
~ 
Highland Community College Board of Trustees 

Retreat Agenda 
December 14, 2022 - 8:00 a.m. 

Robert J. Rimington Board Room (H-228) 
Highland Community College StudenUConference Center 

Freeport, Illinois 

Public access to 1he meeting is provided onlinc via 
https://highlgnd,r,oom,us/j/88320472535?pwd=SmdzVjE3cDRVenFiaFBYRm5sV2VIOT09 

or by phone at 312-626-6799 using meeting ID 883 2047 2535 and Passcodc 643643 

I. CALL TO ORDER/ROLL CALL 

II. PUBLIC COMMENTS 

III. OPENING REMARKS 

IV. SPORTS FACILITIES FEASIBILITY STUDY REPORT 

V. DIVISION FOCUS: NATURAL SCIENCE AND MATHEMATICS 

VI. ADMINISTRATIVE UPDATES 

A. Implementation of Compensation Study and Minimum Rate Salary Adjustments 
and Salary Range Placements 

B. Budget Planning 
C. Tuition 
D. Campus Signage Project 
E. Preview of Academic Calendar 
F. Shared Governance 

VII. MAIN MOTIONS (ACTION) 

A. CollegeNOW Agreement Between Highland Community College and 
Warren CUSD #20S for the 2023 - 2024 Academic Year (FY24) (Page 1) 

B. New Program: Marketing Certificate Program (Page 4) 
C. New Program: Entrepreneurship/Small Business Management Certificate 

Program (Page 14) 
D. Course and Miscellaneous Fee Changes for Fall 2023 (Page 25) 
E. Second Reading - New Policy 1.111: Board Member Attendance by a Means 

Other Than Physical Presence (Page 28) 

Mlalon 
Highland Community College la committed to shaping the future of our communities 

by providing quality education and leaming opportunities through programs and services 
that encourage the personal and profeSBional growth of the people of northwestern IHlnols. 



F. Compensation Adjustment: Director, Facilities and Safety (Page 30) 
G. Implementation of Compensation Study and Minimwn Rate Salary Adjustments 

and Salary Range Placements (Page 31) 
H. Appointment: Coordinator, Upward Bound (Grant Funded) (Page 38) 
I. Revised Job Description and Job Title: Coordinator, Outreach and Dual Credit 

(Page 39) 
J. Revised Job Description and Job Title: Coordinator, Center for Teaching and 

Learning Services (Page 43) 
K. Revised Job Description: Coordinator, Testing Center (Page 47) 

VIII. CLOSED SESSION 

A. Appointment, Employment, Compensation, Discipline, Perfonnance, or Dismissal 
of Specific Employees 

B. Collective Negotiating Matters 
C. Semiannual Review of All Closed Session Minutes and Audio Recordings 

IX. ACTION, IF NECESSARY 

A. Appointment, Employment, Compensation, Discipline, Performance, or Dismissal 
of Specific Employees 

B. Collective Negotiating Matters 
C. Semiannual Review of All Closed Session Minutes and Audio Recordings 

(Handout) 

X. BOARD UPDATES 

A. Reports from Association of Community College Trustees Annual Leadership 
Congress 

XI. OLD BUSINESS 

XII. NEW BUSINESS 

A. Board Approval of New Hires 

XIII. ADJOURN 



AGENDA ITEM #VII-A 
DECEMBER 14, 2022 

IHGHLAND COMMUNITY COLLEGE BOARD 

COLLEGENOW AGREEMENT BETWEEN mGHLAND COMMUNITY COLLEGE 
AND WARREN CUSD #205 FOR THE 2023-2024 ACADEMIC YEAR (F)'24) 

RECOMMENDATION OF THE PRESIDENT: That the Board of Trustees approves the 
attached CollegeNOW agreement for the 2023 - 2024 (FY24) academic year for qualified 
students attending Warren CUSD #20S. 

BACKGROUND: The CollegeNOW program at Highland Community College provides 
students with an opportunity to enroll in college-level courses full-time while earning dual 
credit toward a high school diploma and an associate's degree. The program has grown from 
two participating high schools in the Fall Semester of2012 to 13 participating high schools in 
the Fall Semester of 2022. The terms of the agreement for Warren remain unchanged from the 
previous year. 

BOARD ACTION: ____ _ _____________ ___ _ 
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CollegeNOW 
TERMS or AGRBIMENT . 

·2oiJ·-2024 Acadelllle Yeai (ff'U). 
W~~-c;usD 205-1 J¥)and Com~uni\' Cotlep 

• :Students~ apom,d-to A,llowfhe Hijhbmd cetaloa. inoludiq-.oad~~~ 
~ FERPA, ~ of cOJ1duot.and,~ pn,ce41Jru,. 

··•· tlio~ oftbo Aaoeiaof AICl--1.AuoQiato ofSchll*..~ .._doncaudes 
will be available between 8:00 a.m. and 2;30 p.m. 8-dents will be required to tab~ 
Year Blq,ariaacl Smniuar-(FYE$) 1hl ,ummor prior' to fall~ Studeafa may take 
.alaaa"8 outsido of the 8:00 aJll,..:. 2:30 p.m. but muat pnwide 1beir OWll tranepodldon. 
~ are_ -,.a.._.,1,1, tbr pm'Yiding their own tramportatloa to tho FY.BS oour,e. 

• lndivtdual .avilhaa· _.. ~ma will be•~• ftQdcnts. ~ idvi,orwjU be 
•-'-cd and. ---i-•1•• ad--'.;.."... : ., "tmenta --'-' -~u . . ••·- !..,.... a_ppom •~,....-

• For t1ti 2023-2024 )'OU'. the CollipNOW ltudmte IUid Mr~ or au,atdiao from 
. w-. HJa(i s•olwiU pay Ill ... includfna tui~ univmal, lab and coune 1--
for die Silmmer, Pall ancl Spdna ll'melten; P'YBS oriCfttatioa dw in the S\1IIDlla' . 
-seme.tor. and .FteabmlD Seminar (I specialized OOUl'ICI duipecJ. for :fall ·~ 
C.llegeNOW student&· oaly). Boob, aupplim. - ~are., dut 
respoQllbBity of the stuclentl&mU.y.. · 

• Students '#ill btprovidcsd a llgblalld Gra~WtJci s-.nan ~ ml ..,_.d to check. 
B-mail .eammunica#om daily. · -~ · 

·• to uat"1-• ..... deatsJ11111t.Lo."--'~'tad-.J.A- · · ·· botmlllekaiut · · · d . q . u:.1, """ ,. -..-. .... a----... y,par; .. maoo ' 
standing; 3.0 miDim.mn GPAi meet oollqf-1Ml mtrance 8'0re& ,Oil AouupJacer. SAT •am. ACF-~ or equtwlc have~-,~ _muat--1orimtalion-
~and ~on "1-biah IICb®J.. . · · 

:•. S~ts are-.apoeled to ~•dmaja -~ j.O grp ~ ama1e'1:o ielDabi eliglblo tor~. 
CollepiOW pn,gratn. · 

• ,Studenm (in junior atandklg at Wm'Oll Ria:h School) will ht ~-ftom elm to 
complete. ~e required i'--and college~~ exams. 

• -Stu&rnt, will abido by.tbfi lfighlA~ Ooa,m~ay-O.flogt ~. 

• lndi'Vidilll ~ Will dotmmine -~~_by coano._ 
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-•- Fo~ 6112023~ ~ wUl ~.witbin a. Sm~~ of tba iepltl'ltiu 
-~ 

·• ~-m11..-'ft>ronlinc~ with tbecon,en.tofth1it ~;. 

•. Student iecords in this pmgnrin Will follow the ·PUPA law. Studenta muat lip aNleasc 
of infonaab 1.0 th.at mid-wnn ~ t1na1 _gradcl can be shared.~ .the high aehooL. 

' 
• Tho Hiah Schqol will provide_ ~ent tbr each parcteipatm1 $Udeot by siping .tile . 
P~ Aareemem allowina thc.-ucimJt to emoll hi CotlepNOW. 1bo aludGilt.W,ll 
~ tho....-, tO Qle. Coll9 Admil$iqa. oflic-e upon •tiatiun. 

• · ~~t for students wllo dmj, or withdraw~ follow ~uep·palioy. 

• 1blJ Freshman Seminar WiU mt1et ·once per waek and CNWCr 8bldn devolopnient ud 
9tbes" to,pics ~-by . .._noeda of1h•·JtUdefttl. Moet.monlbJJ with..:lvisorin th& 
sccond-.aeater~ at lcut twa • ~ insubaq~aem~ · 

• . a::r,..,,.1, ll1ort .. .,.A -:A~- . . will IL.,. --~--a·I,..• tb,e Uviml' 
l/:IIIUY ..... ~-·~ . ~,11,!U~V:7 .. ft 

• PiDa1 grada-\\'ill be provided 10 Che 'f&li school guidance eounnfur. 

·It· a~ .... , .... -1 Comm .. ~. c--•i..o. ..-or. ~- . . !W-1,1"" ~ 

:Chris Ku~ Preaidant. 

run Bi1chEl11, ·a., 
BQJIJd ofTruam-

.. for Wllblil CUSP 205 

Date 
eomd· pf BduQamm 

Datlt 
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AGENDA ITEM #VII-B 
DECEMBER 14, 2022 

IDGHLAND COMMUNITY COLLEGE BOARD 

NEWPROGRAM 
MARKETING CERTIFICATE PROGRAM 

RECOMMENDATION OF THE PRESIDENT.: That the Board of Trustees approves the new 
Marketing Certificate program. 

BACKGROUND: The Marketing Certificate provides a foundation in general marketing 
practices and principles. With the reactivation of the Business Administration AAS degree, this 
certificate will serve as a stackable approach towards the AAS. This aligns with the Stamats 
research and recommendation. 

If approved by the Highland Board of Trustees, the program will be submitted to the Illinois 
Community College Board for approval. 

BOARD ACTION: _____________________ _ 
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form 21: AppHcatlon for Raaonalble and Modllnlte Extenaton 

lllnola communn, College 8oerd 
Appllcatlon for RH■Dllallla and Moderate Extenelon 

SulNnb 90I bu cppy 

; College Name: 1 lf'8hland Community Collage I 5,,DJglt College t: 11 11901 
. Contact Penson: Evan Talbert I Phone: 81M98-3110 
Email: I Evan.!IIINH ..... andJldy I Fa: 811-3821 · 

PfOPONd Rnaonllble·and I ••rtmllrla CertlficaM 
Moderate Extenalon Tlh: 

1 CNdlt Kouns: 22 

Exlat(ng /Parent Program Tide: Bualnea Admlnlatnlllon - ANoaate of Applied 
8cs.nc. 

ParentPr'9flx IBUSN l Parent Num.._ I 20e 

PleaN Attach "'8 Fo/lowlntl Imm•: 
1. Employmant Qbl,cllvnlProqrmn Purpay: Provide for both lhe parent and the propo&ed 

extension. 

2. catalog Dpc,lptlgn: Provide a description of Iha program aa it wil appear In the college's catalog. 
3. Curriculum: Provide a copy of the term--by-lerm sequence of courses for both the parent and the 

proposed extension. If a program Is aver 60 CNKl!t hours (for AAS dagree1) or over 30 credit hours 
(for CTE Certificates), ,:nvlde a rationale as to why the prognarr. exceeds those credit hours. 
Include course information far each new course included In the proposed program. 

4. Eclucallonal Allanm•rtt; Describe how the propoHd axtenskm illustrates a Program of Study. 
Provide the career Cluster for the proposed Extension and 1he existing Parent program. See 
ICCB'a Program■ d Study website far more infonnallon. 

