains necessary data.

I“.. Qoamman A on

e Responds to internal requests for taping and producing videos. Provides digital
conversion of media.

e Performs installation of the structured cable portion of the HCC campus network
infrastructure for both ITS and Media Systems.

e Creates and maintain VoIP phone system user accounts and provides end user training
and support. '

e Researches, prices and procures furniture for campus areas.

e Provides hardware and software support for campus digital signage network.

e Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:
Knowledge of English usage and grammar.
Knowledge of principles and practices associated with audio and visual technology operation.

Eaevdedgeofaudioandisnal satelhite technolosy

Adopted 2/23/10
ITS AudieMisual Speetalist Support Specialist. Media Svstems
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Knowledge of network structured wiring techniques.

Knowledge of basic operation and maintenance of audio and visual equipment and digital signage
hardware and software.

Knowledge of utilizing data to make informed decisions.

Knowledge of principles and practices associated with supervising, training and evaluating
workers.

Skill in connecting and operating audio and video equipment and digital signage.

Skill in troubleshooting problems with audio and video equipment and connections.

Skill in comprehending and effectively communicating job related technical terminology.
Skill in responding professionally, effectively and efficiently to customer service requests.
Skill in video camera operation to record events and post production editing. reeording-and
Skill in operating computer equipment and software applications.

Skill in scheduling and assigning work to others.

Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

PHYSICAL REQUIREMENTS/ACTIVITIES: Wetcisroutinelyperformed-in-elassroom

envirenments—The physical requirements of this position are medium work, exerting up to 50 Ibs
of force occasionally and/or up to 20 Ibs of force frequentlv and/or up to 10 Ibs of force

MINIMUM QUALIFICATIONS: Hichsehooldiplomar—with-Associate’s degree preferred-and

two (2) years audio_visual work experience OR an equivalent combination of education and
experience that provide the required knowledge and skills.

REQUIRED LICENSE/CERTIFICATION: Nene:Certified Technology Specialist (CTS)
General preferred.

SECURITY SENSITIVE POSITION: May+Requires a criminal background check.
REPORTS TO: Director, Information Technology Services
APPOINTED BY: President.

EMPLOYEE CATEGORY: Classified

FLSA CLASSIFICATION: Non-Exempt

CLASS CODE: 2305

JOB SERIES/FAMILY: General Administrative Series/Information Technology Group
LAST REVISED: +6/254301/23/19

Adopted 2/23/10
ITS Audie-Visual-Speeialist Support Specialist. Media Svstems




Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Library Specialist

GENERAL STATEMENT OF RESPONSIBILITIES: To provide excellent customer service
in conducting specialized tasks in addition to the day-to-day operations of the library.

PRINCIPAL DUTIES: (essential functions)

e Serves as primary point of service for library customer service; supervises circulation
desk, answers the telephone and routes calls, answers questions, performs routine clerical
tasks, enters data and maintains library records and files.

e Provides reference assistance in the use of and retrieval from print and electronic
resources as well as computer and software support.

e Catalogs new materials and coordinates processing of new acquisitions. Removes
outdated or damaged library materials.

e Oversees and assigns work of student workers.

e Maintains periodical holdings and records. and-serves-as-the-liaison-with-the-subseription
agent:

e Selects books for the leasing program and maintains that collection.

o AssistswithPlaces interlibrary loan records-and-orders and maintains library/faculty

Treserves.

o—Oneerseesandassionseorlcto-studentwearkers

e Collects, tabulates and accounts for library fine and printing revenue.

Oxzprcoe a ron ool eplle P - ho on ho 1o o comnan
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e Provides oversight of the library in the absence of the Reference Librarian and User
Services Librarian.
e Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of English usage, grammar, spelling. punctuation and vocabulary.
Knowledge of general library operations.

Knowledge of information and reference resources.

Knowledge of computer equipment and software applications.

Knowledge of utilizing data to make informed decisions.
Knowledge of customer service techniques.

Skill in operating computer equipment and software applications.

Adopted 6/18/1985
Library Specialist
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Skill in responding professionally. effectively and efficiently to customers.
Skill in scheduling and assigning work to others.

Skill in prioritizing multiple tasks.
Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

PHYSICAL REQUIREMENTS/ACTIVITIES: The physical requirements of this position are
light work. exerting up to 20 1bs of force occasionally. and/or up to 10 1bs of force frequently

and/or a neghc]b]e amount of force constantlv to move oblects Wei:k—-l-S—FG&H-H&l{y’—pe}:fGPﬂ}ed—m

MINIMUM QUALIFICATIONS: Highschooldiploma;Associate’s degree and three (3) years
library experience OR an equivalent combination of education and experience that provide the
required knowledge and skills.

REQUIRED LICENSE/CERTIFICATION: MNene-Successfully pass the barcode certification
test within 3 months of hire.

REPORTS TO: Executive Vice President-Academic-Servieces
APPOINTED BY: President.

EMPLOYEE CATEGORY: Classified

FLSA CLASSIFICATION: Non-Exempt

CLASS CODE: 2511

JOB SERIES/FAMILY: General Administrative Series/Library and Learning Media Group
LAST REVISED: 874544-01/23/19

Adopted 6/18/1985
Library Specialist
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics and Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Lifelong Learning Program Specialist*

GENERAL STATEMENT OF RESPONSIBILITIES: To assist in building and maintaining a
sustainable and profitable Lifelong Learning program that meets the needs and expectations of
Highland’s district.

PRINCIPAL DUTIES: (essential functions)

e  Administers the delivery of Lifelong Learning classes including planning course
offerings, developing course titles and writing/editing course descriptions, determining
course fees, and coordinating locations, times and other logistics.

e Recruits, screens and recommends hiring of part-time instructors for the Lifelong

Learning program. Negotiates instructional rates.

Promotes existing and planned Lifelong Learning programs within the district.
Evaluates course offerings for future schedules.

Represents the College at various meetings on and off campus.

Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of computer operations and software applications.

Knowledge of English usage, grammar, spelling, punctuation and vocabulary.
Knowledge of administrative procedures in an educational environment.
Knowledge of utilizing data to make informed decisions.

Skill in organization, planning and project management.

Skill in communicating effectively orally and in writing.

Skill in using good judgement and decision making.

Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

PHYSICAL REQUIREMENTS/ACTIVITIES: The physical requirements of this positon are
sedentary in nature, exerting up to 10 Ibs of force occasionally and/or a negligible amount of
force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the
human body. Sedentary work involves sitting most of the time.

MINIMUM QUALIFICATIONS: Bachelor’s-Associate’s degree in AdwltEdueation;
Community-Education, Business, or related field and one (1) year project management or
program coordination experience OR an equivalent combination of education and experience that
provide the required knowledge and skills.

REQUIRED LICENSE/CERTIFICATION: Driver’s license required.

1of2 Adopted 01/23/19*
Lifelong Learning Program Specialist
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REPORTS TO: Coordinator, Lifelong Learning Program
APPOINTED BY: President.

EMPLOYEE CATEGORY: Classified

FLSA CLASSIFICATION: Non-exempt

CLASS CODE: 5405

JOB SERIES/FAMILY: Community and Partnership Series/ Lifelong Learning Group
ADOPTED: 01/23/19* [Pending Board Approval]

2 of 2 Adopted 01/23/19%
Lifelong Learning Program Specialist
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Manager, Accounting

GENERAL STATEMENT OF RESPONSIBILITIES: To manage and-ceordinate-the daily
operations of the College’s accounting functions_including purchasing, accounts payable and
accounts receivable. Maintains internal and external accounting controls to ensure compliancy.

PRINCIPAL DUTIES: (essential functions)

e Reviews all expense documents such as purchase requisitions, check request, requests for
travel, petty cash and procurement card reconciliations to ensure correct financial
procedures are followed. Resolves accounting issues as necessary.

e Processes documents for purchasing and provides coverage for accounts payable as
needed.

e Monitors and analyzes various bank accounts and funds for reconciliation and cash flow.
Facilitates corrective action if necessary.

e Audits College budgets and reviews for over budget items or errors. Performs
corrections and revisions as needed.

e Maintains an effective accounting system for all funds.

e Facilities communication with accounting staff for duty scheduling and prioritization of
deadlines.

e Assists in the preparation of financial reports, unit cost studies, the annual audit-and
budget and other special financial analysis reports for the President, Board, State and
local offices and internal management.

e  Accounts for and monitors grant expenditures spent under state and federal restricted
accounts.

e Trains, supervises and evaluates the work performance of assigned staff. Recommends
an employee for promotion, reassignment, discipline and termination.

e Develops and recommends policies and procedures with the assistance of staff and in
consultation with appropriate administrative officers.

e Coordinates, plans and executes annual financial audit.

e Operates a credit card swipe terminal.
e Communicates effectively with staff and departments to support efficiency and the

sharing of institutional knowledge.
e Performs other duties as assigned.

! edae COVernne
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KNOWLEDGE AND SKILLS REQUIRED:

£ad

1of2 ~ Adopted 8/16/1988
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Knowledge of English usage, egramimar, spelling, punctuation and vocabulary.

Knowledge of budgetary preparation, revenue sources and the fiscal management of an
educational institution.

Knowledge of governmental accounting, auditing, purchasing and cash management principles
practices and processes.

f=3 (=]
Knowledge of college operations and organization.
Knowledge of customer service techniques.
Knowledge of computers and software applications.
Knowledge of personnel management and supervisory principles and practices.
Knowledge of utilizing data to make informed decisions.
Knowledge of computerized accounting and record keeping systems.

Shill i ronortine the Collese’s Snancial ‘

Skill in creating and analyzing accounts and other financial reports.
Skill in identifying problems, evaluating alternatives and implementing effective solutions.
Skill in developing, implementing and evaluating policies and procedures.

Skill in selectmg, orgamzmg and evaluatlng staff performance

Skill in 3 A

and software apphcatlons 1nclud1n0 complex databases and spreadsheets
Skill in performing detailed numerical computations.

Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

PHYSICAL REQUIREMENTS/ACTIVITIES: The physical requirements of this position are
light work, exerting up to 20 ]bs of force occasionally, and/or up to 10 Ibs of force frequently,

and/or a neghmble amount of foxce constantlv to move oblects Weflﬂs—reﬁemebupe?f%med—m

MINIMUM QUALIFICATIONS: Associates degree required, Bachelor’s degree in
accounting, finance, business administration or a related field preferred. and three (3) years
accounting or financial experience OR an equivalent combination of education and experience
that provide the required knowledge and skills.

REQUIRED LICENSE/CERTIFICATION: None.

SECURITY SENSITIVE POSITION: May+Requires a criminal background check.
REPORTS TO: VP, Administrative Services

APPOINTED BY: Board of Trustees.

EMPLOYEE CATEGORY: Professional

FLSA CLASSIFICATION: Exempt
CLASS CODE: 6205

2 of2 Adopted 8/16/1988
Manager Accounting.docx
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JOB SERIES/FAMILY: Financial and Accounting Series/Accounting Group
LAST REVISED: 7464301/23/19

30f2 Adopted 8/16/1988
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College has
adopted a set of Core Values and Employee Characteristics that it believes each employee must model in
order for the College to provide a supportive and productive working and learning environment. These
Core Values are Integrity, Compassion and Respect. The Employee Characteristics are Commitment,
Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Manager, Math Achievement Center

GENERAL STATEMENT OF RESPONSIBILITIES: To promote student success in Mathematics by
managing the operations and services, and by supporting the research, assessment, and implementation of
best practices in the Math Achievement Center.