5. AppnwallAcra,dltatlpn: Provide a desaiption of accndltation requlremea,lllprocedurel if this 
extension requires approval or review by other agencies or pro'esskmal or n,gul8t01y entttlas. 

8. Labor Margi NNd; Provide Information Inducing employment projections and completer data 
(as applicable from surrounding dlstrk:ts) supporting need for lhe propoaad reasonable and 
moderate mctenalon, or alternative labor market data as 8118ftable. 

7. lnfonnatlon for tlla ICCB ,.... fl•= Completed Fam 22 (In duplicate) for the proposed new 
curriculum. Courie addition and/or modlftcation n1quests should be submitted via ICCIS once the 
proposed excenslon AIC8ivea approval. 

' 
V•lllcallon 

sranec:I 
Reoulred- Chief Administrative Officer Stnnature I Date 

I - - -------r-~----1I1 
e-a not,; /CCI Uff °""' Bcp lJHlff rm,ln on lhm(Nft otApp11gt1on foan. 
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Marketins Certificate Proposal-Fall 2022 

1. Employment Objectlves/p,aaram purpo11t. Provide for both the parwnt and the pn,powl 
mansion. 

Busl ness Administration Associate of Applied Science: 
BusJness Administration araduates find employment in an assortment of business settings, and 
In a wide range of industries. Thev wfN typically serve in entry-fevel positions, or advance in their 
current posltlon1 and may be assq:ned to a wide variety of departments or pqram areas. The 
generat nature of the core program wHI allow the student to feel comfortable in a multitude of 
job asstanments, while the various emphases wm provide a focused pathwav In aeneral 
management, marketina, or ownlnt/manaafna a small business. 

The business/sen.ices related area Is predicted to be one of the areas of employment In hlah 
demand wen Into the future. As companies try to do more with fewer personnel, the student 
who Is well versed in a variety of busir1e&s areas will be well suited for the rapldlv chanaina job 
market. 

Mar1c.etlna Certificate: 
Completers of the Marketing Certificate will have obtained essential mar1cetir11•specffic skills. 
lncludl"I the •4 Ps"' of marketins, consumer behavior, sales, and advertl5inl. Students will be 
prepared to work In a vartetv of entry ... evel rnarketins-related positions In a variety of 
businesses, as wen as operations and management positions requiring a maricetlna perspective. 
The Marketina Certificate Is desianed to be completed on its own, or as a chectcpoint on the way 
to a 2-year AAS dearee. 

z. catalo, Description 

The Mar1cetlna Certificate provides a foundation in aeneral marketing practices and prlnclpfes. 
Courses cover tradfttonal marketing, as well~ dfgital and social media marketlne. Students will 
pin an understandins of how marlceti"I is interconnected with other areas of the business, in 
addition to seneral business skills, computer information svstems, and principles of · 
management. Skill development will come In many fonns such as traditional classroom, 
alternatwe delivery methods and campus/mmmunfty experiences. 
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Marketing Certificate Proposal - Fall 2022 

3. curriculum. Provide a c:apy of the term-by-mr,n sequence of courses for both the parent and 
the proposed extenslan. 

Business Administration Associate of Applied Science: 
Required Business Counn 
48 Credit Hours 

ACCT 105 Elements of Accounting 
ACCr 213• Flnanclal Accounting 
BUSN 121• Introduction to Business 
IUSN 124• Introduction to Small Business 
IUSN us• Mathematics of Business 
BUSN 141• Business Communications (or ENGL Ul or 

COMM101I 
BUSN 223• Business Law I 

BUSN 224• Business Law II (or BUSN 229) 
IUSN 225 Personal Rnance 
8USN 244 Principles of Advertlsi,w 

BUSN 246* Principles of Marketin,a 
BU5N 249• Principles of Management 
ECON 111/lU Prindples of Economics I or ti 
PSY 161 Introduction to Psycholoav (Diversity 

Requirement) 
INFT 180* Intro to Information Systems 

General Education Elective 
(Recommended: PSV 160 or PSV 264) 

Required Electlves - Manapment Emphasis 
12 Credit Hours 

BUSN 241 Principles of 3 
Personnel 
Management 

BUSN 242 Fundamentals of 3 
Supervision 

ACCT 214* Managerial 4 
Accounting 
INFTorOFFT 2 
Elective 

General Education Electlws: 
ART, 8101., CHEM, EDUC. ENGL, FREN, GEOG. GEOL, GERM, HIST, HUMA. JOUR, UBS, MATH, 
MCOM, MUS, NSCI, PHIL. PHYD, PHYS. POl, PSY, SOCt, SPAN, SPCH, AND THEA. 
Minimum Total Credit Haun &O 
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Marketina Certificate Proposal - Fall 2022 

Marketins Certificate: 

First Semester: 
BUSN 121• Introduction to Business 3cr 

(or 8USN 124) 
BUSN 141" Business CommunlcatioM 3a 

(or ENGL 121 or COMM 101) 
BUSN 143 Fundamentals of Retailina 3cr 
INFT 180* Intro to Information Systems 3cr 

Second Semester: 
BUSN 244 Principles of Advertlsin1 3cr 
BUSN 243 SIies & Personal Communication 2cr 
BUSN 246* Principles of Market:1111 3cr 

INFT or OFFT Electives 2cr 

Total Credit Hours; 22 
-0,U,se has a ptf!l'ftlUlslte 

4. Eclucatlonal Allpment. Describe how the proposed axtenslan Illustrates a proa,am of Study. 
Pnwlcle the caraer Cluster for the propaHd extens[an. 
Career Clusters: 
Business Manaaement & Administration 
Marketing 

Prosram of Study: 
Administrative Support 
General Manasement 
Human Resource Management 
Operations Manapment 
Marketina Communications 
Marketln1 Management 
Merchanc:Hsq 
Professional Sales 

5. Approval/amedftatlon 
N/A 

6. Labor Market NNd. 
See Appendix A: Marketln& Certificate Labor Need. 
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Appendix A-Marketing Certiflcate Labor Need 

Cicftl ......... s.a 
Qd,-11r¥1ce1,4,JS 

................. ........... 

N~l•a-
MflllllJ.US 

-- .............. 
~ ... 

Ptoll ........ ....., ....... ca .. a1oc1a1A111111■c._~..,.ll'n.t..11U1 
....,.......,.,..,....IDNtll• ..... ...,....,..,_ ............. ...,....wlllhl• 
P.1ll1rla• ■ullnnl..,___,..,....,.o.,...11tr,wldlplj1111111.....,w..-orm,-. 

https:/Jldes.lllJnois.goyi,·esources/fil>gr-marlcet-information/emplqyment-projegions.html 

Lacal Wortdarg Investment Area lLWIA) 4 Ernplovmant P,pfectfons 201HQ28 - by Industry 

North American Industrial Classfflcatlon Base Year Projected Chana• Annual 
System (NAICS) Employmen Year Compoun 

t Employmen d 
I t 

Code Th:te 2011 Z02.8 zm.a,. Growth 
I ZOZ8 Rate - -

100000 Self Employed 7,758 71!87 129 0.17 
Wodcera Unpaid 
Famllv WCNMnl 

440000 Retail Trade 13,913 14,142 229 0.18 

538900 Pn,feuionaland 7,812 8,191 -579 0.74 
Businela Servfca 
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Appendix A-Marketing Certificate Labor Need 

581000 AdmJn!linllM 4,080 4.278 218 0.53 
and &looM SerV'!Cel 

581100 Office 173 209 38 1.91 
Adminlsntive 
Services 

~1200 Facililies 9 10 1 1.08 
S.uooort Sarvlms 

561300 Employmenl 1,.502 1,852 150 0.98 
Servicee 

Full report a110lfable at: https:l/ldes.illlnais.qo11/resources/lqbor-market-information/emplovment
proJections.html 

ZQZO-ZOZ4 IL Nprthem Stateline Rt,donal and Lqcal Wqr".cfon;e Plan 
Full report avaitoble ot: httos:l/www.tt,eworJ'(oa:cconaection.omlolans-and-oolicfes/ 

EIIPLOYIIBIT BY IIAJOR INDUITRI' CATEG0RYIN 1HE NORTHERN STATEIJNE REGION 

......... 
II 

IE I n .................. 

.................. 
O...,hC....-
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Appendix A- Marketing Certificate Labor Need 

-

1 NORTHERN STATEUNE REGION 

I 
[i~~iJ~PI'f.MENT·BY~_, ' -..--- J ~-~'~-~_R}' = - ~-.. :~~- ~ - ~-I 

II Nal 

Pr-- ....,.,,....,. Hmnl ~ 
21111 .. c:a.pJttt- ~· ~ ~ , ~ 

.-,, . .. c ..... ~ IWCS'Jla 
10Ml.,AU. l1DUS'lm 11Uff ltlalt7 ff.HI 1.1%' 

Sef~Wmlra'I I..MO a.•I t28 1ft OJ!II 

Agrttftllll ~ 4..19.5 4,221 .e1 tmi. 1.47 

Na"181 Racmn:a& ~ 34 34 . O()"it- O.G4 
-

~ fJll2 Ul7 1,211 tl.1'1l 0.78 

~ 37,.443 18,Ga m 1.nt. Z.31 

Mlofelaladl 1.718 li284 1.- 23..ni 0 .93 

Retl::Jlndt 11.311 11,714 4CI 2.11' Q.99 

1.937 1.m 18 &.3IJfi 2.39 

~-~ 1.212 12.310 3JJM 32.1'1 1.3G 

; 
ltlba,tJan f..£83 1,!57 (331) ·11.1'ffi 154 

Fr..: ltcfM"da 7.'M7 8.070 423 s.n: 0.12 

Pt'Df111J1mll&Bill!MIS8alvlcla 18..fOD 19,985 1.- BA 0.71 

Educalbta1aarvJma l4.,3C5 14,8 I 578 4ft • I 

C&M &-l'lallid- 2G,012 28,419 ZAl7 en, 1 06 

t.an-&~ 1U1'3 19.332 2.751 -- o.u 
atm'sent:81 to.,157 ao.121 .. Oft t.28 

~ I.Gel tt,317 301 3 3't, . 
-

.... l'Uftll.Md ..... tsa.&bW~-afllllllalllll-Glfeil_ilft_,__,..,_., ....... .....,_ l'l--,,omllo11& 
WWdla (9111HIIC.tllWIIIU!/lil llfallNIJolUMIDOII r,: ,,.,. ...... 

~llndt&aUfN 



Appendix A-Marketll'II Certificate Labor Need 

Buruu of lllbor statiltk:L U.S., Pnl(tment of tap,. Oq:updlqnol OUdook Htlndbaak l"'1!1m 
.s,,,t,mb«?PW& 
Full report avoilotH ot: https;llwww.bls.aqy/qoh/a-z-index.htmllB 

Quick Pacla: PubUc Aalatlan• ~ 

2021 Mfdlan Pay 

I,rRJs~1 Ent"':L!Df Education 
. WOdJ ~?'}!"st In I 81""11 o_ccuPfik!D 
Po:flt:4ob Jratnlna 
Numbar ot Joba, 2021 
Jqb QyUook. 2Q21:11 

• ' M ,_., 

$82,800 per year 
$30.19 par hour ---
Bachelor's deglee 

None 

None 

276.800 

8% (Faster than average) 

22.300 

Quid Facla: 8al• Muulg.,. 

2021 Mfdlln Pg 

Typical Entry::l,tyel Education 
Work expentoct !o • fttlatad 0ccuuaPD - ...... ------
Po•t11•:tob Imlnlna 

' . ' 

NumberofJobB.2021 
Job Qvtlook, 2021:31 

Emplpymant Chaqn, Uzt:31 - . .. . ... - ' .. -

$127 .490 per year 
$a 1.30 per "°"'' 
Bachelor's degree 

: Leas than 5 year9 

None 

469.800 

S% tAa fast as average} 

23,800 

2021 MfCHIQ PIY 

Quick FIIGCII: Food lerwtce ....... 

$59.440 per i,ear 
$28.56 par hcu 

Typical Entry-1,fltl l!dyc;doo 

Work IIPtdtoa lo • Btl■tfd 0ccupat1on 
Po::!•111:t• Jra1n1na 
Number R1 Jobf, am 
Job Oyt1o91c. a921:31 . -· . 
Emptoymant Qb1oa1, 2021:31 

Hi£:-. ICho=>t dlploma or equivalent 

Lea then 5 years 
. ' .. - ·- -·..... . . - . . . . ... -.... --

Short-term on-the-job training 

329,100 

10% (Faster than average) 

32,300 
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Appendix A - Marketing Certificate Labor "eecl 

Qulek Facta:WboleNleend Manul'acturlftg Sa'-~ 

2021 Median Pay 

't'i«Ptcf I Etltry-uv91 Education 

Wprk ExatrltDG• lg I B•ltld 0g;ueeuoo 
• • ·- •• -.- •• >. •• • • "· •• ---. -- -·· •• , • 

<>oemH@ Jratn1np 
•.·.·. . - . - - - :· ·--;;·.· . - ----- . ,.-, -- . ---.. ----

•.• NymbaroJJpa, 2021 
Job Outlook. 2021..Jt 
EmpJovm,nt Ch1aao1 20,21,-31 

$82,880 per year 
$30.2-4 per hour 

Saa How to Become Ona 
i~ "'' --·--·- .. 

--+- -
Moderate-term on-the-Job ttuling 

1,597,600 

-4% (Al fut aa average) 

83,300 

Quick Factll: Advertialng. Prandonll, and Mllltrllllng 11an...,_ 
· 2021 lledl■n e,v 

.J;vta•. ~-~~ "~-
work E!P9R!U39! '" I Rol1ltd OccgppUon 
On-the-fob T,plnlpg 

J1MD$t[ ~NPl!t, atZt 
Job '2-k; .t..J1 
Emplpymant Pft■npe, 211121::11 

$133,380 per year 
$84.12P«hoUr 

Bachekrl degnte 

Set How to Become one 
None 

347.000 

10'!6 (Faster than aventge) 

33.700 

2Q21 MHWJ Pay 

Qulclc F_..: lhllret Ra1nn:h Ana.,._ 
563,920 per year 
$30.73 per hour 

~ - . - ' . 

'Typleal Entry-Lilvel Edu~ 

. Y!?d' Pl!•d-In ,:rs-..... ~~ .... 
· Qn::l!it:leb_ Di!nlna _ _ __ .... -· 
. NwnberofJobf, iP1 
.. ·--- · ·•·· ·· · · . -- .. .. · :.· : ,._ -~· -:- .:-.-~: . . -... --~--- ·- .-,. 

· Job Oullpolc. 2021::31 
· E.mplcwment.Chfnge, 202141 

Bachetor'I degree 

None 

None 

792,500 

19% (Much falter than average) 

150.300 
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AGENDA ITEM #VII-C 
DECEMBER 14, 2022 

IDGHLAND COMMUNITY COLLEGE BOARD 

NEWPROGRAM 
ENTREPRENEURSHIP/SMALL BUSINESS MANAGEMENT 

CERTIFICATE PROGRAM 

Page 14 

RECOMMENDATION OF THE PRESIDENT: That the Board of Trustees approves the new 
Entrepreneurship/Small Business Management Certificate program. 

BACKGROUND: The Entrepreneurship/Small Business Management Certificate provides a 
well-rounded foundation in general management practices and principles. Courses cover those 
skills essential for starting, owning, and operating a small business, including sales and 
marketing techniques. With the reactivation of the Business Administration AAS degree, this 
certificate will serve as a stackable approach towards the AAS. This aligns with the Stamats 
research and recommendation. 

If approved by the Highland Board of Trustees, the program will be submitted to the Illinois 
Community College Board for approval. 

BOARD ACTION: _____________________ _ 



Form 21: Appllcadon for Reasonable and Moclerat9 Extension 

IIUnol■ Community College Board 
AppHcatfon far Reasonable and Mod.,. Extenalon 

Submit 9118 hard copy 

Cor18QeNamr. ;
1 Highland Community Col .... 1

1 5-0lglt Collage#: I 11901 
Contact Person: 1. Evan Tatbart I Phone: 816-198-3110 

. Em■II: I Evand!Jlberl9hlghland.edy I Fu:: 811-5113825 
Propoe■cl Reaaonabl• and I Entnlp 8 ....., Certlftcate Moderate Extenalon Tltle: renacmdllplllftall u■lnas ement 

CNdlt Houna: 28 

Exl■tlng IP■Nnt Program TIiie: Bu■ln8N .Admlnlalnlllol, ~ Aa■oclete of Appllad 
8d8110e 

Parent Pndbc I &USN I Parent Number -
Pluu Attach the Follawl"II -•: 

1. Employment Obl,stiyea/Plpgqm PYmasa; Provide for both the parent and the proposed 
extension. 

2. Catalog Qwrjptlon: Provide a description of the program as It wll appear In the collage's analog. 

3. Cumculum: Prvvide a copy of the term-by-term sequence of courses for both the parent and the 
proposed extension. If a program Is ow,r 60 credit hours (for AAS degrees) or over 30 credit hours 
(for CTE Certfflcatea), provide a rationale as to why the program exceeds those credit hours. 
Include course information for each new COUf'l8 Included in the proposed program. 

4. Em,catlonal Allanm,ot: Describe how the proposed extension illustrates a Program of Study. 
Provide the Career Cluster for tl'le proposed Extension and the existing Parent program. See 
ICCB's Programs of Study website for rnore information. 

5. Approval(AccNldltatJon; Provide a description of accteditatlon requirements/procedures if this 
extension requires approval or review by other agaricles or professional or n,gulatory entities. 

6. Labor Marlcat NHCI: Provide informatton_lncludlng employment projections and completer data 
{as appllcable from aurroundlng districts) suppgrtlng need for the proposed reasonable and 
moderate exten&ion, or alternative labor market data as avalable. 

7. lnfonnatlon fpr the ICCB NMlM FIIMi Completed Form 22 (In dupllcata) for the proposed new 
curriculum. Course addition and/or modlflcatfon request& should be submitted via ICCIS once the 
proposed extension receives approval. 

ICCB UN Only i 

Reviewed By. I Date: 
I I 

Aooroved Bv: I Date: 
,,,_ naff; fCC8 U,, anlv 191 mus ,,,,,,n 90 ft'Pnl PMI R(Aapllt;don Fonn, 
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Entrepreneurship/Small Business Manasement Certificate Proposal - Fall 2022 

1. Employment Objectlves/Pf'Olram purpose. Provide for both the parent llfld the pn,poled 
extension. 

Business Administration Associate of Applied Science: 
Business .Administration araduates find employment In an assortment of business settings, and 
In a wide ranae of Industries. They will typically serve in entry-level positions, or advance In their 
current p~tion, and may be assfaned to a wide variety of departments or pro1ram areas. The 
1eneral nature of the core procram wfll allow the student to feel comfortable In a multitude of 
job assJcnments. whlle the various emphases will provide a focused pathway in aeneral 
manasement, marlcetlr11, or ownln,/manaalng a small business. 

The business/services related aru Is predicted to be one of the areas of employment In hl1h 
demand well into the future. As companies try to do more with fewer personneL the student 
who is well versed In a variety of business areas wlll be well suited for the rapidly chanains job 
market. 

Entrepreneurship/Small Business Manqement Certificate: 
Completers of the Entrepreneurship/Small Business Manapment Certificate wm learn the 
essentlaf skills needed to identify business opportunities, and to establish and operate both new 
· ventures and existi"8 small businesses. In doln1 so, students will learn the skills and knowlqe 
necessary to be a more valuable and motivated employee, manapr, and owner. 

The Entrepreneurshlp/SmalJ Business Manasement Certificate Is designed to be completed on 
Its own, or as a checkpoint on the way to a 2-year AAS de1ree. 

2. Catalaa Description 

The Entrepreneurship/Small Business Manasement Certificate provides a well-rounded 
foundation in seneral manaaement practices and principles. Courses c.over those skills essential 
for startina, ownin& and operatlffl a small business, lncludins sales and martcetins techniques, 
labor and inventory controls, basit IIWS pertalnln1 to both employees and customers, and 
personal manapment styles. Skill development will come in many forms such as traditional 
classroom, alternative delivery methods and campus/community experiences. 

This short-term certlflcate Is deslaned for students looklna to wort< In and manaae small 
businesses, as well as those starting and operatlnc their own operation. 
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Entrepreneurship/Small Business Man11ement Certificate Proposal - Fall 2022 

3. CUrrlculum. Provide• copy of the term-by-term sequence of courses for both the parent and 
the proposed extension. 

Bustness Administration Associate of Applied Science: 
Requfred Business Courses 
4B Clffit Hours 

ACCT 105 Elements of Accountln1 
ACCT 213* Flnanclal Accounting 
BUSN 121• Introduction to Business 
BUSN 124• Introduction to Small Business 
BUSN 12s• Mathematics of Business 
BUSN 141• Business Communications (or ENGL 121 or 

COMM101) 
IUSN 223• Business Law I 

BUSN 224• Business Law II (or BUSN 229} 
BUSN 225 Personal Finance 
BUSN 244 Principles of Advertislns 
BUSN 246• Principles of Marketing 
BUSN 249* Prfndples of Management 
ECON 111/112 Prtndples of Economics I or II 
PSY 161 Introduction to Psycholo1Y (Diversity 

Requirement) 
INFT 180· Intro to Information Systems 

General Education Elective 
(Recommended: PSV 160 or PSY 264) 

Required Electlves-Manapment Emphasis 
12 Crftiit Hours 

IUSN 241 Prindpies of 3 
Personnel 
Management 

IUSN 242 Fundamentals of 3 
Supervision 

ACCT 214• Managerial 4 
Accounting 
INFTorOFFT 2 
Elective 

General Education Electives: 
ART, BIOL, CHEM, EDUC, ENGL,, FREN, GEOG, GEOL GERM, HIST, HUMA. JOUR, LIBS, MATH, 
MCOM, MUS, NSO, PHIL, PHYD, PHYS, POL. PSV, SOCI, SPAN, SPCH, AND THEA. 
Minimum Total Credit Hours eo 
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Entrepreneurship/Small Business Manaaement Certffate Proposal - Fall 2022 

Entrepreneurship/Small Business Manqement Certificate: 

First Semester: 
BUSN 124• Introduction to Small Business 3cr 
BUSN 141 • Business Communications 3cr 

(or ENGL 121 or COMM 101) 
BUSN 131 Money & Inventory Control lcr 

INFT or OFFT Electives 3cr 
ACCT Electives 3cr 

Second Semester: 
BUSN 125* Mathematics of Business 3cr 
BUSN 223* Business law I 3cr 
BUSN 246* Prlnciples of Marketing 3cr 
BUSN 249* Principles of Mana1ement 3cr 

~UISft has a (JRf«IUislM 

4. Educational Allpment. Describe how the prapased extension IRustrates a proaram of Study. 
Provide the career auster for the proposed extension. 
career Ouster: 
Business Management & Administration 

Program of Study: 
- Administrative Support 
- General Manacement 
- Human Resource Manapment 
- Operations Management 

5. Apprwal/aa:ntdltatlon 
N/A 

&. Labor Market Need. 
See Appendix A: Entrepreneurship/Small Business Manqement Certificate Labor Need. 
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Appendix A- Entrepreneurship/Small Business Management Certificate labor Need 

-.. ..... -~ ...... 
Pnlfelllonll-lulln111/ 

S.V,-,1 ... 