PRINCIPAL DUTIES: (essential functions)

e Manages all day-to-day operations of the Math Achievement Center (MAC), effectively handles
issues and concerns on a timely basis as they arise.

e Delivers transitional math courses;eoHegelevelmath-eourses; or campus informational sessions,
as assigned in order to be more fully integrated with faculty and students. Total courses taught
are not to exceed 8 credit hours per semester.

e Sets up and coordinates computer MAC classes utilizing appropriate software-ineladingentering

e Hires, supervises, trains and evaluates MAC part-time instructional staff and student workers.

e Maintains, models. directs and supports the interactive learning process in the MAC.

e Develops_and -new-and-revisedevaluates curriculum_for MAC courses, completes assessment of
student learning. creates alternative testing formats, and provides technology training for

instructors and students. Updates software, tests/manuals, forms and learning objects-and
sraphingealenlators.

e Supports the vision of academic preparedness that seeks to serve students who enter the College
underprepared throughout their career at the College

e Coordinates w1th the Success Center, other College departments and college level faculty
members with the purpose of helpmg student success in Mathematlcs

e Develops class schedules and recommends teaching assignments that efficiently distribute
teaching loads.

e Assists in the development of the budget, makes recommendations for the purchase of supplies,
materials and equipment.

e Collaborates with the Director of Learning and Transitional Education Services in development
and implementation of strategies for instruction. research of best practices and methodologies for

transitional math education. program and course development, assessment of services and

formation of improvements based on findings.te-+avelve-students-at-allHevelsintransitional

Adopted 6/19/12
Manager, Math Achievement Center
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e Responds timely to math-related inquiries from students, faculty, administration and staff.

e Coordinates the B4U Test Program to include recruiting and training instructors. scheduling

dat municating with ne

the program data.
e Communicates effectively with staff and departments to support efficiency and the sharing of

institutional knowledge.

v - ) nakes I i iadinos.

e Performs other duties as assigned.

artments. com _paperwork and evaluating

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of English usage. grammar, spelling, punctuation and vocabulary.
Knowledge of principles, practices and processes of learning and teaching.
Knowledge of transitional math instruction.

Knowledge of principles, practices and processes of testing and student assessment.
Knowledge of personnel management and supervisory principles and practices.
Knowledge of documenting information accurately.

Knowledge of academic resources.

Knowledge, ubnderstanding and compliance with Federal and state privacy laws related to students.
Knowledge of principles and practices in working with a diverse student population.
Knowledge of office management and workflow procedures.

Knowledge of budget preparation and monitoring.

Knowledge of utilizing data to make informed decisions.

Knowledge of computer operations and software applications.

Skill in developing curriculum, delivering instruction in transitional math courses_and assessing learning.
Skill in developing and evaluating policies and procedures.

Skill in identifying and evaluating problems;-evaluating-alternatives and implementing effective solutions.
Skill in coordinating testing and assessment programs.

Skill in providing instruction to diverse student populations.

Skill in using technology to improve teaching and learning

Skill in operating computers and software applications.

Skill in communicating effectively one-on-one or in groups.

Skill in communicating both orally and in writing.

Skill in working independently.

Skill in effectively using organizational and planning techniques.

Skill in establishing and maintaining effective relationships with a diverse population of co-workers and
others. ;

PHYSICAL REQUIREMENTS/ACTIVITIES: The physical requirements of this position are light
work, exerting up to 20 Ibs of force occasionally, and/or up to 10 Ibs of force frequently, and/or a
negligible amount of force constantly to move objects.Subj . S e rehe

MINIMUM QUALIFICATIONS: Master’s degree in Mathematics or a related field with extensive
upper level coursework in Mathematics and three (3) years” experience in providing math instruction at
high school or college level required OR an equivalent combination of education and experience that
provide the required knowledge and skills.

Adopted 6/19/12
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REQUIRED LICENSE/CERTIFICATION: None
REPORTS TO: Director, Learning and Transitional Education Services
APPOINTED BY: Board of Trustees

EMPLOYEE CATEGORY: Professional

FLSA CLASSIFICATION: Exempt

CLASS CODE: 4714 :

JOB SERIES/FAMILY: Student Support Services Series/Learning Services Group
LAST REVISED: H-A7A45-01/23/19

Adopted 6/19/12
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Natural Science Lab Assistant

GENERAL STATEMENT OF RESPONSIBILITIES: To pPlans and coordinates laboratory
activities in Natural Science to support instructional programs.

PRINCIPAL DUTIES: (essential functions) »

e Sets-up-andpPrepares and sets up equipmentf, solutions. media and supplies for assigned
labs. Cleans up following lab experiments including benches, hoods, and reagent tables.

e Performs basic maintenance of laboratory and greenhouse instrumentation/equipment.
Serves as liaison for contracted maintenance when necessary.

e  Provides maintenance and care of living organisms.

e  Maintains inventory of laboratory supplies and purchases chemicals and supplies as
needed.
e Participates in recruitment, learning events, building tours, fundraisers and transfer
programs related to area of assignment.
e  Assists with the preparation of annual budgets for assigned areas, including proposed
expenditures for equipment, supplies, repair and maintenance.
e In accordance with the Risk Management Policy and Program:
Provides expertise on safety and regulatory issues.
Participates in academic laboratory safety program and chemical hygiene
committee.
Properly handles, maintains, stores and disposes of chemicals, microbiological
and biological specimens, including human cadaver and potentially infectious
microorganisms.
Acts as the Laboratory Standard Training Instructor.
Trains faculty/staff on lab safety procedures as necessary; enforces lab safety to
assure student and employee safety.
Serves as liaison with regulatory agencies and assists with external inspections.
e Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of English usage. grammar, spelling. punctuation and vocabulary.
Knowledge of laboratory methods, practices, procedures.

Knowledge of laboratory equipment, safety and hazardous waste disposal procedures.
Knowledge of OSHA standards.

Knowledge of Material Safety Data Sheets.

Knowledge of utilizing data to make informed decisions.

1of2 Adopted 07/21/15
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Knowledge of the care and maintenance of living organisms

Skill in reading and interpreting lab manuals.

Skill in calibration, operation and maintenance of technical laboratory equipment and
instruments.

Skill in organizing, planning and prioritizing laboratory activities.

Skill in communicating effectively both orally and in writing.

Skill in scheduling and assigning work to others.

Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

PHYSICAL REQUIREMENTS/ACTIVITIES: The physical requirements of this positon are
medium work. exerting up to 50 Ibs of force occasionally. and/or up to 20 Ibs of force frequently.

and/or up to 10 Ibs of force constantlv to move ob1ects Work-sreutineh-performed-in-office

MINIMUM QUALIFICATIONS: Associate’s degree in Biology or related field with two years
of related work experience, Bachelor’s degree preferred OR an equivalent combination of
education and experience that provide the required knowledge and skills.

REQUIRED LICENSE/CERTIFICATION: Valid driver’s license and ability to successfully
pass motor vehicle record check preferred.

SECURITY SENSITIVE POSITION: May+Requires a criminal background check.
REPORTS TO: Associate Dean, Health-Natural Science and Mathematics
APPOINTED BY: President.

EMPLOYEE CATEGORY: Classified

FLSA CLASSIFICATION: Non-exempt

CLASS CODE: 81118103

JOB SERIES/FAMILY: Academic Series/Health, Natural Science and Math Group
LAST REVISED: 01/23/19

20f2 Adopted 07/21/15
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Network Administrator

GENERAL STATEMENT OF RESPONSIBILITIES: To design, implement, and maintain
campus network, servers, storage, applications, and services to meet the needs of students, faculty
and staff while ensuring high levels of availability.

PRINCIPAL DUTIES: (essential functions)

e Maintains and provides network and email accounts, file storage and printing for
students, faculty and staff, ensuring proper access to proper resources as authorized by
appropriate channels.

e Manages and implements new networks, servers, storage, and applications, including
timely upgrades of those systems.

e Plans and applies necessary security measures and software patches to safeguard the
College’s data and systems.

e  Monitors and maintains campus network and server system. Reviews usage patterns to
maintain optimal system configuration and performance.

e  Works with network users in maintaining optimal configuration of their user environment
and access to data and applications.

e  Assists ITS Support Specialists and-Audio-Visual-Speeialist-with deployments and
upgrades as needed. Provides backup coverage to Audie-VisualMedia Systems.

e Troubleshoots and resolves user issues/questions.

e  Maintains physical network infrastructure, inventory and network maps. Also maintains
server and storage inventory.

e Researches and stays current on solutions for support issues and future growth projects.

e  Administers, monitors, and tests campus data backup solutions and refines the campus
data recovery plan.

e Provides internal support to the department by strategizing on future technology needs.
planning future budgetary needs, researching latest security vulnerabilities, and network,
server, storage and application upgrades.

e Responds 24 hours a day. 7 days a week to a downed system or service.

e  Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of English usage and grammar.

Knowledge of network operating system software such as Linux, VMware or Windows and
storage administration.

Knowledge of email suite/collaboration administration.

Knowledge of backup system administration such as VMware/agent based backups, LTO tapes
and cloud-based backups.

Knowledge of directory services such as eDirectory/Active Directory, LDAP.

10f2 Adopted 4/23/1996
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Knowledge of application specific administration (document imaging, mobile management,
workstation/application management system).

Knowledge of hardware, tools, equipment and materials used in networking such as switches,
routers, protocols, fiber cabling and devices.

Knowledge of security and vulnerability administration such as: firewalls, antivirus software and
deployment, email spam filtering, and spyware prevention and removal.

Knowledge of utilizing data to make informed decisions.

Skill in operating and maintaining network operating systems.

Skill in solving technical problems involving integrated operating systems and hardware
platforms.

Skill in PC desktop administration (deployment, management, troubleshooting).

Skill in safely utilizing specialized testing equipment and tools.

Skill in responding professionally, effectively and efficiently to customer service requests.
Skill in prioritizing multiple tasks, projects and demands.

Skill in establishing and maintaining effective relationships with co-workers and others.

PHYSICAL REQUIREMENTS/ACTIVITIES: The physical requirements of this position are
medium work, exerting up to 50 Ibs. of force occasionally, and up to 20 Ibs of force frequently,
and/or up to 10 Ibs of force constantly to move objects.

MINIMUM QUALIFICATIONS: Associate’s degree in information technology, computer
science or a related field, Bachelor’s degree preferred, and five (5) years work experience
administering an enterprise class network of a similar size and configuration OR an equivalent
combination of education and experience that provide the required knowledge and skills.

REQUIRED LICENSE/CERTIFICATION: ComTIANetwork+ or other network
administration certifications required within six (6) months of hire. Open Enterprise Server
Certification preferred.