... ~·
Allllldal AclMdll, ... 

,,.,. .... ....,. .. ..,..,,....,.c:.r.alodat ,-uu-.hlllllHIOlpllalltr, 1111a11.._.,.,., 
,_..OMlllrllll.,.P,.,_...• .. •• ..... _,..,..lntlUllllllll--. n.•• ..... ••wllltehl 
,........, l•llm1StnalllllllLH'lft-lt-,ltdty,wl~ ......... ~a,aw.,:llof 117,GCID. 

https;//ides.j1Hnols.gov/re19w;ccs/labor-market-informatlon/employment-grgjec;tjons.html 

Local Workforq Investment Area flWIAI 4 Employment Prolec:tlons 2018-2028-by Industry 

North .Amtlrtcan lndustrlal Clantflc:atlon Base Year Projec:tH Chanp Annual 
System (NAICS) Employmen Year COmpaun 

t Employmen d 
t 

Code Tide 2018 2028 2018- Growth 
2028 Rate -

100000 Sel Employed 7.758 7,8B7 129 0.17 
Workers Unpaid 
Femllv Workers 

-440000 Retail Trade 13.913 14,142 229 0.18 

539800 Profeuional and 7,812 8,191 579 0.74 
BU8ineu Servlcn 
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Appendix A-Entrepreneurship/Small Business Management Certificate Labor Need 

581000 Administrative 4,060 4,278 219 0.53 
and Su0nort SINices 

581100 Offlce 173 208 38 1.91 
Administrative 
Services 

561200 - ... 
Facillln 9 ... ,o 1 1.(16 

Suooort ServiOH 
581300 Employment 1,502 1,652 150 0.98 

Senrices 
Full ~port available at: httos:Hl•s.lllinois.qovlreJOUtqS/labor-market-information/emplovmea,t
proiecttons.html 

20ZO-ZQ24 IL Northern Sbrtfllot ftlllpnal and l.ggl Wcnfon:e Plan 

Full report available at: https;llwww.thcworklotrttonnffllon.o,plptans-and;gollcle,s/ 

EIIPLCMIENT BY MAIOR INDUSTRY CATEGORY IN 11fE NORTHERN S"mTl!LINI! REGION 

.,. 

j 
I 
II 
Id 

I 
........ J ................. 

............ 6 .... 
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Appendix A- Entrepreneurship/Small Business Manqement Certificate labor Need 

Projlclld 1...:-»ti 2121 ~201 .. 
MDTIII 21111 

T01W.,.AU. ~ 1111,MI 211,;117 M,119 

setfEmpfDJld Wadcars U4D 8,1119 128 

~Phxludlon 4.ffl5 4.238 41 1.47 

NalutalRalGulall& 34 34 O.Ool' 

~ 8,.112 8,211 1.as 18.11Ji 0.78 

~ 37.443 31,Gm 123 1.11' 
--

1Mloflla'Dlde G.718 ... 1,588 23.Hi 
-

RillllT_,. 11..388 19,794 GI 2.11ft 

fJtiH!a 1,G37 1,723 I 118 I.ft 

~·~ 1.212 12.320 3,oa 32.nr. 1.39 

Wcamation 1,183 1.15? ~ -17.7'1i 8.54 

Anlnellt~ 7M7 8.070 423 5.516 0.72 

Pldi 1I"1Hl1'14Bumelt.SIMcel 1&.«ID 19,185 1,,585 I.ft 0.71 

~ 8Gnlloal 14,.34! 14,923 518 .... • 
Hit 2U12 3,419 2M7 9ft 1.06 

-

LSfllN A Halpftllly 18.573 flU3l 2,79 11.G G.112 

ca.s--- 10.487 10,521 84 &fti t I 

G8vlmmm1 a.a 9,3187 301 3..Mli 

~ &IIICIIISl.aO&NIID!ltrmNllt\1llllllllCl!lllfalld la-,.-pnftWllft ... Ol!Jlrtqpaofa. ... Kcl!lmllr, ~ & 

~--------......... Cftt&II~~--
•Lc.fl:rlillllcaftl .... &lld~&ftt·flGtC:l!Q'.a,l!I.. ~ - flllW SLSGllll!JIIICn.lallllfle,.._.c'eoe"lcllllnL 

l.ad1a9~ 

~lftdufflrn 



Appendix A- Entrepreneurship/Small Business Management Cemftcate labor Need 

Bureau pf Labor 5tatJst1cs. U.S. Departlnant of labor, Om,ggtlanol PHffw Handbpot (vlfltfd 
SCRtcmr1V9Z'l 
Full rer,ott avolfoble at: https;J/www.b[uo,rloohlo-z-inde&btmf8 

Qulclc Facl9: Admlnlnatln 8amcN and Facllltla Managers 

2021 M•df•o en L~::O ::rr 
IYRlca! Eotnf:LIYII Education Badlelor'• degree -· . . .... 

Worfl EIPidtDct tg. f&latfd Opcu..,., 
on-lhJt:lpb Training 
NwnlarpfJaD,,2021 
Job ouvook, 2021 ::31 
-~~~~! c~~""1 ~21-,1 

Lese than S ye&l'I 

None 

348,100 

7% (Al fast u awraga) 

23,800 

Qvfck fada: Propelty, Real Ealal!I, and CommunltJ Aaoclatlon Managers 
$59230 per year 

2021 Nnfln eu •"'· ~1 --

Typical Entry-LMI Education 
WQrk Expert•nct In , a,1atac1 Occu""90 
Po-tb•:fab Jra1n1na 
Nymbfr of Jog. 2021 
Job Oytlppk. 2g21:31 
Emprpygnt Ch■nat, 2021:31 . . 

___ .., per '"""' 

High school diploma CM' equivalent 

L.esslhan5ynrs 

None 

392,900 

3% (Slower than aversge) 

11.100 

Quick Factll: Sal• Manage,. 

m1 MtdJ•o Pu 

Typlcal Entry-Lfttl Education 
.. ' --- -- - - · 

- Expf,tapce In ' fttlpl OccyR,fll!!]_ 
Po-tlJ•:fob Jrtlnlnp -· . . . 
Number of Jobs, 2021 
Job QuUpot, 2021::31 
1'.!'!.l!"f'DIDI Ch■gu, 2021::31 

$127,480 per year 
$61.30 per hour 

Bachelor'& degree 

Leu than 5 years 

None 

489,800 

5% (Al fast a average) 

23,800 
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Appendix A- Entrepreneurship/Smalt Business Manqement Certificate Labor Need 

-2021 Medt■o Pay 

Quick Facts: Food Service Manapta 

$59.440 per year 
$28.58 per hour 

Typlc11 EnPY-MYII !dua,ion 
Work E.p•ri•mr• in • R1rt111fd Occueu,on 
e>n•:19~ Tl'fl']l_na _ 
Numbfr pf JobL 2Q21 

Job QytJopk, 2021::31 
Employment Chang1, 2021 :31 
---··· .. ·. --.. -,- -

l-lgh IChool diptoma or equivalent 

Less than S years 

Short-1aml on-the-job training 

329.100 

10% (Fa.- lhan ava,ag•) 

32,300 

Quick Fact.a: WhollAle 111d Manufacturing Sal• RlpNMntallva 

2021 Medfln Pav 

Typtcal Entry-Leyel ldYstlPO 

Work ExatdtoH lD • Bflabpd 0ccupat1on 
on~1111:tQb Jnlnlna 
Nymmr of Joba. 2021 
Job Outlpok. 2021:tJ 
Employnwnt Chlnae. 2021 :U 

$82,890 per year 
$30.24 per hour 

· See How to Become One 
None 

Moderate-term on-l'le-job training 

1,597.600 

4% (Al fast n average} 

63.300 

Quick FHIII: BookkNplng. Accountlngl and Auditing Clltrb 

2021 Median Pav 

hPIHI Entry•Leyel Educauon 
Work Expprlang In I ReW,d OccupatkNI 
Qo-lhf:lob n,1n1na 
--· ·-·-

Numbfr ot Jgp, 2021 
Job Qytlook, 2021:31 
lrnalffiDtnt cnana1, 2p21:31 

. . . . . .. . ... . 
$45,580 per year 
$21.90 per l'lour 

Same college. no degree 
. . . 

None 

Moderate-1enn on-lhe-job training 

1,707.800 

·5% (Oedine, 
-77.200 
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Appendix A-Entrepreneurship/Small Business Manasement Certificate Labor Need 

Quick Facta: lnl'onnlltlon Clerka 

2021 Medllo en 

IYRJa! lntrJ·Ltn! Educatjon 
Work EXQldlDCf In I Ralat.811 Occppattpn 
· Po:UJt:lob Jnlotoa 

- 'I 0 

~~.'1--•Dat 
Job OUHpok. 2021:31 
Emplgym,ot Cb■np1, 2021:31 

$37,-450 per year 
$18.01 per hour 

see Hgw tQ Become one 
None 

s,, How to Become one 
1,354,700 

0% (UUte « no ct.nge) 

.S,200 
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AGENDA ITEM #VII-D 
DECEMBER 14, 2022 

mGHLAND COMMUNITY COLLEGE BOARD 

COURSE AND MISCELLANEOUS FEE CHANGES 
FORFALL2023 

RECOMMENDATION OF THE PRESIDENT: That the course and miscellaneous fee 
changes listed be approved beginning with the Fall 2023 semester. 

BACKGROUND: The purpose of course and miscellaneous fees is to recover the cost of 
instructional supplies and ·technology or for providing services. Requested fee levels are to 
offset increased cost of course supplies or to reflect area service costs. 

Page25 

BOARD ACTION: _ _______ _ _ ___ ______ __ _ 
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Proposed Course Fee Changes for Fall ZOZ3 
Course# Course Name Current Fee Proposed Fee - -
BMAC142 Electronlc Calculator ,_$ 15.00 $ 10.00 - -
INFT105 Basic Keyboarding $ 20.00 $ 10.00 

! 

INFT 106 Basic Keyboarding II $ 20.00 $ 10.00 
INFT 115 Introduction to World Wide Web $ 20.00 $ 10.00 -
INFT122 Intro to Windows $ 20.00 $ 10.00 
INFT131 Beginning Microsoft Word $ 20.00 $ 10.00 
INFT132 Intermediate Microsoft Word $ 20.00 $ 10.00 --
INFT 133 Advanced Microsoft Word $ 20.00 $ 10.00 -
INFT135 Power Point 1s 20.00 $ 10.00 
INFT137 Desktop Publishing $ 20.00 $ 10.00 
INFT 140 Beginning Excel ,__$_ 25.00 $ 10.00 - --
INFT141 Intermediate Excel $ 25.00 $ 10.00 -
INFT142 Advanced Excel .J_ 25.00 $ 10.00 -- -
INFT145 Beginning Access $ 25.00 $ 10.00 
INFT146 Intermediate Access $ 25.00 $ 10.00 
INFT 147 Advanced Access $ 25.00 $ 10.00 - -
INFT150 Microsoft Office Integration $ 15.00 $ 10.00 
INFT180 Introduction to Information Systems $ 25.00 $ 10.00 
INFT 182 Microcomputer Hardware $ 25.00 $ 10.00 
INFT190 Prln. of computer Science I $ 15.00 $ 10.00 
INFT286 Security+ Certification $ - $ 150.00 
INFT290 Prln. of Computer Science II $ 15.00 $ 10.00 
OFFT151 Keyboarding/Formatting I $ 25.00 $ 10.00 
OFFT 152 Keyboarding/Formatting II $ 25.00 $ 10.00 
OFFT 156 Keyboarding Speed and Accuracy Development $ 20.00 $ 10.00 -
OFFT 161 Proofreading $ 20.00 $ 10.00 
OFFT255 Office Procedures $ 20.00 $ 10.00 
WELD130 Intro to Welding $ 80.00 $ 85.00 
WELD135 Shielded Arc Oxy Welding $ 80.00 $ 85.00 
WELD232 Intermediate Welding $ 80.00 $ 85.00 
WELD233 Advanced Weldlng $ 80,00 I $ 85.00 

Ratlonale: 
Reducing the fee associated with the majority of courses due to no longer needing to over cost of PCs on 
campus. There aren't really any speclalty PC/labs for any of these courses. 

~ 

INFT286 Security+ Certification fee: cost to cover TestOut materials. Also brings course in line with 
INFT282 and INFT284 

Consumable supplies required for the welding classes continue to Increase In costs 

ART117 I Pottery I I S 45.oo I $ 50.00 
ART217 [Pottery II $ 45.00 $ 50.00 
-

Ration ale: 
Increase in price of supplies 
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ITi,ktt Pricas (Fine Arts}: 
Theatre 

--

Adult I $10to$13 
I Senior Citizen $8to$11 

Student $3 

·-Theatre (Summerset or Musicals) -- Music Dept. 
Adult $18to $23 $10to $13 
Senior Citizen $16to $21 $8to$11 -
Student $8to$10 $3 

•There Is an addltlonal $2.00 service charge per ticket not Included In this price. 

Rationale 
Fine Arts tickets - Increase In price of supplles. Additionally, we are creating a range as opposed to one 
fee. This recognizes that a range provides a better opportunity to set a price reflective of the cost of the 
production. 

ITechnoloD: Eal 1$ 22.00 I $ 25.00 
Rationale: 
This fee supports the costs of technology services that impact students. The expected services and 
needs continue to Increase. This wlll be the first adjustment in three years. 



AGENDA ITEM #VII-E 
DECEMBER 14, 2022 

HIGHLAND COMMUNITY COLLEGE BOARD 

SECOND READING-NEW POLICY 1.111 
.BOARD MEMBER ATTENDANCE BY A MEANS OTHER THAN 

PHYSICAL PRESENCE 

RECOMMENDATION OF THE PRESIDENT: That the Board of Trustees approves for 
second reading new policy 1.111, Board Member Attendance by a Means Other Than Physical 
Presence, which will be included in Chapter I, Board of Trustees, of the policy manual. 

BACKGROUND: The recommended new policy meets State regulatory requirements found in 
the Illinois Open Meetings Act. Currently, through the Governor's Executive Order, trustees 
may attend the Board meetings electronically because of the disaster proclamation. The new 
policy would permit this practice, in certain situations, after the disaster proclamation expires. 

No additions or revisions have been made since Trustees approved the first reading at their 
November 22, 2022, regular meeting. 

BOARD ACTION: __________________ ___ _ 

Page28 



1.111 Board Member Attendance by a Means Other Than Physical Presence 
(Adopted) 

In accordance with the Illinois Open Meetings Act [S ILCS 120/7], Board members may be 
pennitted to attend, participate, and vote at meetings by telephone conference call or other electronic 
means under the following conditions: 

A. If a quorum of Board members is physically present at a Board meeting, a majority of the 
Board may vote to allow a Board member who is not physically present to attend the 
meeting by other means (i.e., video or audio conference) if the member is prevented from 
physically attending because of: 

1. personal illness or disability; 
2. employment purposes or the business of the College; or 
3. a family or other emergency. 

B. If a Board member wishes to attend a meeting by other means, the Board member must 
notify the Board Secretary of the College before the meeting unless advance notice is 
impractical. 
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AGENDA ITEM #VII-F 
DECEMBER 14, 2022 

HIGHLAND COMMUNITY COLLEGE BOARD 

COMPENSATION ADJUSTMENT 
DIRECTOR. FACILITIES AND SAFETY 

Page30 

RECOMMENDATION OF THE PRESIDENT: That the Board of Trustees approves the 
revised salary range placement for the Director, Facilities and Safety, with placement at range 38 
on the Highland Salary Range Table, along with a compensation adjustment in the amowit of 
$2,388 for the incumbent in the position, Kurt Simpson, effective December 15, 2022. 

BACKGROUND: An updated position analysis questionnaire (P AQ) was submitted as pert of 
the Request for Reclassification process for review of position placement on the Highland Salary 
Range Table. Over the last few years, the number and scope of Physical Plant and Safety and 
bond projects has expanded considerably. In addition, through the Bond Advisory Work Group 
process, proposals for projects have been opened up cam.pus wide, leading to a notable increase 
in the number of projects requiring estimates. Since Mr. Simpson's position oversees these 
projects and proposals, this has resulted in him taking on significant and increasingly complex 
project management. The salary range placement for the Director, Facilities and Safety will be 
raised from range 37 to 38 to align with market data. In addition, a salary adjustment of $2,388 
will be provided to reflect the change in range placement and the incumbent's years of internal 
service credit. · 

BOARDACTION: ______ _______ _______ _ 



AGENDA ITEM #Vll-G 
DECEMBER 14, 2022 

IDGHLANDCOMMUNITYCOLLEGEBOARD 

IMPLEMENTATION OF COMPENSATION STUDY AND 
MINIMUM RATE SALARY ADJUSTMENTS AND 

SALARY RANGE PLACEMENTS 

RECOMMENDATION OF THE PRESIDENT: That the Board of Trustees approves the 
attached salary adjustments resulting from a recent compensation study for administrative, 
professional and non-union classified positions and an increase to Highland's minimum rate to 
$15.00 per hour effective January 1, 2023. The cost of the total amount of the adjustments 
resulting from the compensation study and change to our minimum. rate will not exceed $35,000 
for FY23. Support of adjustments for eligible grant employees will be determined following a 
review of grant funds. In addition, it is recommended the Board of Trustees approve the attached 
Salary Range Table showing revised placements for positions based on market data obtained and 
as a result of the internal minimum rate increase. 

BACKGROUND: Highland's Classification and Compensation Review Team (CCRT) 
conducts a review of market data on an annual basis of half of our non-union classified, 
professional, and administrative positions, so that all positions are reviewed in a two-year period. 
In FY22, over half of the positions were reviewed. The CCRT reviewed the remaining positions 
this year. 

Following obtainment of market data from national, regional and local employers, benchmarked 
positions were placed on Highland's Salary Range Table to the closest mid-point. These 
benchmarked positions were then utiliz.ed to determine un-benchmarked position placements. 
Internal equity was also considered. On the Highland Salary Range Table 5, those positions that 
were part of the market study have an asterisk next to their job title. If a change in range 
placement i~ recommended, the range that the position was previously placed at is noted under 
the Prior Range Placement colwnn. If positions were placed appropriately according to the 
mark.et data, no change was made in placement on the Salary Range Table. 

The recommended salary for individual employees is based on the position's placement on the 
Salary Range Table and their years of internal service credit. The recommendation utilizes an 
1.5% in-range target adjustment for each internal year of experience. Increases are capped in 
order to stay within the SURS 6% rule· guidelines. In situations where the in-range adjustment 
exceeds 6%, circumstances will be evaluated each year to determine eligibility for future salary 
adjustments. · 

In addition, the state of Illinois implemented an annual incremental minimum wage increase 
resulting in th~ minimum wage to be set at $15.00 per hour by January 1, 2025. The state's 

BOARD ACTION: ____ _ _ _ _ _ ___ ________ _ _ 
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minimum wage will increase to $13.00 per hour on January 1, 2023. Many local organizations 
and businesses have already positioned their mjnimwn rate close to or at $15.00 hour. As 
finding qualified candidates has become increasingly more difficult, the CCRT decided it was 
important to implement an increase to Highland's minimwn rate to $15.00 per hour in ~023 to 
remain competitive. Positions that were placed in Highland's Salary Range Table at ranges 19 or 
below were combined into range level 22. Range 22 has become more compressed compared to 
the other ranges and utilizes a .5% in-range target adjustment for each year of internal 
experience. For positions at ranges 21 to 23, placements were reviewed to determine if their 
placement needed to be raised to address significant compression. Some position range 
placements were adjusted as a result. Those positions that w~ reviewed as part of this process 
have a + next to their job title. Employees whose position range placement was modified due to 
the implementation of the $15 .00 per hour minimwn rate or as a result of compression were 
eligible for an adjustment based on years of service. The full amount of the increase was 
provided effective January 1, 2023. 
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HCC FY2023 Sllary Plan I11111.1 
Recommended Sala,y Adju1tmlnla 

ci..Code, JobTlle 
8315 
4510 
~gas 
IS103 
1110 
4206 
4206 
U30 
1113 
1112 
5310 
420& 
83211 
4119 
4208 
2410 
2412 
40 
1110 
1109 
4408 
3102 
4708 
4808 
4408 

1109· 
1109 
1109 

VP, Bulinlll, TICll'lnology & Community Prag11m1 
Cll'nrllM■n■a,r 
Clr.tarll Alllllant MIIIIG• 
Nlllul'II Selena■ Lab A111111nt 
Ollloe coordlnalor 
Student lnrorm■llon Specllllll 
S1lldent 1nronn111on Spec:111111 
VP/CSSO, Student Development & Support S■nllcel 
Eacullve Alullnt (BOlrd) 
ElllcutNII Alllltant (N~pt) 
CoordN1or, Conretanm Cenlllr & Bullneu lnlllllule 
Student lnl'ormltlon Alliltlnt 
VP/CFO, Admlnl1tlltlvlt Servlc11 
BookllorlMIIIIIDtf 
Student lnfonnltlon Spaclllllt 
Communlc:atlona Speclllllt 
Dlgllll Ind Clllthi9 Splclllllt 
ClflterllAlllltlnt 
0fflce Coonll111111r 
AdmlnletlllM Alllltant 
BookllD,. Alllant 
Flnanclll Aid Allllllnt 
T•tlna & CIIIIII' Servloel Specllll1t 
Cllfllllrll Alliltlnt 
Bookllln Alllant 

Admlnll1rlllve Alllltlnt 
Admlnll1rlllve Alllltlnl 
Admlnll1rlllve Alllanl 

•CUmnt 
Annml 
S.l•rv 

s,02,,10 
$29,762 
'21,709 
'3-4,113 
$43,328 
'30,828 
'41,434 

1108,173 
158,894 
'41,434 
147,047 
$28,498 

1120,787 
sa1,:s11 
'33,813 
W,831 
138,491 
s11,ne 
135,2911 
'23,340 
H,911 
'21,702 
131,429 
111.• 
•18,0H 
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Annmllallly 
l'rr.c.tlve t '11D 

f t O:i,St:2 
'30,323 
'23,103 
S:94,881 
$46,2118 
'33,824 
144,1189 
$112,&43 
H0,308 
'42,528 
'41,817 
131,&47 