SECURITY SENSITIVE POSITION: Requires a criminal background check.
REPORTS TO: Director, Information Technology Services
APPOINTED BY: Board of Trustees.

EMPLOYEE CATEGORY: Professional

FLSA CLASSIFICATION: Exempt

CLASS CODE: 2317

JOB SERIES/FAMILY: General Administrative Series/Information Technology Group
LAST REVISED: 0+4648-01/23/19
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Office Coordinator, Athletics and Physical Education

GENERAL STATEMENT OF RESPONSIBILITIES: To coordinate the office operations
within a specific office, department or division within the college.

PRINCIPAL DUTIES: (essential functions)

e Prepares deposits for numerous budgets throughout the year for games. concessions
tournaments, fundraisers, campus. Cougar Backer Fan Club and banquets. Maintains
cash box and concession money during volleyball/basketball seasons.

e Gathers and enters information into the computer for reports and other documents,
generates necessary forms, documents and reports, and maintains records. files. and
schedules/rosters.

b z ba - 1 1
orte-make-decistonsregardins prosram-funetions:

e Provides administrative support such as answering the telephone. responds to inquiries

and complaints and determines appropriate resolutions to situations: preparing and
distributing memos, correspondence, meeting minutes and other documents: opening and
processes incoming mail. ordering office supplies and other materials: processing
financial documents. depositing money into accounts, maintaining calendars. scheduling
meetings, monitoring budget accounts and maintaining athletic web pages.

e Creates promotional materials for Athletics.

e May provide support to the Leadership Institute Program.

e Mayberequired-te-aAssions-Oversees and review-theassigns work of ethersstudent
workers.

e May be required to serve on various committees or employee work groups.

e Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of English usage. grammar. spelling. punctuation and vocabulary.

Knowledge of accounting and bookkeeping principles and practices.

Knowledge of report preparation and formatting.

Knowledge of office equipment, and computer hardware-operations and software applications.
Knowledge of customer service techniques.

Knowledge of utilizing data to make informed decisions.
Knowledge of principles and practices of office administration.

Adopted 2/18/1986
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il dinating people and pr ’

Skill in composing memos, letters. reports and other documents.

Skill in handling confidential and sensitive information.

Skill in communicating effectively orally and in writing.

Skill in performing accounting and record keeping tasks and monitoring budgets.

Skill in operating office equipment, and-computers hardware-and software applications.
Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

PHYSICAL REQUIREMENTS/ACTIVITIES: The physical requirements of this position are
lieht work, exerting up to 20 1bs of force occasionally. and/or up to 10 Ibs of force frequently,

and/or a negligible amount of force constantly to move objects. Werk-isroutinelyperformed-in

MINIMUM QUALIFICATIONS: High school diploma, with Associate’s degree preferred and
two (2) years office or accounting experience OR an equivalent combination of education and
experience that provide the required knowledge and skills.

REQUIRED LICENSE/CERTIFICATION: None.

SECURITY SENSITIVE POSITION: Requires a criminal background check.

REPORTS TO: Associate Dean;Business-& TechnologyDirector. Athletics and Physical

Education

APPOINTED BY: President.

EMPLOYEE CATEGORY: Classified

FLSA CLASSIFICATION: Non-Exempt

CLASS CODE: 1110

JOB SERIES/FAMILY: Clerical and Office Series/Clerical and Office Support Group
LAST REVISED: 16/24/0601/23/19

Adopted 2/18/1986
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Fine-Arts-AssistantOffice Coordinator, Humanities, Social Sciences and Fine Arts

GENERAL STATEMENT OF RESPONSIBILITIES: To provide complex administrative
support and coordinate the office operations of the Humanities, Social Sciences and Fine Arts
lelSIOll as well as handle the day-to dav operatlons of the Box Ofﬁce %Ee—pfewée—teehmeal

PRINCIPAL DUTIES: (essential functions)
e Takes reservations for Fine Arts events over the telephone, in-person and via e-mail.

Creates seating assignments. Distributes tickets, collects money and reconciles cash
received. Operates box office during performances.

e Creates and maintains course schedules in Banner, generates necessary forms and
documents, distributes, collects and summarizes student evaluations for identified
division faculty members, maintains files, and arranges for needed course materials.

e Provides administrative support such as answering the telephone. responds to inquiries
and complaints and determines appropriate resolutions to situations; gathering and
entering information into the computer for reports and other documents, preparing and
distributing memos. correspondence, meeting minutes and other documents: opening and
processes incoming mail, ordering office supplies and other materials: processing
financial documents, reconciling-sales, maintaining calendars. scheduling meetings, and
monitoring budget accounts.

e Assists the Gallery Director with updating and distributing each exhibit prospectus, as
well as assisting with the collection and release of exhibition artwork.

e Oversees the creation of the Friends of Fine Arts (FoFA) newsletter as well as collecting
and depositing FoFA dues, maintaining FoFA membership lists. and generate any
correspondence(s) with FoFA members.

e Creates special-flyers;-designsand prints-tickets—desisns-and reereates and programs for

theatre-Fine Arts events, postcards and extensive mailing pieces, utilizing specialized
computer software programs. :

e Oversees and aAssigns andreviews-work of student workers.
e Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:
Knowledge of English usage, grammar, spelling, punctuation and vocabulary.

Adopted 5/18/1993
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Knowledge of principles and practices of making reservations and assigning seats for theatrical
performances.

Knowledge of principles and practices of operating a theatrical box office.

Knowledge of principles and practices of office administration.

Knowledge of office equipment and computer hardware and software applications, including
publishing programs.

Knowledge of utilizing data to make informed decisions.

Knowledge of customer service techniques.

Skill in designing and creating flyers, programs and other specialized materials.

Skill in composing letters. reports and other documents.

Skill in responding professionally, effectively and efficiently to customer service requests.
Slull in mamtammg conﬁdentlal information.

Skill in wor l\m,q mdependenﬂv and pr Iorltlzmg multmle tasks

Skill in operating computers and software applications, including PageMaker-and
PheteSheppublishing programs.

Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

PHYSICAL REQUIREMENTS/ACTIVITIES: The physical requirements of this position are
light work, exerting up to 20 Ibs of force occasionally. and/or up to 10 1bs of force frequently.

and/or a neghglble amount of force constantly to move oblects Werk-isreutinely-performed-in

MINIMUM QUALIFICATIONS: Associate’s degree and two (2) years theatre experience OR
an equivalent combination of education and experience that provide the required knowledge and
skills.

REQUIRED LICENSE/CERTIFICATION: None.

SECURITY SENSITIVE POSITION: May+Requires a criminal background check.
REPORTS TO: Asseciate-Dean, Humanities, &-Social Sciences and Fine Arts
APPOINTED BY: President.

EMPLOYEE CATEGORY: Classified

FLSA CLASSIFICATION: Non-Exempt
CLASS CODE: 43951110

JOB SERIES/FAMILY: Student-Suppert-Services-SeriestAthleties-and-Arts-GroupClerical and

Office Series/Clerical and Office Support Group
LAST REVISED: 10/24/0601/23/19

Adopted 5/18/1993
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model] in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Office Coordinator, Nursing/Allied Health, Natural Science and Mathematics

GENERAL STATEMENT OF RESPONSIBILITIES: To provide complex administrative

support and coordinate the office operations within-a-specific-officedepartment-or-division
within-the-eollege the Nursing/Allied Health. Natural Science and Mathematics divisions.

PRINCIPAL DUTIES: (essential functions)

e . Provides administrative support such as answering the telephone. responds to inquiries
and complaints and determines appropriate resolutions to situations: gathering and
entering information into the computer for reports and other documents, preparing and
distributing memos, correspondence, meeting minutes and other documents: opening and
processes incoming mail. ordering office supplies and other materials; processing
financial documents. depositing money into accounts, maintaining calendars, scheduling
meetings, and monitoring budget accounts.

e ..Creates and maintains course schedules in Banner. updates and enters course svllabi into
system, generates necessary forms and documents. distributes. collects and summarizes
student evaluations for identified division faculty members. maintains files. and arrances

for needed course materials.

e Schedules student nursing Kaplan testing exams.

May assist with planning of special events.

May-berequiredOversees and to assigns and-review-the-work of ethersstudent workers.
May be required to serve on various committees or employee work groups.

Performs other duties as assigned.

KNOWLEDGEV AND SKILLS REQUIRED:
Knowledge of English usage. grammar. spelling, punctuation and vocabulary.

Knowledge of report preparation and formatting.
Knowledge of office equipment and computer hardware and software applications.
Knowledge of customer service techniques.

Knowledge of principles and practices of office administration and management.

Skill in coordinating people and processes.
Skill in report preparation.

Adopted 2/18/1986
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Skill in handling confidential and sensitive information.

Skill in performing accounting and record keeping tasks.

Skill in operating office equipment and computer hardware and software applications.

Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

PHYSICAL REQUIREMENTS/ACTIVITIES: The physical requirements of this position are
light work, exerting up to 20 Ibs of force occasionally. and/or up to 10 Ibs of force frequently

and/or a negligible amount of force constantly to move objects. Weslkisreutinely-performed-in

MINIMUM QUALIFICATIONS: High school diploma, with Associate’s degree preferred and
two (2) years office or accounting experience OR an equivalent combination of education and
experience that provide the required knowledge and skills.

REQUIRED LICENSE/CERTIFICATION: None.

SECURITY SENSITIVE POSITION: Requires a criminal background check.

REPORTS TO: Asseciate-Dean-Business-& TechnelogyAssociate Dean. Natural Science and

Mathematics (primary)
Associate Dean, Nursing and Allied Health (secondary)

APPOINTED BY: President.

EMPLOYEE CATEGORY: Classified

FLSA CLASSIFICATION: Non-Exempt

CLASS CODE: 1110

JOB SERIES/FAMILY: Clerical and Office Series/Clerical and Office Support Group
LAST REVISED: 16/24/0601/23/19

Adopted 2/18/1986
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: €eerdinater;Outreach, and-Dual Credit and Pathways Coordinator

GENERAL STATEMENT OF RESPONSIBILITIES: Develops opportunities and
coordinates follow up efforts to interact with prospects, communicate with prospective students
and provide early general advisement as it relates to careers and College programs, services and
educational opportunities. Develops, cultivates and maintains effective relationships-partnerships
with school district administrators, counselors and teachers, and HCC -that foster increased dual
credit and Pathways opportunities. Coordinates and liaisons between the high school and college
administrators to help meet requirements and standards for the dual credit program. Responsible
for the implementation of Academic Pathways and will coordinate the registration., advising, and
retention of high school students taking HCC classes, either as dual credit or articulated credit
option. Serves as liaison to regional K-12 -School District, Rock Valley Collee and other agencies
related to the Pathways program.

PRINCIPAL DUTIES: (essential functions)

e Provides current information to our new and prospective students about careers, academic
programs, and other opportunities.

Assists students, community members, prospects and staff with questions and concerns

regarding admissions, registration, residency, courses, programs, etc. Makes proper

referrals as needed. Collects and verifies all admission requirements for Dual Credit
students have been completed and submitted.

e Ensures positive and quick follow-up with prospective students by coordinating with

other staff in admissions, marketing and community relations, advising and other areas of

the College as well as maintaining organized outreach materials.