1128,0M 
'80,7110 
$37,337 
129,7&4 
'40,809 
'21,840 
137,418 
'23,837 
'7,887 
$31,200 
133,006 
$22,083 
'21,940 

,34,881 
135,480 
144,989 
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Highland Community Collage FY 2023 
Salary Plan Table § - Salary Ranges Per Job Class - (Job Class Order) 

Cllu 
Occupational Job Pamlllaa ■nd Job CIIUN 

Salary 
Minimum Midpoint Maximum 

PrtorRange 
Code Range Placement 

1llllR Pltd&II ■nd oma ,.,.,.. 
1100 Clerlcal and Office Support Group 
1109 •1+ AdmlnlstnrthM Aaslstant 23 $33,005 $41,2158 $49,507 20 
111D •1+ Office Coordinator 24 $34,855 $43,319 $51,1183 21 
1112 • Executive Aalllatanl- Non-Exempt 25 $38,388 $45,485 $54,882 24 
1113 • Executive Aa■lltant (Board) 28 $42,124 $62,854 $83,185 2fl - Gttrwml MrnlolltmUYI S,dlt 

Z100 FaollltlN Group 
2108 */+ Facllltlel and Safely A1111tant 23 $33,0015 $41,258 $49,1507 21 

2200 Human RIIOUl"CN Group 
2209 Human Rnourcea Speclall■t 26 $38,207 $47,7159 $117,311 
2210 HRIS Admlnl■trator/Human Reaources Generall■t 29 $44,230 $55,287 $86,345 

2300 Information Technology Group 
2303 ITS Support Spadall~ 24 $34,855 $43,319 $51,1183 
23011 ITS Support Spedallll, Media Syatams 26 $38,207 $47,7159 $67,311 
2308 ITS Support Spedallll, Lead 28 $38,207 $47,759 $157,311 
2311 lnatllutlonal RNeardl Data Reporting Anaty■t 28 $42,124 $52,854 $83,1815 
2318 Admlnlstrauve Appllcatlons Administrator 32 $111,201 $84,002 $78,802 
2317 Network Administrator 32 $111,201 $84,002 $78,802 
2319 Database Admlnlatnrtor/Sy■tems Admlnl1trator 35 $59,272 $74,090 $88,908 

2400 Marte.Ung & Convnunlty Ralallons Group 
241D . Communications Spedall■t 26 $38,207 $47,789 $157,311 21 
2412 • Dlghl Madll and Creative Speclalst 27 $40,118 $50,147 $80,178 24 

2100 Library Ind LNmlng Media Group 
2508 + Academic Technology Resources Aa1l1tant 23 $33,005 $41,2158 $49,507 21 
2509 Coordinator, Academic Technology Rffourcaa 31 $48,783 $80,954 $73,145 
2511 Ubrary Specllll1t, Clrculallon and Technical Services 23 $33,005 $41,2158 $49,507 

HIil flDIDClal and Apgpygtlgg """ 

3100 Flnanclal Aid Group 
3102 + Flnanclal Aid Aa1latant 22 $31,200 $34,887 $38,133 19 
31015 + Flnanclal Aid Specialist I 23 $33,005 $41,2158 $49,507 22 
3109 Financial Aid Speclalllt II 25 $38,388 $411,485 $54,582 

3200 Accoun11ng Group 
32D2 + Student Accounts Spaclallll, Tachnlcal Support 23 $33,005 $41,258 $49,507 
32015 + Coordinator, Student Account■ 23 $33,005 $41,2158 $49,507 
3211 Payroll Spad■llat 24 $34,8515 $43,319 $151,983 
3215 Coordinator, Accounting 24 $34,81511 $43,319 $51,1183 
3220 Manager, Accounting 31 $48,783 $80,884 $73,145 .. Slydpnt Support ltl'Ylm l•dll 

4100 Academic Advlllng Group 
4106 student Advl■or 28 $42,124 $52,854 $83,1815 

Highland Community Collage 12/212022 
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Hlghland Community College FY 2023 
Salary Plan Table S - Salary Ranges Per Job Cl- - (Job Class Order) 

Clau Occupatlonal Job FamlllN and Job Cl■UN 8■1■,y Minimum Midpoint Maximum Prior Rana• 
Code Range Pl■c■ment 

' 

4107 Student Advisor [Transfer Coordinator] 30 $48,441 $58,052 $89,662 
4109 Coordinator, Caraer Service■ 29 $44,230 $55,287 $88,345 

420D Admlaalon• Group 
4205 + Student lnfom1atlon Aulalllnl 22 $31,200 $34,667 $38,133 19 
4206 + Student lnfom1atlon Specl■llat 23 $33,0015 $41,258 $49,1507 21 
42111 Outreach, Dual Credit and Workforce Pathways Coordinator 28 $42,124 $52,854 $83,1815 

4SDD Athletlc and Alta Group 
4310 Coordinator, Women'• Alhlellca 25 $38,388 $45,485 $154,582 
4312 Fine Arts Technlcal Coordinator 26 $38,388 $48,485 $54,1582 
43115 Head Coach/Coordinator, Sports Information and lntramurala 28 $38,207 $47,759 $57,311 

440D Bookltore Group 
4405 + Bookstore Aalst■nt 22 $31,200 $34,887 $38,133 18 
4419 • Bookstore Manager 28 $42,124 $152,854 $83,185 28 

4IOD C■Mlrla Group 
◄508 + Cafelerta Aull1ant 22 $31,200 $34,887 $38,133 17 

◄808 + Cafeteria Aalatant Manager 23 $33,005 $41,256 $◄9,1507 20 
41110 + Cafeteria Manager 24 $34,81511 $43,319 $111,983 23 

4700 Leaming lervlc■e Group 
4705 + Teatlng and Car&er Services Specllnat 23 $33,005 $41,2158 $411,507 22 
4708 Coordinator, Tutlng Center 24 $34,81515 $43,319 $51,983 

4710 Coordinator, Student Suc:ceu 27 $40,118 $60,147 $80,178 

480D Studant Support ServlCN Group 
4814 Coordinator, Dlaablllty Servlcea 27 $◄0,118 $50,147 $80,178 
4825 Student Succeaa Coach 215 $38,388 $45,485 $54,682 

111111 Cammvnnv ■nd Pa11n1mblR ltdll 

l20D leMlnt LNdel9hlp Group 
6210 • Coordinator, High School Servant Leadership Program 28 $38,207 $47,759 $157,311 25 

1300 Bualn•• Institute & Confarance Cenl9r Group 
15310 *I+ Coordinator, Confllrance Cenlilr and Bullneaa lnllllute 24 $34,81515 $43,319 $51,983 23 
15312 . Coordinator, Buslneu Training 28 $38,207 $47,769 $57,311 

8400 Uflllong LNmlng Group 
5420 Coordinator, Lifelong Leaming Program and Bualneu Training 28 $42,124 $152,854 $83,185 

IIHl!l :&,arnlallklllYI lldll 

1100 Academic Group 
8110 Dlrac:tor, AthletlCI & Phyllcal Education 35 S59,272 $74,090 $88,908 
8112 Dean, Natural Science & Malhema11ca 39 S72,048 $110,057 $108,088 
8129 Dean, Nuralng & Allied Health 39 $72,048 S90,0ll7 $108,0~ 
8130 Dean, Humanlll11, Soclll Sciences and Fine Arts 39 $72,048 $90,057 $108,088 

l200 Administrator Group 
8210 Director, Enrollment and Records 35 $159,272 $74,080 S88,1108 
82111 Director, Flnanclal Aid 38 1159.272 $74,090 SBB,908 
8220 Dlrecto~ lnstllutlonalReuarch 38 $82,238 $77,795 $93,353 

Hlghland Community College 12'2/2022 
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Hlghland Community College FY 2023 
Salary Plan Table 5 - Salary Ranges Par Job Clas - (Job Class Order) 

,, 

ClaN Occupatlonal Job FamlllN and Job CINaN lala,y 
Minimum Midpoint Maximum 

Prior Range 
Coda Range Placement 

8228 Director, Information Technology Sarvlcaa 41 $79,430 $98,288 $119,148 
8230 Director, Facllltlea and Safety 37 $85,347 $81,884 $98,021 
8240 Director, Retention and Leaming and Servlcn 38 $82,236 $77,795 $83,363 
8245 DlraclDr, Malketln; and Community Relations 38 $88,815 $85,789 $102,822 

8250 DlraclDr, Human Resources 40 $75,848 $84,580 $113,472 

8300 Executrw Group 
8315 • VP, Buslneu, Technology and Community Programs 43 $87,572 $109,486 $131,368 42 
8320 • VP/CAO, Academic Services 48 $111,788 $139,708 $187,849 45 
8328 . VP/CFO, Administrative Servlcn 49 $117,355 $148,893 $178,032 45 

6330 . VP/CSSO, Student Development and SUppcrt Services 48 $101,375 $128,719 . $152,083 45 

za Olllcer SerlN i!!!!I• Fom,af ADDt I!!' LawlReaeJ 

7110 EEO/Afllnnatrve Action Officer 
7120 HIPAA Privacy Olllcer 
7130 Identity Theft Officer 
7140 Behallloral lnterven11on Officer 

HIii MdlffllP lldll 

1100 Health, Natural Scltnce and Mathematica Group 
8103 •J+ Natural Science Lab Alllstant 23 $33,005 $41,258 $49,507 21 

8105 • Coordinator, Nul'llng and Allled Health 29 $44,230 $65,287 $88,346 

GRANT P081110NI 

.1mll Pllt'IHI and Offlcf lldlt 

1100 Clarlcal and Office Support Group 
1109 •J+ Admlnlatratlve Asllltant 23 $33,005 $41,258 $49,507 20 

BIR Slyfltnt Byppod ,,nosn lldM 

4100 Acad9mlc Advlalng Group 
4108 StudentAdvllor 28 $42,124 $52,854 $83,185 

4200 AdmlNlona Group 
4220 College Acceaa Speclallst, lRIO Educatronal Opportunity Cenl8r ( 25 $38,388 $45,485 $54,582 
4225 Director, TRIO Educatlonal Opportunity Centel'I (EOC) 31 $48,763 $80,954 $73,145 

4800 Student Support Services Group 
4820 Early Childhood Education Mentor/Coach 28 $42,124 $52,884 $83,185 
4825 Student SUcce■s Coach 25 $38,388 $45,485 $54,1582 

4830 Coordinator, Project succeed Program 29 $44,230 $55,287 $88,346 

4900 Upward Bound Group 
4830 Coordinator, Upward Bound 27 $40,118 $80,147 $80,178 

.lmHl CgmfflYDllv and PadnmhlP , .... 