Participates in prospect management including data input, report generation, and use of

the Customer Relationship Management system to ensure strategic communication plans

are met with regular and sequential contacts and notifications.

Provides information and tracking of data to monitor the effectiveness of College

recruitment efforts including use of recruitment calendar and other forms of

documentation; coordinates with institutional research department as needed.

Advises students individually and in group presentations. Coordinates opportunities for

interaction with the appropriate personnel in the college, school districts, companies,

government and non-profit agencies and others in order to ensure positive outreach
relationships.

e  Assists with continuing evaluation of current and new processes and makes
recommendations regarding practices and processes.

e Expands the pool of prospective students by strategically working with new potential
students under cooperative agreements, utilizing electronic tools such as the web site and
Career Cruising, and developing new relationships that expand outreach opportunities.

e May need to identify students participating in programs such as. but not limited to.
Workforce Innovation and Opportunity Act (WIOA). English as a Second Language

Coordinater-Outreach.-and Dual Credit and Pathwavs Coordinator
Adopted 08/18/15
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(ESL) and various precollege initiatives for enrollment into career pathways to certificate
and degree completion.

Designs and implements outreach and promotional programs to encourage enrollment
and as a service to students, employers, alumni, faculty and staff.

Responsible for overall marketing. recruitment and retention efforts for the Pathways

program. Will be Linking Talent with Opportunities within the region by working as a
team with other instructional staff in developing and implementing marketing and
recruitment strategies and may be assigned specific responsibilities such as website
updates and coordinating events with specific Pathways.

Plans and coordinates Pathways events. Supports and participates in Dual Credit

programming, events, and services.

Works with key community relationships to support public programs with the potential of
assisting people into the correct Pathway.

Develops and brokers strategic alliances and relationships to increase high school
partnerships and create opportunities for eligible students to earn college credit while still
enrolled in high school. _Develops, cultivates and maintains professional partnerships
with regional K-12 districts, Rock Valley College and other organizations related to
Pathways and Dual Credit.

Develops, implements and monitors strategies to increase dual credit enrollment and high
school matriculation to Highland.

In collaboration with other staff in student services and academic divisions, facilitates the
expansion of dual credit by acting as a liaison in development, approvals, and updates for
transfer dual credit agreements in accordance with the approved dual credit processes,
Illinois Community College Board, and current state and Federal laws.

Identifies needs of students in dual credit and helps coordinate the provisions of student
services. In collaboration with appropriate departments on campus, streamlines the
processes for testing, registration and other student services required for dual credit
students.

Engages and supports Pathways and dual credit students through educational
requirements, career exploration and successful completion.

Coordinates the development and administration of dual credit and dual enrollment
opportunities at area high schools by working collaboratively with academic divisions,
Director of Enrollment and Records, and other administrators as required.

Assists in developing and implementing Career and Technical Academic Instructional

Pathways with CEANCI and business stakeholders.
Collaborates with internal and external stakeholders to support efforts for expanded and

new Pathways for the region.

+—Collaborates with agency partners. business and industry for purpose of identifying

Industry Credentials for High Priority Occupations regionally.

Provides training for other members of the team with respect to enrollment outreach
efforts.

Participates in Industry advisory committees and councils.

Has a long-term recruitment and retention focus utilizing positive representation of the
College to students and the public.
Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:
Knowle

dee of English usage. erammar. spelling. punctuation and vocabulary.

Knowle
Knowle
Knowle

dge of college programs, degree and certification programs and transfer requirements.
dge of academic resources.
dge of documenting information accurately.

Coordinator-Outreach.-and Dual Credit and Pathways Coordinator
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Knowledge of advising and career counseling practices, principles and processes and college
policies and procedures.

Knowledge of computer operations and software applications.

Knowledge of community resources.

Knowledge of customer service techniques.

Knowledge izing data fo make i ‘

Knowledge, understanding and complian eral and state privacy laws related to
students.

Skill in reviewing student history and interests and recommending possible educational or career
options.

Skill in organizing and managing data and responsibilities

Skill in operating office equipment. computers and software applications.

Skill in communicating effectively in writing.

 Skill in communicating effectively one-on-one or in groups.

Skill in responding professionally, effectively, and efficiently to customer service requests.

Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

Skill in developing and presenting recruitment and educationaltraining opportunities for students,
alumni and the community.

and-puthing—elmbing e i Hrneotob 30-tbs. The physical
requirements of this position are light work. exerting up to 20 Ibs of force occasionally, and/or up
to 10 Ibs of force frequently, and/or a negligible amount of force constantly to move objects.

MINIMUM QUALIFICATIONS: Bachelor’s degree in Marketing, Communications, Student
Personnel, Psychology, or similar degree. Master’s degree is preferred. and three (3) years’ work
experience in a related field such as student personnel, marketing and communications is required
or an equivalent combination of education and experience that provide the required knowledge
and skills. Ability to work a flexible schedule that may require evening and weekend hours. Must
be able to work remotely and utilize technology for communication and organization. Experience
working in higher education preferred._Travel to and from facilities is required.

REQUIRED LICENSE/CERTIFICATION: Valid Driver’s License.
SECURITY SENSITIVE POSITION: Requires a criminal background check.
REPORTS TO: Director of Enrollment and Records

APPOINTED BY: President

EMPLOYEE CATEGORY: Professional

CLASS CODE: 4215
JOB SERIES/FAMILY: Student Support Services Series/Admissions Group
LAST REVISED: H-/244601/23/19

Coordinator—-Outreach.-and Dual Credit and Pathways Coordinator
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Payroll Specialist

GENERAL STATEMENT OF RESPONSIBILITIES: Fe-prepare-and-process-bi-weekly
payrot-for-thecollege’s-employees-To prepare. process and review data to assure accurate

compensation for College employees by the established deadlines, as well as provide excellent
customer service to employees and outside vendors.

PRINCIPAL DUTIES: (essential functions)

e Prepares, verifies and processes bi-weekly payroll; including processing semester
assignments, processing garnishments, maintaining authorizations for payroll deductions;
making deductions of withholding amounts and maintaining accurate accounting control
of such amounts such as state and federal income taxes, retirement contributions, union
dues and various other deductions._Enters payrolls into general ledger accounts.
¢ ] leulati | o] -

e Processes pre-hire and new hire paperwork for part-time faculty, temporary employees,
seasonal emplovees and student employees. verifies completion of employment
paperwork. follows up on missing or incorrect information, and enters data into the
payroll system.

e Responds to employee and third party questions and issues related to payroll; resolves
problems as needed. Verifies employment for various agencies and institutions.

e Updates and maintains SURS web site with new hires, terminations. changes, and
annuitant hire information. Assists SURS in verifying information and researching
employment and compensation information for former employees and retirees.

e Prepares monthly life insurance and LTD billings for payment.

e Prepares and transmits state and federal payroll reports, SURS bi-weekly amounts and
403(b) contribution amounts:; generates bi-weekly deduction reports and internal reports

as reguested aﬁé—eﬂters—paﬁe}h—m{e—geﬂeﬁal—leégei—aeeeﬁﬂ%

e Maintains all employee payroll files and part time faculty personnel files.
e  Maintains the tracking system for employee absences and the sick leave bank.

e Verifies and authorlzes emplovee Tuition Waiver requests and communicates eligibility
changes.

e Maintains confidentiality of all payroll and human resource records, correspondence,
functions and information.
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e Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of English usage. grammar. spelling, punctuation and vocabulary.
Knowledge of state, federal, and local payroll principles, practices and processes.
Knowledge of accounting policies and procedures.

Knowledge of computer operations and software applications.
Knowledge of utilizing data to make informed decisions.
Knowledge of customer service techniques.

Skill in processing payroll and related accounts.

Skill in efficient work habits such as accuracy, meeting deadhnes working independently. paying
attention to detail and effective organization.

Slillinreceivi | ealolai s lleionn .

Skill in communicating and interpreting policies, processes and practices related to payrolland
employesbenefitprograms.

Skill in operating a computer and software applications.

Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

PHYSICAL REQUIREMENTS/ACTIVITIES: The physical requirements of this position are
medium work. exerting up to 50 Ibs of force occasionally. and/or up to 20 Ibs of force frequently

and/or up to 10 1bs of force constant]v to move oblects Weflﬁsfeﬁﬁﬁelﬁﬁaerﬁefmed—m-eﬁﬁee

combination of education and experience that provide the required knowledge and skills.

REQUIRED LICENSE/CERTIFICATION: None.

SECURITY SENSITIVE POSITION: May+Requires a criminal background check.
REPORTS TO: Associate VP, Human Resources

APPOINTED BY: President.

EMPLOYEE CATEGORY: Classified

FLSA CLASSIFICATION: Non-Exempt

CLASS CODE: 3211

JOB SERIES/FAMILY: Financial and Accounting Series/Accounting Group
LAST REVISED: 1+6/24/0601/23/19
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Student Accounts Specialist I

GENERAL STATEMENT OF RESPONSIBILITIES: To support all student account
receivable services functions. For internal purposes, this position will also support non student
accounts receivable, petty cash and other billings.

PRINCIPAL DUTIES: (essential functions)
e Answers questions and resolves issues for clients both in person, via telephone or e-mail
to provide excellent customer service support.

e Performs administrative tasks for student accounts such as applying
payments/waivers/exemptions, refunds, late fees and holds. modifying collection

messages, and documenting student proceedings. Receipts-money-for-beth-student-and
non-student-accountsreeeivable:

. . , . | hird billing hers.
e Verifies third party contracts, bills third parties for tuition/books. tracks payment and
further collection attempts. as necessary.

e Records miscellaneous deposits from other departments.

e Assists in managing the Local Debt Recovery claims.
e Updates and maintains the Cashier’s Office procedural manual.

Denvide O R GE Ba iR e B erSon Le S

e Operates a credit card swipe terminal.
e Performs other duties as assigned

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of English usage, grammar, spelling. punctuation and vocabulary.

Knowledge of computer operations and software applications.

Knowledge of customer and personal service principles.

Knowledge of bookkeeping practices and principles.

Knowledge of college’s policies and procedures pertaining to student and non student accounts
receivables.

Knowledge of utilizing data to make informed decisions.

Knowledge. utdnderstanding and compliance with Federal and state privacy laws related to
students.

Skill in operating computers and software applications.
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Skill in effectively identifying, prioritizing, resolving, documenting and communicating
operational issues.

Skill in efficient work habits such as meeting deadlines, honoring schedules, coordinating
resources and meetings in an effective and timely manner, and demonstrating respect for others.
Skill in responding professionally, effectively and efficiently to customer service requests.

Skill in communicating effectively.

Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

PHYSICAL REQUIREMENTS/ACTIVITIES: The physical requirements of this position are
sedentary in nature, exerting up to 10 Ibs of force occasionally and/or a negligible amount of
force frequently or constantly to lift. carry, push. pull or otherwise move objects, including the

human body. Sedentary work involves sitting most of the time. Wetkisroutinelyperformed-in

MINIMUM QUALIFICATIONS: High school diploma, with Associate’s degree in
Accounting or Business preferred and two (2) years office or accounts receivable experience OR

an equivalent combination of education and experience that provide the required knowledge and
skills.

REQUIRED LICENSE/CERTIFICATION: None.

SECURITY SENSITIVE POSITION: May-+Requires a criminal background check.
REPORTS TO: Manager, Accounting

APPOINTED BY: President.

EMPLOYEE CATEGORY: Classified

FLSA CLASSIFICATION: Non-Exempt

CLASS CODE: 32063204

JOB SERIES/FAMILY: Financial and Accounting Series/Accounting Group
LAST REVISED: 746/204301/23/19

Adopted 07/19/11
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Student Accounts Specialist IT

GENERAL STATEMENT OF RESPONSIBILITIES: Handles the current and past due
student accounts receivables and supports ZPe—SpreH—the College S appllcatlon software
TouchNet Online Bill Pay;-a » 3 56
funetions. For internal purposes, this position will be respon51b1e for non- student accounts
receivable, petty cash, and other billings.

PRINCIPAL DUTIES: (essential functions)

e Answers questions and resolves issues for students and others related to student account
balances, both in person. via telephone or email, providing excellent customer service
support.

e Acts as point person for TouchNet Online Bill Pay. This involves ereatingpaymment
plans;-testing, troubleshooting, eendueting-training, documenting processes and
procedures, reporting incidents/concerns to appropriate individuals. and providing

advanced support for resolving issues.

o .
e Plans-and-assisnstheOversees workflow of the Cashier’s effieeOffice through training
delegation and review of assignments and constructive feedback of the Student Accounts

Specialist 1.

e Processes student refunds for financial aid disbursements.

e Completes fiscal. calendar year. and monthly processes such as reconciling third party
vendor accounts, unreturned bookstore rentals. financial aid accounts billed through the
Cashier’s Office. and Illinois Local Debt Recovery and collection accounts to ensure
compliance. Assists with processing 1098-T Tuition Statements.

e Enters waivers, exemptions, and third party billing vouchers._Builds new
exemptions/waivers in Banner as necessary.

e In collaboration with appropriate departments. facilitates tuition due dates and attends
drop meetings. Communicates deadline dates on schedules/statements and creates and
maintains payment plans in the system.

e Generates electronic monthly E-bills and manually bills third party vendors, applies late
fees and financial holds on past due accounts and manages past due accounts through the
Illinois Local Debt Program or the collection agency.

e Works with third party Vendors to setup contracts for payment of tultlon/books

completes third party book vouchers for use in bookstore. and bills third party vendors
each semester.

e Receipts money for both student and non-student accounts receivable.

e Maintains cash on hand, petty cash, and prepares bank deposits.
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e Provides support services such as cashing personal checks, providing cash boxes, selling
stamps and special events tickets.

e Operates a credit card swipe terminal.

o Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of English usage. grammar. spelling, punctuation and vocabulary.

Knowledge of computer operations and software applications.

Knowledge of customer and personal service principles.

Knowledge of bookkeeping practices and principles.

Knowledge of College policies and procedures pertaining to student and non-student accounts
receivable.

Knowledge, ubdnderstanding and compliance with Federal and state privacy laws related to
students.

Skill in operating computers and software applications.

Skill in effectively identifying, prioritizing, resolving, documenting and communicating
operational issues.

Skill in organizing, coordinating, assigning and monitoring work flow and project activities.
Skill in efficient work habits such as meeting deadlines, honoring schedules, coordinating
resources and meetings in an effective and timely manner, and demonstrating respect for others.
Skill in responding professionally, effectively and efficiently to customer service requests.

Skill in communicating effectively.

Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

PHYSICAL REQUIREMENTS/ACTIVITIES: The physical requirements of this position are
sedentary in nature, exerting up to 10 Ibs of force occasionally and/or a negligible amount of
force frequently or constantly to lift, carry, push. pull or otherwise move objects, including the

human body. Sedentary work involves sitting most of the time. Werk-isroutinelyperformed-in

MINIMUM QUALIFICATIONS: High school diploma, with Associate degree in Accounting
or Business preferred and two (2) years office or accounts receivable experience OR an

equivalent combination of education and experience that provide the required knowledge and
skills.

REQUIRED LICENSE/CERTIFICATION: None.

SECURITY SENSITIVE POSITION: May+Requires a criminal background check.
REPORTS TO: Manager, Accounting

APPOINTED BY: President.

EMPLOYEE CATEGORY: Classified

FLSA CLASSIFICATION: Non-Exempt

CLASS CODE: 3205

JOB SERIES/FAMILY: Financial and Accounting Series/Accounting Group
LAST REVISED: #4643-01/23/19
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Student Advisor

GENERAL STATEMENT OF RESPONSIBILITIES: To help students achieve their
academic goals by providing guidance and advisement during the career decision-making
process, educating students about HCC programs, assisting students with the selection of an
appropriate course load, developing relationships with students, monitoring student progress and
advising or referring students to appropriate resources.

PRINCIPAL DUTIES: (essential functions)

e Manage student and prospective student cases.

e Advise students and prospective students related to placement test preparation. classes,
degrees, transfers, careers, etc.

e May verify and approve transcripts and provide degree compliance checks.

°  Guide students in career and college major exploration, including the use of assessment
tools.

e Work with students with diverse developmental academic needs and assist students in
transitioning between educational levels such as GED or developmental students to
college level courses.

e Work with colleagues to support student retention and transition.

e Provide resources or coordinate student cases with appropriate specialists and areas on
campus to ensure educational success.

° Retrieve, utilize and report information on the computer pertaining to students. Analyze
data and communicate to appropriate departments or employees.

e Provide basic financial aid advising.

e Assist with continuing evaluation of current and new processes.

e Assist with development and maintenance of reporting mechanisms to recognize at-risk
students.

e Being proactive and displaying initiative in helping students through the advising
process.

e Have a long-term recruitment and retention focus utilizing positive representation of the
college to students and the public.

e May lead training for areas of specialization to other Student Advisors, as well as Student
Information Services Specialists.

e Work on a rotational schedule with other Student Advisors to allow for scheduled
meetings and walk-ins.

e Participate in student recruitment activities.

° Represents the College at various meetings on and off campus.

e May be required to coordinate CollegeNOW program.

° May be required to locate Internet Course Exchange (ICE) courses, enter grades and act

~ as liaison between the College and the granting institution.
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e May work with special populations such as veterans, International students, GED
completers, and student athletes.

° May initiate and fac1htate the process f01 awarding proficiency credit for certain classes.

e May be required to lead the transfer initiatives.

e May be required to maintain the degree and course audit computer system (CAPP) and
maintain edits for degree and course information in the College catalog.

e Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of English usage. grammar. spelling. punctuation and vocabulary.

Knowledge of college courses. programs, degree and certification programs and transfer
requirements.

Knowledge of academic resources.

Knowledge of documenting information accurately.

Knowledge of advising practices, principles and processes and college policies and procedures.
Knowledge of computer operations and software applications.

Knowledge of community resources.

Knowledge of customer service techniques.

Knowledge of utilizing data to make informed decisions.

Knowledge. ubnderstanding and compliance with Federal and state privacy laws related to
students.

Skill in reviewing student history and interests and recommending possible educational or career
options.

Skill in operating office equipment. computers and software applications.

Skill in responding professionally, effectively, and efficiently to customer service requests.

Skill in communicating effectively in writing.

Skill in communicating effectively one-on-one or in groups.

Skill in researching and analvzing information.

Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

PHYSICAL REQUIREMENTS/ACTIVITIES Wefk—ts—yeﬁ’&&ely—peffmmedﬂﬂ—eﬁﬁee

requirements of this posmon are sedentary in nature, exemng up to 10 Ibs of force occasionally
and/or a negligible amount of force frequently or constantly to lift, carry. push. pull or otherwise
move objects. including the human body. Sedentary work involves sitting most of the time.

MINIMUM QUALIFICATIONS: Bachelor’s degree in Psychology, Sociology, Education,
Teaching, Liberal Arts or similar degree and one (1) year work experience in advising or
communication field in an academic environment OR an equivalent combination of education and
experience that provide the required knowledge and skills._Requires a Master’s degree in
Psychology., Sociology. Education, Teaching or related field if teaching First Year Experience
Seminar classes.

Experience working in a higher education advising area preferred.

REQUIRED LICENSE/CERTIFICATION: Valid Driver’s License.
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REPORTS TO: Asseetate-Vice President, Student ServieesDevelopment and Support Services

APPOINTED BY: Board of Trustees.

EMPLOYEE CATEGORY: Professional

FLSA CLASSIFICATION: Exempt

CLASS CODE: 4106

JOB SERIES/FAMILY: Student Support Services Series/Academic Advising Group
LAST REVISED: 4/264301/23/19

Adopted 7/24/07
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE; :+—TFransfer-CoordinatorfAcademicStudent Advisor (Grant Funded)
THIS POSITION WILL BE FUNDED ON THE AVAILABILITY OF GRANT FUNDS.

GENERAL STATEMENT OF RESPONSIBILITIES: To assist students under the TRIO
Student Support Services program in graduatinsretention and transfer effortsringto-other

institutions —aaé#m—pfe@kaﬁﬁ—byﬁéeﬁﬁfymg—eeﬁbses—&ﬁd—aimea%aﬁﬁequﬂemeﬂts to promote the

persistence to graduation and other goal attainment.

PRINCIPAL DUTIES: (essential functions)

Advises students and prospective students related to classes, degrees. transfers, careers

ete.

Assists prospective and current students in setting and achieving personal, educational
and career goals.

Assists students in the development of an academic plan, which reflects their academic
background, goals, interests and limitations.

Assists students in selecting courses which will them meet their personal and academic
goals.

Assists with compilation of assessment and eligibility information for project

participants: assists with the intake process.
May verify and approve transcripts and provide degree compliance checks.

Works with students with diverse developmental academic needs and assists students in
transitioning between educational levels such as GED or developmental students to
college level courses.

Working with other Student Advisor(s), Ecoordinates course and program articulation

functions and/or procedures with faculty and staff for students in the transfer process.
Arranges and facilitates college visits for students.

May be required to lead the transfer initiatives.

Working with other Student Advisor(s). cGoordinates course and program articulation

functions with other post secondary institutions, ensuring IAI codes are current and
articulations are current.

Develops effective communication processes with students regarding transfer options and

pportumt]es. .
Provides oversight for the development and maintenance of the Program’s services

webpages and links.
Plans and arranges visits to four-vear institutions.

Monitors the placement and progress of project participants in relation to basic reading,

writing and math skills.
Provides instruction or referral for students needing basic skill improvement; designs and
teaches skills development courses for program participants: develops
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workshops/seminars for project participants focusing on development, transfer and
application of academic skills.

e Consults and confers with all project staff to develop prescriptive plans for all students
identified as high risk.

e Serves as liaison between participating students and faculty.

e May develop and coordinate the tutor/mentor program for the project. Facilitates
monthly mentorship training program for mentors and protégés within the program.

e Acts as an advocate for students answers questions or refers to campus community
resources.

e Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of English usage, erammar, spelling. punctuation and vocabulary.