1100 Adult Education Group 
5110 • COOrctlnator, Llteraty and ESL Program■ 24 $34,855 $43,319 $51,983 

5118 • COOrctlnalor, Student SUpport SeNlcaa 25 $38,388 $45,485 $54,582 24 

6118 • Director, Retired Senior Volunteer Program (RSVP) 28 $42,124 $152,654 $83,186 

Hlghlend Community Co0ege 12/212022 



Clau 
Code 

8200 
8255 
8260 

Highland Community College FY 2023 
Salary Plan Table 5 - Salary Ranges Par Job Class - (Job Class Order) 

0ccupatlonal Job FamlllN and Job ClaNN 

Administrator Group 
• Director, Adun Educauon Program• 
• Dlraclor, TRIO Services 

Salary 
Range 

33 
34 

Hlghland Community College 

Minimum Midpoint Maximum 

$63,781 $87,202 $80,842 
$58,450 $70,1582 $84,874 

Page37 

Prior Range 
Placement 
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AGENDA ITEM #VII-H 
DECEMBER 14, 2022 

WGHLAND COMMUNITY COLLEGE BOARD 

APPOINTMENT 
COORDINATOR. UPWARD BOUND (GRANT FUNDED) 

RECOMMENDATION OF THE PRESIDENT: That the Board of Trustees approves the 
appointment of Ms. Mariah Studer as full-time Coordinator, Upward Bound beginning 
December 15, 2022, at a FY23 salary of $44,681, plus appropriate fringe benefits. This is a full
time, exempt professional, grant-funded position and is within the FY23 budget. This position is 
dependent on continued grant funding, 

Page 38 

BACKGROUND: Ms. Studer most recently served as an English teacher at Imagine Prep 
Cortez Park in Phoenix, Arizona, where she taught fifth and seventh grade. Prior to this position, 
she was a Teaching Fellow and Special Education Specialist at BASIS Peoria Primary in Peoria, 
Arizona. Before teaching, Ms. Studer was a Student and Parent Liaison through the Rockford 
Public School District. In this role, she assisted in planning and implementing practical parent 
engagement activities to improve student academic achievement and school performance and 
fostered new collaborative relationships with outside organizations to enhance student learning. 
In her position as an AmeriCorps Member through the YMCA Rock River Valley in Rockford, 
she organized volunteer schedules and assignments, partnered with similar organizations to 
optimize resource utilization, and coordinated referrals to community services while advocating 
for individual needs. Ms. · Studer's other work experience includes serving as an Illinois Student 
Assistance Commission Corps Member in Rockford where she gave workshops and other group 
presentations to infonn students of options and educate them on the financial aid process. 

Ms. Studer earned her Associate of Arts degree from Lincoln College in Lincoln, Illinois, and 
obtained her Bachelor of Arts degree from Western Illinois University in Macomb, Illinois. 
Recently, she was awarded her Master of Education degree from Arizona State University, 
Tempe, Ar_izona. 

Ms. Studer's educational background, teaching experience, and commitment to facilitating 
student success make her an excellent addition to the Upward Bound Program. 

BOARDACTION: __________ __________ _ 



AGENDA ITEM #VIl-1 
DECEMBER 14, 2022 

HIGHLAND COMMUNITY COLLEGE BOARD 

REVISED JOB DESCRIPTION AND JOB TITLE 
COORDINATOR. OUTREACH AND DUAL CREDIT 

RECOMMENDATION OF THE PRESIDENT: That the Board of Trustees approves the 
attached revised job description and job title for the Coordinator, Outreach and Dual Credit, with 
placement remaining at range 28 on the Highland Salary Range Table. This is a full-time, 
exempt professional position and is included in the FY23 budget. 

BACKGROUND: This position's job title and essential functions were modified when it took 
on the coordination of the Academic Pathways Program through Highland. This program was 
provided through a grant-funded partnership with Rock Valley College. With the eHmjnetion of 
that program and grant, the former job title is being restored and the essential functions · 
associated with the program are being removed. In addition, an essential function has been 
added in relation to the collection of transitional math and English Memorandum of 
Understanding (MOU) data and grades. 

BOARD ACTION: ______ ______________ _ 
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Highland Community College 
Position Description 

CORE V ALOES 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 Leamer and Sound Judgment 

TITLE: Ouureaell, :Dual CPOdit a1HI Patllwayl CooPditlate.Coonlinator, Outreach and 
Dual( hdit* 

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 partnerships with school 
district administrators, counselors and teachers, and HCC that foster increased dual credit 8ftd 
Padw.iays opportunities. Coordinates and liaisons between the high school and college 
administrators to help meet requirements and standards for the dual credit program. RespoBSihle 
fer the HBf)lemeataae& of Aeademie Pa.~ • .,-s &ll6 '?frill eeOl'dieate the Ngi~ a&"Jising, &ll6 
retemioe of high sehool sawlems talEiBg HCC elasses, ekker as dual eredit 01 aftiealated eredit 
epsoe. SeA1es es lieisOB to ,egiOM:l K ll Sehool Dietfiel, &eek \Calley Callee a edter ageneies 
,eletee to the Pathways p,egNIB.. 

PRINCIPAL DUTIES: (essential functions) 
• 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. 

• 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 rccrui1ment 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. 

• Assists with continuing evaluation of cummt and new processes and makes 
recommendations regarding practices and processes. 

• 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. 

Olmeaea; Dual Credit aad Patw.•,• CeeraiRatel'Com;djpfft-OL Outreach and Dual Credit 
Adopted 08/18/15 
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• 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 
(ESL) and various precollege initiatives for enrollment iBte emeer pMhi'.veys te eeAifieate 
Ed tleg:,ee ee1Rpleaee. 

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

• RespeRSH1le fep er18f811. ~t, ,ee,uitment aBEl :reteaaeB effeAs fer the Patll".veys 
pF88f8111. Will 1.,e LieleBg J:aleRt ·.vitft Oppemmiaes -.vtthm the regieR ~ wofleBg as a 
team with etRef Hl&Retieeal !Haff ill dfielepillg aBEl implemeBtieg me.,atillg aBEl 
1:eeNi1me1H stfategies aad ma,, ee essigaed speeifie respenMilittes seeli as Yireesite 
updates aBd eee,aieaMg M1eats with speeifie Patllv.rays. 

• Pleas aad ee8f&Hl:8tes Pethweys 8\r.ents. Supports and participates in Dual Credit 
programming, events, and services. 

• WeflEs •.rldh Itey eoR'IIBIHI~ relatieeships te suppel't puelie pF81ftHB:!1 •llHh the peteetiel of 
assisug peeple iBte the e8Pl'eet Peth.way. 

• 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. Develeps, el:IJtiirJates aad IB:8.HltaiBs pF9fessieeal pe.Memllips 
·llHh ,egieeal K 1~ dismets, lleelt Valley Cellege 8IMi edter e,geeieeeBs ,ela.ffd te 
Paltwe.ys wi l>uel 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 cumm.t 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. 

e lmgeges Ed &1lpp8ftB Patll"JJll.)'8 aad deal e,edit sat4et6 thfetlgh eEktea&ell81 
re~. eareer upl81'81:ioe &Rt sueeessfel eempleaee. 

_• _ 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 ~cords, and other administrators as required. 

• As!>h.b in tltlla collection of transitional math and transitional English Memorandums of 
Understandjng (MOU) and fmal grades of these courses from participating K-12 schools. 

• Assists ie. dei.•elepiBg aad implementillg Career wi Teehaieel ,i\eatlemie lnswetienal 
Path.v.rays with C&\NCI ee euemess stakeheldel's. 

• Colle9Rlles vmh iBteFeel aad atem&l stakeheldef& to suppel't effeAs fef eitp81Mled & 
B:8\'I Patll"J,re.ys fer tke regiee. 

• CellH9Rltes with ageeey p81'8lef19, lMHilless aad illeustfy fer pur,pose ef idee~ 
IB4uslfy CfeHMiels fer High Pfi8l'H)' Oeeapaaons ,egioll8l~. 

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

• Participates in Industry advisoiy 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: 
OY.Raeb, QIHll Creeit aae PMhr.TJ&ys Ce~&rolinetor, Outreach and Dual Credit 

Adopted 08/18/15 

Page41 



Knowledge of English usage, grammar, spelling, punctuation and vocabulary. 
Knowledge of college programs, degree and certification programs and transfer requirements. 
Knowledge of academic resources. 
Knowledge of documenting information accurately. 
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 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 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 educational opportunities for students, alumni 
and the community. 

PHYSICAL REQUIREMENTS/ACTIVITIES: The physical requirements of this position are 
light work, exerting up to 20 lbs 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: Bachelor's degree in Marketing, Communications, Student 
Personnel, Psychology, or similar degree. Master's degree is preferred. 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 organimtion. Experience 
working in higher education preferred. Travel to and from facilities is required. 

REQUIRED LICENSE/CERTIFICATION: Valid Driver's License. 

SECURITY SENSITIVE POSfflON: Requires a criminal background check. 

REPORTS TO: Director of Enrollment and Records 

APPOINTED BY: President 

EMPLOYEE CATEGORY: Professional 
FLSA CLASSIFICATION: Exempt 
CLASS CODE: 421S 
JOB SERIES/FAMILY: Student Support Services Series/ Admissions Group 
LAST REVISED: ~19/19 12/14/22 *[Pendin1 Board Approval] 

OUtreae&; Deal Credi$ ad Patll'nayt Ce9ftHB&tOICoording!m, Outreach and Dual Credit 
Adopted 08/18/15 
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AGENDA ITEM #Vll..J 
DECEMBER 14, 2022 

mGHLAND COMMUNITY COLLEGE BOARD 

REVISED JOB DESCRIPTION AND JOB TITLE 
COORDINATOR. CENTER FOR TEACHING AND LEARNING SERVICES 

RECOMMENDATION OF THE PRESIDENT: That the Board of Trustees approves the 
attached revised job description and job title for the Coordinator, Center for Teaching and 
Leaming Services, with placement remaining at range 31 on the Highland Salary Range Table. 
This is a full-time, exempt professional position and is included in the FY23 budget. 

Page43 

BACKGROUND: This position is currently vacant. The job title is being modified from 
Coordinator, Academic Technology Resources to Coordinator, Center for Teaching and Learning 
Services to highlight its increased role in leading the strategic outcomes related to teaching and 
learning and distance education. The job description has been revised to update the position 
responsibilities. The education and experience requirements have been elevated to a master's 
degree with three to five years teaching in higher education due to its need for prior experience 
in analyzing learners' needs and creating learning activities and resources to meet learning 
outcomes. 

BOARD ACTION: _____________________ _ 



Highland Community College 
Po1itlon Description 

CORE VALVES 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 Leamer and Sound Judgment. 

TITLE: C:eM'llillater, Aeademie Teeh1101eD ReteaN.Coonlinator, Center for Teaching· 
and Learning Services* 

GENERAL STATEMENT O:F RESPONSmll.ITIES: To develop, expand. and promote 
instructional technology resources and initiatives within the College, assist students and fac'1!ty 
with learning management systems and education technology to improve student outcomes, 
ensure accessibility issues related to online instruction are addressed and comply with applicable 
regulations. 

PRINCIPAL DUTIES: (e1■ential function■) 
!,_Supports the learning management system (LMS) and other online education 

technologies by conducting orientations and training for sum,orting faculty and students 
on usage and functionality of LMS and assisting with inquiries. 

• Answers questions. solves problems and provides training on new and existing software 
prolP]lDlS. 

• Assists focultv in online course material design and development. Develop.:. or mooses 
recommendations for improvements to course fonnats. interactive leamine objects and 
education technolqgy ms tQ improve deliyezy, functionality, accessibility and student 
satisfaction/completion of online content, 

• Provides faculty and staff with univenal design training and SJ!Pl)Ort.Mtmages the 
College's teelmelo1Y support fer ealine eElueatieB iBitfew,es. 

• Works with college constituencies to develon and encouragt= instructional design best 
practices. 

• Assists faculrv in the deveklpment of instructional web and media-based interactive 
lem:nin!Lobiects. 

• Completes course rollovers in LMS. 
• Works with IT to ~ valuates and recommends educational and training technologies and 

application.I to the 8llNW"18 lJiee PfesieoR.tVice President. Chief Academic Officer 
t CAO 1- Academic Services. 

~ serves as the College's subject matter expert on issues related to academic leamieg 
9)'stem technologies in education and training. 