Knowledge of eurrientamcollege courses, degree and certificate programs and transfer
requirements. _
Knowledge of advising practices. principles and processes. and college policies and procedures.
Knowledge of articulation policies and procedures.

Knowledge of academic and student support resources.

Knowledge of documenting information accurately.

Knowledge of basic crisis mtervention.

Knowledge of community resources.

Knowledge of principles and practices in working with a diverse student population and barriers
encountered by students who are first generation. low income. have disabilities and/or are
underserved.

Knowledge of computer operations and software applications.

Knowledge of utilizing data to make informed decisions.

Knowledge, understanding and compliance with Federal and state privacy laws related to
students.

Skill in reviewing student history. advisingstudents-and-assessing interests, skills and abilities,
and advising students.
Skill in providing tutoring and special instruction to diverse student populations.

Skill in assisting others to set and reach goals.

Skill in responding professionally, effectively. and efficiently to customer service requests.
Skill in communicating effectively orally and in writing.

Skill in researching and analyzing information.

Skill in communicating one-on-one or in groups.

Skill in operating computers and software applications.

Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

PHYSICAL REQUIREMENT

< C

S/ACTIVITIES: Werkisroutinelyperformed-in-office
(=3 ,.,-; ‘ .;f € ;orr "‘o!l' i

o
- The physical

Adopted 7/20/1993
Student Advisor, Grant



requirements of this position are sedentary in nature. exerting up to 10 Ibs of force occasionally.
and/or a negligible amount of force frequently or constantly to lift, carry. push, pull or otherwise
move objects. including the human body. Sedentary work involves sitting most of the time.

MINIMUM QUALIFICATIONS: Bachelor’s degree in education, counseling, student
personnel or a related field, Master’s degree preferred; and three (3) years student advising wetk
and programming for youth or students experience OR an equivalent combination of education
and experience that provide the required knowledge and skills.

REQUIRED LICENSE/CERTIFICATION: None.

REPORTS TO: Director, TRiO Services-Student-Support-Serviees
APPOINTED BY: Board of Trustees.

EMPLOYEE CATEGORY: Professional

FLSA CLASSIFICATION: Exempt

CLASS CODE: 4107
JOB SERIES/FAMILY: Student Support Services Series/Academic Advising Group

Adopted 7/20/1993
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Student Information Specialist

GENERAL STATEMENT OF RESPONSIBILITIES: To guide students and prospective
students through the enrollment process, handling inquiries, referring to appropriate services-and

eee;d—mate—pfes-peet—m&ﬁa-aemeﬂ{ and consistently providing accurate information and excellent

customer service.

PRINCIPAL DUTIES: (essential functions)

e Communicates verbally and in writing with students and prospective students regarding
the enrollment process; appropriately communicates to specialists in Financial Aid,
Advising, Student Success Center, Career Services and other College departments as
appropriate. Helps-students-understand-and-get-set-up-forplacementtesting—Proactively
responds and follows-up on student inquiries.

e Performs data entry and retrieval, verifies accuracy of input, maintains student records
and generates reports.

e Processes and tracks status in communications and management of student and
prospective student cases, utilizing judgment skills and decision-making skills to manage
each case appropriately.

e Coordinates services and student needs with advisors, specialists. Career Services and
other College departments as necessary.

@ Acgicte ac mneopndad a thaen

t—he—S%&éeﬁt—\Rle}kerfegfam—FAF—SA—Wﬂl pamcmate in and a551st w1th planmng of

special events such as Counselors Luncheon, new student orientation, Experience

Highland days; dual-ereditpresentations-and-enreliment;-high-sehoelvisits; HCCtour
days;-and-degree-evaluation-and graduation.

Student Information Specialist
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e May be required to lead training for areas of specialization to other Student Information
Services Specialists as well as Student Advisors.
| I ed ) ] tonts.

e Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of English usage. erammar. spelling. punctuation and vocabulary.

Knowledge of Financial Aid, Admissions & Records and Academic Advising policies and
procedures.

Knowledge of basic functions of departments and areas around campus in order to serve as a
campus resource.

Knowledge of program offerings.

Knowledge of file and record maintenance.

Knowledge of computer operations and software applications.

Knowledge of customer service techniques.

Knowledge of utilizing data to make informed decisions.

Knowledge. understanding and compliance with Federal and state privacy laws related to
students.

o :
Skill in responding professionally, effectively and efficiently to customer service requests.

Skill in interpreting policies and procedures regarding the enrollment process and record keeping.
Skill in communicating and listening effectively.

Skill in responding to inquiries_and problem solving.

Clillin rob] b

Ability to perferm-prioritize multiple tasks and meet simultaneous deadlines.

g .
Skill in using attention to detail. and-follow-through and initiative.

Skill in operating a computer and software applications.
Skill in establishing and maintaining effective relationships with a diverse population of students,
co-workers and others.

PHYSICAL REQUIREMENTS/ACTIVITIES: The physical requirements of this positon are
sedentary in nature, exerting up to 10 Ibs of force occasionally and/or a negligible amount of
force frequently or constantly to lift, carry. push. pull or otherwise move objects, including the
human body. Sedentary work involves sitting most of the time. Weskisroutinely-performed-in

t=4] {=1] &> 5

o o2
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MINIMUM QUALIFICATIONS: Associate’s degree and two (2) years of employment in a
customer contact position OR an equivalent combination of education with familiarity going
through a higher educational enrollment process and work experience that provide the required
knowledge and skills. Experience working in higher education enrollment services area
preferred.

REQUIRED LICENSE/CERTIFICATION: None

Student Information Specialist
Adopted 7/24/07
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REPORTS TO: Director, Enrollment and Records
APPOINTED BY: President

EMPLOYEE CATEGORY: Classified

FLSA CLASSIFICATION: Non-Exempt

CLASS CODE: 4206

JOB SERIES/FAMILY: Student Support Services Series/Admissions Group
LAST REVISED: 4/284501/23/19

Student Information Specialist
Adopted 7/24/07



Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Student Retention Specialist

GENERAL STATEMENT OF RESPONSIBILITIES: Assists with retention efforts by
supporting the student population efthe-eeHegethrough the services provided in the Success

Center.

PRINCIPAL DUTIES: (essential functions)

Assists and supports at-risk students through the Early Alert System. Acts as a liaison

and resource for students to facilitate the use of academic and support programs.
Schedules, administers and proctors various HCC course exams as well as specialty
exams such as Pearson VUE. CLEP. DSST and Kaplan. Oversees and executes the
functions of the Testing Center in the Coordinator. Testing Center’s absence. Serves as
backup for the placement testing data upload and verifies data.

Assists in the planning and delivery of placements tests for Dual Credit and Quick Start.

Provides assistance to students with disabilities inl-earning-Serviees-by administering
and proctoring course exams and placement testing accommodations, following up with
students to provide support and encouragement, and providing educational information to
faculty and staff about services available to students with disabilities. Trains students in
the use of adaptive equipment and schedules Disability Services testing.

oA ssists-and-supports-at-risk-students-through-the Earl-Adert- System—Aetsasaliaisen

and-resouree-forstudentste-faetlitate-theuse ot academic and suppertprosrams:

Serves as back-up for testing data upload process, and assists with departmental
activities.

Communicates verbally and in writing with students and prospective students regarding
the enrollment process; appropriately communicates to specialists in Financial Aid,
Advising, Success Center and other College departments as appropriate. Proactively
responds to and follows-up on student inquiries.

Provides administrative support to Success Center staff such as course evaluation
processing, syllabi management using CurricUNET, entering course semester schedules
in Banner, preparing faculty contracts, and PTK support. Submits and receives purchase
orders and invoices.

Assists the Success Center staff in educating students of the services available to them in
Learning Services.

May coordinate the peer mentor program by supervising peer mentors, pairing mentors
and mentees based on their needs, developing support plans for mentees, and guiding
mentors to help students succeed.
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e May be required to assist at the Student Services area on a rotational schedule.

e May be required to flex weekly hours as needed to cover the Testing Center during the
day and/or evenings.

e May be required to serve on various committees or employee work groups.

e Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of English usage, grammar, spelling, punctuation and vocabulary.

Knowledge of principles and practices of office administration.

Knowledge of Financial Aid, Testing, Admissions & Records and Academic Advising policies
and procedures.

Knowledge of basic functions of departments and areas around campus in order to serve as a
campus resource.

Knowledge of computer operations and software applications.

Knowledge of principles, practices and processes of testing.

Knowledge of case management as it pertains to Disability Services and Early Alert.
Knowledge of principles, practices and procedures related to students with disabilities.
Knowledge of principles and practices in working with a diverse student population.
Knowledge of customer service techniques.

Knowledge of utilizing data to make informed decisions.

Knowledge, understanding and compliance with Federal and state privacy laws related to
students.

Skill in operating office equipment, and-computers hardvware-and software applications.
Skill in maintaining confidential information.

Skill in communicating effectively verbally and in writing.

Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

Skill in responding professionally. effectively and efficiently to customer service requests.

Skill in interpreting policies and procedures regarding the enrollment process, testing processes
and record keeping.
Skill in responding to inquiries.

requirements of this position are light work, exerting up to 20 1bs of force occasionally, and/or up
to 10 Ibs of force frequently. and/or a negligible amount of force constantly to move objects.

D—tO—1 90 S oy

MINIMUM QUALIFICATIONS: Bachelor’s degree and two (2) years working in a customer
service or communication field OR an equivalent combination of education and work experience
that provide the required knowledge and skills.

REQUIRED LICENSE/CERTIFICATION: Nene Certified to administer Pearson VUE,
CLEP and DSST within three (3) months of hire.

REPORTS TO: Director, Learning and Transitional Education Services
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SELECTIONAPPOINTED BY: TFhis-pesition-is-appeinted-by-the-President.

EMPLOYEE CATEGORY: Classified

FLSA CLASSIFICATION: Non-Exempt

CLASS CODE: 4813

JOB SERIES/FAMILY: Student Support Services Series/Student Support Services Group
LAST REVISED: 62/2648-01/23/19

Adopted 12/20/11
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Testing & Career Services Specialist

GENERAL STATEMENT OF RESPONSIBILITIES: To provide bplacement testing and
other testing services for internal and external College customers and to provide assistance and
support in Career Services.

PRINCIPAL DUTIES: (essential functions)
: 1 aditionaland hiehsis] ons.
e  Administers and proctors placement tests to prospective, current, and returning HCC
students, including those given in area high schools.

e Performs testing data entry/upload processes to enter placement test data in BANNER.

Serves as the subject matter expert/primary contact for Accuplacer.

Assists Career Services with the Student Worker Program, by performing duties such as

determining student worker program eligibility, and-processing student worker hiring

paperwork, processing student worker assignment forms, and updating and maintaining
student records.

e Provides administrative support for Career Services, saeh-asincluding assisting with
maintenance and utilization of College Central Network, arranging facilities for
workshops and classes, coordinating job postings. Assists in overseeing and assigning
work with-saperviston-of Career Services/Advising student workers. Assists with special
projects such as the Job Fair and on-site employer visits.

e Provides essential customer service to students, faculty and staff.

e Provides testing services for other internal and external customers, including
administering the Kaplan for prospective nursing students and CLEP, DSST and ISU
Math Placement tests.

e  Assists the Director of Learning and Transitional Education Services with generation of
placement test reports and statistics.

e Provides support for the Fast Forward and

Quick Start programs.

supplies:
e Processes changes to all testing and Career Service related manuals.
Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of English usage, grammar, spelling, punctuation and vocabulary.
Knowledge of utilizing data to make informed decisions.

Knowledge of principles, practices and processes of testing.

Knowledge of principles and practices in working with a diverse student population.
Knowledge of computer operations and software applications.

Knowledge of project and time management principles and practices.

Adopted 1/23/2008
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Knowledge of report preparation and formatting.
Knowledge of customer service techniques.

Skill in operating office equipment, and-computers hardware-and software applications.
Skill in maintaining confidential information.

Skill in composing memos, letters, reports and other documents.

Skill in responding professionally, effectively and efficiently to customer service requests.
Skill in organization and paying attention to detail.

Skill in identifying and evaluating problems and implementing effective solutions.

Skill in engaging in active listening and communicating effectively verbally and in writing.
Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

PHYSICAL REQUIREMENTS/ACTIVITIES Wefk—rs—xteaﬁﬁely—peifeﬂﬁed—m—ei:ﬁee

requirements of thls posmon are hght work exertmg up to 20 lbs of force occasionally, and/or up
to 10 Ibs of force frequently. and/or a negligible amount of force constantly to move objects.

MINIMUM QUALIFICATIONS: High school diploma, with Associate’s degree preferred and
two (2) years office experience OR an equivalent combination of education and experience that
provide the required knowledge and skills.

REQUIRED LICENSE/CERTIFICATION: NeneCertified to administer Pearson VUE, CLEP
and DSST within three (3) months of hire.

REPORTS TO: Director, Learning and Transitional Education Services
APPOINTED BY: President.

EMPLOYEE CATEGORY: Classified

FLSA CLASSIFICATION: Non-Exempt

CLASS CODE: 4754705

JOB SERIES/FAMILY: Student Support Services Series/Learning Services Group
LAST REVISED: 62/264-801/23/19

Adopted 1/23/2008
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Vice President, Administrative Services

GENERAL STATEMENT OF RESPONSIBILITIES: To serve as the Chief Financial Officer
of the College and provide leadership, direction and operational management to the College’s
Administrative Services areas and programs. including Accounting, Information Technology
Services. the Bookstore. Financial Aid. the Conference Center and the Cafeteria.-

PRINCIPAL DUTIES: (essential functions)

e Forecasts, prepares. monitors and communicates the annual budget for the College.
Prepares Resource Allocation and Management Plan, tax levy and monthly financial
reports to the Board and College leadership. Makes recommendations for tuition and fee
rates and fund balance levels. Investigates and recommends solutions for significant
unbudgeted purchases and obligations.

e SupervisesLeads, directs and interacts with staff to establish, plan, implement, manage
and evaluate administrative resources and services.

e Supervises and evaluates departments within the division; oversees the supervision and

evaluation of all employees within the administrative services area.

e In conjunction with the Director, Facilities and Safety. is responsible for College security
and emergency preparedness, which involves managing relationships with area
emergency responders and training personnel.
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e Develops strategic plans and tactical goals for the financial and business divisions within
the College, determines scope and priorities of projects; coordinates resources required to
achieve goals. Plans and develops division’s policies and procedures.

e  Monitors and accesses finance and business operating results, recommends necessary and
prudent modifications, and facilitates processes that result in the elimination of duplicate
programs and resources.
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e Ensures compliance with all federal and state laws/regulations as they apply to the
financial and business operations of the College and ensures internal policies and
procedures are followed.

e In accordance with the Risk Management Policy and Program:

Develops. monitors, and maintains the College’s Risk Management Program.
Reviews practices in relation to the Written Risk Management Program in
determining needed updates or modifications.

Assigns risk management and safety duties to other employees.

Plans campus security procedures and processes_in conjunction with the Director,
Facilities and Safety.

Leads the College Emergency Management Team.

Oversees the Sheriff security contract.

Oversees Protection, Health, Safety projects.

Creates a budget for insurance and security related items.

Conducts Supervises insurance bids and recommends coverage.

Qversees the property/liability insurance program.

Performs safety assessments of College property and corrects any unsafe conditions
or potential safety hazards.

As requested, serves as the chief campus administrator in the absence of the
Ppresident.

e Participates on the administration negotiating teams.

e Represents the College at various meetings on and off campus.

e Serves as the Chairperson of the Policy Review Committee, ensuring regular meetings
are held. minutes are kept, the College Policy Manual is updated. and College policies are
reviewed regularly.

e Serves as the Identity Theft Prevention Officer.

e Operates a credit card swipe terminal.

e Communicates effectively with staff and departments to support efficiency and the
sharing of institutional knowledge.

e Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of English usage. grammar. spelling, punctuation and vocabulary.

Knowledge of current practices in the administration of College financial, business and risk
management operational areas.

Knowledge of governmental accounting and reporting requirements.

Knowledge of budgetary preparation, revenue sources and the financial management of an
educational institution.

Knowledge of strategic planning and research and analysis strategies.

Knowledge of personnel management and supervisory principles and practices.
Knowledge of utilizing data to make informed decisions.

Knowledge of computerized accounting and record keeping systems.

Skill in assessing College’s financial operational needs and developing responsive programs.
Skill in conducting feasibility and cost benefit analysis studies.

SIGIL; s - - | otherfi e ‘

Skill in identifying problems, evaluating alternatives and implementing effective solutions.
Skill in developing, implementing and evaluating policies and procedures.

2 of 3 Adopted 8/21/1990
Vice President, Administrative Services

Page 256



Page 257

Skill in creating and presenting analytical and complex financial data in written and graphic
formats. A

Skill in selecting, organizing and evaluating staff performance.

Sklll in operatlng computer equlpment and performmg complex calculat1ons

Sklll in estabhshmg and maintaining effectlve relatlonshlps w1th a d1ve1se populatlon of co-
workers and others.

PHYSICAL REQUIREMENTS: The physical requirements of this position are sedentary in
nature, exerting up to 10 lbs of force occasionally and/or a negligible amount of force frequently
or constantly to lift. carry, push, pull or otherwise move objects, including the human body.

Sedentarv work mvolves s1tt1ng most of the t1me Wer—lﬁs—m&aﬂe}y—pex:ﬁeiﬁed—m—eﬁﬁee
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MINIMUM QUALIFICATIONS: Certified Public Accountant (CPA) or Master’s degree in
accounting, finance, business administration or a related field and five (5) years administrative
management experience, three to five (3-5) years of relevant administrative leadership in higher
education or government agency preferred OR an equivalent combination of education and
experience that provide the required knowledge and skills.

REQUIRED LICENSE/CERTIFICATION Neﬂe—]ih}ee—ﬁve—ye-ai-s—ef—}e%e\%ﬁ{
e ~preferred-Certified Public

Accountant pr eferred.

SECURITY SENSITIVE POSITION: Mas+Requires a criminal background check.
REPORTS TO: Executive Vice President.
APPOINTED BY: Board of Trustees.

EMPLOYEE CATEGORY: Administrative

FLSA CLASSIFICATION: Exempt

CLASS CODE: 6325

JOB SERIES/FAMILY: Administrative Series/Executive Group
LAST REVISED: 7464301/23/19
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Vice President, Student Development and Support Services

GENERAL STATEMENT OF RESPONSIBILITIES: To serve as the Chief Student Services
Officer and provide leadership, direction—assessment, planning and operational management in
student services and other support services of the College including.as-the-Chief-Student-Affairs
Q@ﬁeer—ée—ﬂae—@eﬁeee—s—%&téeﬁ{—seﬂ—}ee& Adult Educanon——&ﬂ&leﬁes—mmkeﬂﬂg—ms%ﬁ&&eﬁal

stlateclc planmng student development programs., and mal]\etnw/commumtv relations

functions.areas—and—te—promote—the—academic—achievement—and—personal—development—ef—all
Highland-students

PRINCIPAL DUTIES: (essential functions)

e Supervises, directs and interacts with staff to establish, plan, implement, manage and
evaluate student resources and services. Works with internal and external stakeholders to
continually scan changes in student services programs and standards and i insures optimal
planning and effective strategic decisions.

e Provides leadership, goals and strategic planning for the division of student services
including assessment. analysis and troubleshooting for continuous improvement.
Determines scope and priorities of projects, and coordinates resources required to achieve

e Super\ ises and evaluates departments within the division: oversees the supervision and
evaluation of all emplovees within the student services. Adult Education. athletics.
marketing. institutional research and hich school Servant Leadership program areas.

e Promotes welcoming, supportive, and vibrant campus culture.

e I eads the College’s Strategic Enrollment Management (SEM) process and SEM
Committee.

e Leads the College’s strategic planning process—which-follews-a-five-year-eyele.

e Develops and monitors budget schedules, planning and implementation reports, statistics
and other written and electronic documents.

e Plans.-and develops and recommends division*s-policies and procedures.
e Plans. 1mplements and evaluates student development programs.

ané—assqeiated—ae&%%Evaluates and 1ecommends lecmmnent mau]l\e'[mcy strategies
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provides leadership in developing retention tools and works to maintain relationships
with external and internal groups that impact those functions.

e Oversees both the tools and strategies to communicate internally and externally.

e _Asrequested;-suppertsActs as the Freedom of Information Officer (FOIA) in responding
to all (FOIA) requests.

e Monitors and accesses operating results in areas such as articulation, accessibility, and
student success, recommends necessary and prudent modifications, and facilitates
processes that result in the elimination of duplicate programs and resources.

e Ensures compliance with all federal and state laws/regulations as they apply to students
and student services and ensures internal policies and procedures are followed.

e In accordance with the Risk Management Policy and Program;

Serves as campus Title IX Coordinator.

Oversees student disciplinary process, code of conduct and student appeal

processes.

Develops and oversees student mental health services.

Coordinates and provides support to students and families in any college related

crisis.

Serves on the College Emergency Management Team.

Leads the College’s Vielence-Rrevention-CommitteeBehavioral Intervention
Team (BIT) and Campus Threat Assessment Team.

Serves as the president’s liaison to student government and provides leadership

to that student elected body through the designated advisors.

If requested, serves as the designated chief campus administrator in the absence

of the pPresident or eExecutive ¥Vice- pPresident.

e Represents the College at various meetings on and off campus.

e Communicates effectively with staff and departments to support efficiency and the
sharing of institutional knowledge.

e Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of English usage. grammar. spelling. punctuation and vocabulary.

Knowledge of student academic advising policies and practices.

Knowledge of admissions policies and procedures, assessment test administration and scoring.
Knowledge of course transfer and articulation policies and practices.

Knowledge of strategic planning techniques and research and analysis strategies.

Knowledge of data management and institutional research.

Knowledge of current marketing and enrollment management practices.

Knowledge of NJCAA and Highland athletics policies and practices.

Knowledge of personnel management and supervisory prmmples and practices.