• Pfer.-ides iRstNeaeB&l aBEI teehaieal lea.teRll:ip wl seppmt fer aeadNBfe teelmelegy wl 
OBliB.e eOllf'Ses. 

• .~ssists faeuky in OB& eOllf'Se material desige ed de\,elopment. 
• Develops Of makes ree8IBllledaeOB8 feF imp,e\rem1H1:1B to e8111'9e iHmatl, iBteNotiw 

leamiBg ohjeetfl 8ll4 edueatiea teelmolol}7 apps te imp,o¥e delivie,y, fuaetieaality, 
aeeessihiliiy ed st:edeftt o&sfaetios/eempleaOB of osline eontet. 

• .~ 419eaiem, sekies pfehlems aaa pre•.Mdes fiFaiRiRg OB llfi' aR4 MHMg so:Rv.rare 
p,elfO:IBS. Create&; mai&taiRs alMI eOBSUks 811 datahaaes. 

Adopted 8/19/1997 
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• Oeates &IHI delir.ws i&struetien&l teeJmelegy ,-,.wkae,ps. Ceereiaetes WHli ether 
deplfHBeBta te J'l'8 ride speeifie fNriniBg fer IMff wl faeulty . 

.,___Supports students by answering inquiries with regard to educational technology usage 
and functionality, including hardware and software questions, and performing password 
resets. 

• llv8ef\1e&s maiatain&, eheelm 81H, deli\welpieka tip er 8l'f8Bges fer delFJef,Y/j,iek ap ef 
iCliekefs. mebile lat,, la, tep&; mie,eplle&es, aed etketr •~ipmlBt wi matePials feF 
faeuky aad statf as n11ded. Pmi:.1ides iMNetiBB aH wistaBee widl usi:B.g die 
~-

• J;>ewleps instNetienel weh aad meElia haeed ~•e lelH'!Hftg 8Bjeem. 
• Cempletes 88111'88 f8il&rl8l'S in I.MS. 
!...._Oversees the aeademie ieell&el• NS8Uf8esteaching and learning center and eempt:ltef 

lab areas, including hiring, training and supervising staff: providing student. faculty. and 
staff support. e81Bp1iter lah IDBinteneee, and communication of issues to the information 
technology department. 

• Provides leadership for the develo_pment of a teaching and learning and distance 
education strate&ic plan. 

• Collaborates with IT, the Library, Disability Services, faculty and other college 
departments to develop a needs assessment for equipment, training and other needs in the 
t.eacbing and learning center. 

• Werlm 1;.,Jit11 eeHese eeRSBmeBeies te de-velep • eBe8llf&8e best inslNeuenal desip 
pmesees. 

• PaRieipates ea inwaaJ e81&1Mtees aad is liaise& fer ether state wide in~s te assist 
willl ._ Cellege's IA:R&gie geals. 

!...._ Ceellmmieates efteeevel:y with st&tl'wl depBl'9Relltl te 5Hpp8l't effieieney Md the 
SMfiag &f ihstilt.aeaal hnewledge. Compiles and writes state and national l'@POl1S related 
to distanced education. 

• Participates and contributes to statewide and national initiatives related to distance 
education-

• Perfonns other duties as assigned. 

KNOWLEDGE AND SKILLS REQUIRED: 
Knowledge of English usage, grammar, spelling. punctuation and vocabulary. 
Knowledge of academic learning systems technologies in education and training. 
Knowledge of principles and practices of instructional technology. 
Knowledge of principles and practices with.in an educational computer laboratory. 
Knowledge of learning theories, techniques, web-based learning systems and multimedia. 
Knowledge of design and production of digital video, images and audio. 
Knowledge of testing and evaluation processes in relation to new learning system technologies. 
Knowledp of computer operations and software applications. 
Knowledge. understanding and compliance with Federal and state privacy laws related to 
students. 
Knowledge of accessibility guidelines and SARA guidelines as it relates to online classes. 
Knowledge of utilizing data to make infonned decisions. 
Knowledge of principles and practices associated with supervising, training and evaluating 
workers. 

Skill in teaching, leamin1, and providing technical 1Wistance to users on software and 
technologies. 

Adopted 8/19/1997 
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Skill in creating and delivering training propams and workshops. 
Skill in designing and developing learning materials, including elearning objects. 
Skill in communicating effectively orally and in writing. 
8leH in le&l'Bia& teaehiBg llBEl pie 1idi&g teelmieal assitH&Bee te BSIRi en eeiwl8fe alYi 
teelmelepe5; ieelatliag UBe ef le&fllieg res811fees SHeh as EHlff8I eeme,a9; eameeAIIR, se&Bllel'&, 
eli6Hff; ete. 
SIEiY ie &NBBBg wi delivermg 1Rlieie@ JlfOlfBIBS & wBfk&heps. 
Skill in operating computers and software applications. 
Skill in assessing and prioritizing multiple tasks, projects demands. 
Skill in responding professionally, effectively and efficiently to customer service requests. 
Skill in scheduling and assigning the work of 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 position are 
medium work, exerting up to SO lbs of force occasionally, and/or up to 20 lbs of force :frequently, 
and/or up to 10 lbs of force constantly to move objects. 

MINIMUM QUALIFICATIONS: R&ellele,'s Mlfee iJi edueatiea er iBMFueuBMI teehnelegy 
e, a related field B:Btl twe (2) yeBfS Hi91fueti9Bal teMRelegy er design HJHBHBee OR a& 

eqei:1':eleat eembillatien ef ed11eeen m eJ1pel'ieaee that pPS lie the reqaired lmewledge and 
al&ll&-.Master's demc reguired in instructional design field and three to five years higher 
education teaching experience, with community colleae experience preferred, and gperience in 
instructional design and technologi ~ uired OR an ~ uivalent combination of education and 
gperience that provide the reguired knowledge and skills. 

REQUIRED LICENSE/CERTIFICATION: None. 

REPORTS TO: &teetftir.-e l/iee PresideatVice President/Chief Academic Officer (CAO), 
AClldemic Services 

APPOINTED BY: Board of Trustees. 

EMPLOYEE CATEGORY: Professional 
FLSA CLASSIFICATION: Exempt 
CLASS CODE: 2509. 
JOB SERIES/FAMILY: General Administrative Series/Library and Leaming Media Group 
LAST REVISED: Ql/19119 12/14/22 *[Pendln1 Board Approval] 

Adopted 8/19/1997 
.t,eatlemie Teehaelegy Reeeureee 

6e8RliBalefeoordinator, Center for Teaching and Leaming 
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AGENDA ITEM #VII-K 
DECEMBER 14, 2022 

HIGHLAND COMMUNITY COLLEGE BOARD 

.REVISED JOB DESCRIPTION 
COORDINATOR, TESTING CENTER 
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RECOMMENDATION OF THE PRESIDENT: That the Board of Trustees approves the 
attached revised job description for the Coordinator, Testing Center, with placement remaining at 
range 24 on the Highland Salary Range Table. This is a full-time, non.exempt classified position 
and is included in the FY23 budget. 

BACKGROUND: With the incumbent in the position recently resigning, the job description 
was reviewed prior to posting. After review of the requirements to administer standardized tests, 
the educational requirement was changed from a bachelor's degree to an associate's degree. 
Other changes include the inclusion of virtual testing as an essential function and the need for 
certification of other specialty tests. 

BOARD ACTION: ________ ______ _ ___ _ __ _ 



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 Leamer and Sound Judgment. 

TITLE: Coordinator, Testina Center• 

GENERAL STATEMENT OF RESPONSIBILITIES: To coordinate the operations of the 
HCC Testing Center for internal and external customers. 

PRINCIPAL DUTIES: (essential functions) 
• Administers, proctors, and transmits results of various tests conducted through the 

Testing Center and virtualb including standardized tests such as CLEP, Pearson, SAT 
andDSST. 

• Assists in the planning and delivery of Quick Start and dual credit testing. 
• Communicates testing program policies, procedures, and schedules. 
• Maintains integrity and security of testing environment by tracking inventory of tests and 

materials, reviewing procedures for security, and insuring proper storage and return of 
test materials to testing companies. 

• Observes college, state, federal and test agency policies and procedures for 
security/confidentiality of testing records. 

• In conjunction with supervisor, develops and updates testing services, policies, and 
procedures. Expands testing services through exploration and development of new 
testing contracts to meet student and community needs. 

• Tracks and generates reports relating to Testing Center usage and statistics. 
• Gathers feedback from faculty and students on Testing Center services. 
• Aids students with disabilities by scheduling. administering. and proctoring course 

exams. 
• Trains students in use of adaptive technology. 
• Collaborates with Coordinator, Disability Services to ensure appropriate testing 

accommodations are made when necessary. 
• Provides administrative support to Success Center staff such as course evaluation 

processing. managing syllab~ using CUffieUNET a curriculum manwment system, 
entering course semester schedules in Banner, preparing faculty assignment forms, 
processing purchase orders, credit card reconciliations and check requests, and assisting 
withPTK. 

• Trains, mentors, and schedules the work of other Testing Center staff, including 
overseeing and assigning work of student workers. . 

• Orders and maintains an inventory of office supplies; collects and deposits money from 
testing fees. 

• Performs other duties as assigned. 

KNOWLEDGE AND SKILLS REQUIRED: 
Knowledge of English usage, grammar, spelling. punctuation and vocabulary. 
Knowledge of principles, practices and processes of testing. 
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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 computer operations and software applications. 
Knowledge of report preparation and formatting. 
Knowledge of customer service techniques. 
Knowledge of utilizing data to make infonned decisions. 
Knowledge, understanding and compliance with Federal and state privacy laws related to 
students. 

Skill in operating office equipment, computers and software applications. 
Skill in communicating effectively. 
Skill in maintaining confidential information. 
Skill in performing basic mathematical calculations. 
Skill in conflict resolution methods. 
Skill in effectively using organi7.ation and planning skills, including the use of attention to detail 
and follow through. · 
Skill in scheduling and assigning work to others. 
Skill in composing memos. letters. reports and other documents. 
Skill in establishing and maintaining effective relationships with co-workers and others. 

PHYSICAL REQUIREMENTS/ACTIVITIES: The physical requirements of this position are 
light work, exerting up to 20 lbs _of force occasionally, and/or up to 10 lbs of force frequently, 
and/or a negligible amount of force constantly to move objects. Ability to work one evening per 
week. May be required to flex weekly hours as needed to cover the Testing Center during the day 
and/or evenings. 

MINIMUM QUALIFICATIONS: Associate's degree required. Bachelor's degree PeEftlired, 
with two (2) years experience providing tests in an academic setting or standardi7.ed testing 
environment prefened OR an equivalent combination of education and experience that provide 
the required knowledge and skills. 

REQUIRED LICENSE/CERTIFICATION: Valid Driver's License. Baeheler's degpee is 
NEl:6tfld fer atiministeriBg eortaiB te!IC9. Certified to administer Pearson VUE, DSST, ~ LEP.,, 
and other specialty ~ as well as gain Accuplacer credential&a within two (2) months of 
hire. 

SECURITY SENSITIVE POSmON: Requires a criminal background check. 

REPORTS TO: Director, Retention and Leaming Services 

APPOINTED BY: President 

EMPLOYEE CATEGORY: Classified 
FLSA CLASSIFICATION: Non-Exempt 
CLASS CODE: 4708 
JOB SERIES/FAMILY: Student Support Services Series/Leaming Services Group 
REVISED: 9811~2 12/14/22 *[Pending Board Approval] 
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