Knowledge of budget preparation, bid and purchasing procedures and expense control.
Knowledge of interpersonal skills using tact and diplomacy.

Knowledge related to providing advising and support to individuals and eroups throuch
directions. feedback. critique. referral and euidance.

Knowledge and understanding of learning and development theories and their use in constructing
learning outcomes.,

Knowledge of utilizing data to make informed decisions.

Knowledge of Title IX and Section 504 ADA and other laws impacting students.
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Skill in designing. conducting, critiquing and using various assessment. evaluation and research
methodologies and using result to inform practice,

Skill in envisioning, planning and affecting change in organizations and responding to broad-
based constituencies and issues.

Skill in listenine. addressing eroup dynamics. managing conflict and crisis situations, and
partnering with other professionals. departments and agencies.

Skill in the use of digital tools. resources. and technologies for the advancement of student
learnine. development and improved performance.

Skill in planning and developing academic support curriculum and student services.

Skill in conducting feasibility and cost benefit analysis studies.

Skill in identifying problems, evaluating alternatives and implementing effective solutions.
Skill in selecting, organizing and evaluating staff performance.

Skill in creating and presenting written and oral communication pieces.

Skill in developing, implementing and evaluating policies and procedures.

Skill in establishing effective community partnerships and effective relationships with external
stakeholders.

Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

PHYSICAL REQUIREMENTS/ACTIVITIES %eﬂﬁs—}%%ﬂaeh—peffeimedﬁ%eﬁﬁee
S : . i

et 2 ( 2 : The ph\ swal
leqmrements of thlS position are Qedentam n natule Dxel ting up to 10 Ibs of f01 ce occasionally
and/or a negligible amount of force frequently or constantly to lift. carry. push. pull or otherwise
move objects. including the human body. Sedentary work involves sitting most of the time.,

MINIMUM QUALIFICATIONS: Master’sBachelot’s degree in student development, higher
education leadership. psychology. sociology. sadministrations-or a related field and five (5) years
administrative leadership in higher educationmanagement experience; Master’s-degree- preferred
OR an equivalent combination of education and experience that provide the required knowledge
and skills.

REQUIRED LICENSE/CERTIFICATION: Mene—Three-five-vears-ofrelevant
administrative-leadership-in-hicheredueation-preferred-Must register as Freedom of Information
Act (FOIA) Officer with State of Illinois and Title IX Coordinator with Department of Education
within six months of hire.

SECURITY SENSITIVE POSITION: Mas-#Requires a criminal background check.
REPORTS TO: Executive Vice- President
APPOINTED BY: Board of Trustees.

EMPLOYEE CATEGORY: Administrative

FLSA CLASSIFICATION: Exempt

CLASS CODE: 6330

JOB SERIES/FAMILY: Administrative Series/Executive Group
REVISED: 89234401/23/19
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Highland Community College

Position Description

CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College
has adopted a set of Core Values and Employee Characteristics that it believes each employee
must model in order for the College to provide a supportive and productive working and learning
environment. These Core Values are Integrity, Compassion and Respect. The Employee
Characteristics are Commitment, Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Vice President, Business, Technology and Community Programs

GENERAL STATEMENT OF RESPONSIBILITIES: To provide direction and leadership
within the areas of the Business and Technology Programs, Lifelong Learning, Business Institute,
and Facilities.

PRINCIPAL DUTIES: (essential functions)

Development, supervision, coordination and evaluation of the instructional programs
related to areas of assignment.
Directs and coordinates all aspects of Vocational/Technical education related to program
and curriculum development, funding options, grants and state and federal requirements.
Prepares and manages the annual budgets for assigned areas. Approves budgets and
expenditures, and allocates resources as necessary.
Represents the College at various meetings on and off campus.
Participates in the development, implementation and evaluation of annual goals and
objectives for the College, the division, other supervised areas and individuals.
Participates in developing class schedules, making teaching assignments and efficiently
distributing teaching loads for Business and Technology and Lifelong Learning.
Develops partnerships with internal constituents and external organizations to better serve
the students and local community.
Participates in assessment of student learning and other projects as assigned.
Supervises and evaluates departments within assigned areas; oversees the supervision and
evaluation of all employees within Business and Technology, Lifelong Learning,
Business Institute and Facilities.
Participates in collective bargaining if requested.
Assists in the preparation and maintenance of a variety of reports, plans, surveys,
questionnaires as required.
Provides supervision, leadership, and motivation to improve the quality of instruction, to
implement the concept of the learning college, and to establish quality management
principles and processes.
Provides oversight of Facilities.
Directs and coordinates all aspects of the Lifelong Learning and Business Institute
programs.
Leads new program development in assigned areas.
Interprets administrative policies to faculty and staff and represents faculty and staff
members in assigned areas to the administration.
In accordance with the Risk Management Policy and Program:

Review student complaints.

Oversee and monitor instructor and student travel.

Perform safety assessments of Business and Technology classrooms and equipment.
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Procure and oversee the use of program materials and supplies necessary to maintain
campus safety.
Coordinate weather related school closings.
Perform MSDS review as assigned.
Serves as a member of the College Emergency Management Team.
Review student conduct and intervention.
e Communicates effectively with staff and departments to support efficiency and the
sharing of institutional knowledge.
e Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of English usage, grammar, spelling, punctuation and vocabulary.

Knowledge of practices in the administration of vocational/technical instructional programs and
related support activities.

Knowledge of curriculum, programs and staff development.

Knowledge of assessment practices of student learning,.

Knowledge of technology used in teaching and learning.

Knowledge of grant administration techniques, budget preparation and expenditure control.
Knowledge of research and analysis techniques and strategies.

Knowledge of training needs of local business and industry.

Knowledge of utilizing data to make informed decisions.

Knowledge of personnel management and supervisory principles and practices.

Skill in operating a computer and software applications.

Skill in communicating effectively orally and in writing.

Skill in effectively managing staff, delegating tasks and authority, and training personnel.
Skill in planning and developing instructional services.

Skill in assessing and prioritizing multiple tasks, projects and demands.

Skill in developing and implementing long and short-range goals and procedures for cost
effective management of allocated resources.

Skill in resolving conflicts.

Skill in researching and writing grants and other operational reports.

Skill in identifying problems, evaluating alternatives and implementing effective solutions.
Skill in preparing reports, developing and monitoring budgets, and administering policies and
procedures.

Skill in establishing and maintaining effective relationships with a diverse population of co-
workers and others.

PHYSICAL REQUIREMENTS/ACTIVITIES: The physical requirements of this position are
sedentary in nature, exerting up to 10 lbs of force occasionally and/or a negligible amount of
force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the
human body. Sedentary work involves sitting most of the time.

MINIMUM QUALIFICATIONS: Master’s degree in vocational education, business education,
administrative or a related field and five (5) years teaching experience in a business or technical
field, along with some non-academic work experience OR an equivalent combination of
education and experience that provide the required knowledge and skills.

REQUIRED LICENSE/CERTIFICATION: Valid driver’s license.
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SECURITY SENSITIVE POSITION: Requires a criminal background check.
REPORTS TO: Executive Vice President

APPOINTED BY: Board of Trustees.

FLSA CLASSIFICATION: Exempt

CLASS CODE: 6315

JOB SERIES/FAMILY: Administrative Series/Executive Group
LAST REVISED: 854548 01/23/19
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Highland Community College

Position Description

- CORE VALUES AND EMPLOYEE CHARACTERISTICS: Highland Community College has
adopted a set of Core Values and Employee Characteristics that it believes each employee must model in
order for the College to provide a supportive and productive working and learning environment. These
Core Values are Integrity, Compassion and Respect. The Employee Characteristics are Commitment,
Interpersonal Skills, Lifelong Learner and Sound Judgment.

TITLE: Workforce Pathways Specialist (Grant Funded)*
THIS POSITION WILL BE FUNDED ON THE AVAILABILITY OF GRANT FUNDS.

GENERAL STATEMENT OF RESPONSIBILITIES: To provide complex administrative support for
the Pathways grant program within the college including specialized support in the development and
implementation of the Pathways program.

PRINCIPAL DUTIES: (essential functions)

e Provides administrative support such as preparing memorandums of understanding and other
written documents, responds to inquiries and complaints and determines appropriate resolutions
to situations; schedules and prepares for meetings, processes mail, schedules appointments and
keeps calendar.

e Assures timely and accurate reports including fiscal, academic and administrative reports.

e  Gathers and enters information into the computer for reports and other documents, maintains
records and files, analyzes financial or project data, and makes recommendations.

e Retrieves, utilizes and reports information on the computer pertaining to students. Helps track
dual credit and articulated credit classes in the high schools

e  Orders and maintains an inventory of office supplies and submits and receives purchase orders
and invoices.

e Works with the marketing department and outreach, dual credit and pathways coordinator to
execute and support Pathways marketing plans including short presentations to prospective
schools, families and students.

e  Assists with planning and coordinating Pathways events and supports and participates in Dual
Credit Programming events and services.

e May be asked to attend some functions and present information about Pathways and the College.

e May be assigned specific responsibilities such as website updates and coordinating events with
specific Pathways.

e May provide support assistance to the recruitment efforts of the College.

e Monitors department budgets, prepares and processes financial documents, including check
requests, purchase orders, travel and expense reports.

e  May be required to serve on various committees or employee work groups.

e Performs other duties as assigned.

KNOWLEDGE AND SKILLS REQUIRED:

Knowledge of English usage, grammar, spelling, punctuation and vocabulary.
Knowledge of principles and practices of office administration.

Knowledge of office equipment, computer operations and software applications.
Knowledge of report preparation and formatting.

Knowledge of customer service techniques.

Knowledge of utilizing data to make informed decisions.

Workforce Pathways Specialist*
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Skill in maintaining confidential information.

Skill in composing memos, letters, reports and other documents.

Skill in effectively using organization and planning skills, including the use of attention to detail and
follow through.Skill in reviewing student history and interests and recommending possible educational or
career options.

Skill in organizing and managing data and responsibilities.

Skill in operating office equipment, computers and software applications.

Skill in communicating effectively in writing.

Skill in communicating effectively one-on-one or in groups.

Skill in responding professionally, effectively, and efficiently to customer service requests.

Skill in establishing and maintaining effective relationships with a diverse population of co-workers and
others.

PHYSICAL REQUIREMENTS/ACTIVITIES: The physical requirements of this position are light
work, exerting up to 20 Ibs of force occasionally, and/or up to 10 lbs of force frequently, and/or a
negligible amount of force constantly to move objects.

MINIMUM QUALIFICATIONS: Associate’s degree and two (2) years office experience OR an
equivalent combination of education and experience that provide the required knowledge and skills.

REQUIRED LICENSE/CERTIFICATION: None.

SECURITY SENSITIVE POSITION: Requires a criminal background check.
REPORTS TO: VP, Student Development and Support Services
APPOINTED BY: President.

EMPLOYEE CATEGORY: Classified

FLSA CLASSIFICATION: Non-Exempt

CLASS CODE: 5605

JOB SERIES/FAMILY: Community and Partnership Series/Workforce Pathways
ADOPTED: 01/23/19* [Pending Board Approval]
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