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ABSTRACT
This report' proposes a comprehensive reorganization
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.With limited gesonrces,,the alternative is permanent inequality of

-.educational services among the colleges' service areas. The report
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expanding on'theprobeeth, features'', cost, and,implementation of -`
:reorganization. A estimated $50,000 per year will be saved in
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education', and' key administrative responsibilities. Section IV lists
district :and college positions and assignments' for 1976-77, The final
section of the report is an administitive salary schedule. (JDS)
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BACKGROUND

Ip 1974 the District undertook ,developme ,T-of---a master pIn..lwith
f ur com onent arts:

Educational Program (including Student Servicesand,Community
Services)

Administrative Organiz,ation
f:aci ties
FiG

4

Since all other compon nts represent the means by Which the educa-
a,s. -addressed: first.tional program is impl

b'
In,Jbne ,,1975after
Planning Committee (com
classified Rersonnei, stu
submitted its recommended
the Boardsof Trustees.

2

Nv months-of work, tho District Master
e*. ea of faculty, administrators,

andcommunity representatives) ;
eucational program master plan tO

, !

the second-component of the overa3A master 'P
administrative organization.

V

to be addressed was

The existing organizational plan dates, back to the mid-1960's,
.when the District was preparing tc.expand from ,a single college

to a multi-college system, ,

The, plan intended then that "each college remain as autonomous
as possible while meeting the 'educational needs of the'entire
District," and cited the importance 'of arriving at an .opera-
tional definition of the concept of autonomy..

The plan lso assumed that on the basis of population proAec-
tions, each of the three colleges (plus eveptually afourth"
college on the coastsider would teach an enrollmg5EIevel high
enough to warrantand make financially feasible--a truly
comprehensive program on°each campus.

5



www.manaraa.com

I.

NEED FOR REORGANi2ITTEN-,..Ll_

NN

' r
14

3

The existing plan does not speak to the Yea4ties of the mid-1970's.

\he mid-1960's concept of autonomy has never successfully been.....
b erationally defined. As a result, coordination of programs
an services to -avoid undesirable gaps and duplications has .-
suf-E4ted.

Enrollmentrolections, upon which college, organizational
structures and -d"dmipistrative staf'flatwere based, have ailed
to materialize.' While"-here has been and continues to be
significant growth in numbers of students, .the ADA gain is r.

.

considerably less than.had been predicted in cthe mid-1960's -
partially due ,to the fact that today's. students, on the average,
are taking fewer-units-of coursework per semester than they
used to.

other factors which could not be foreseen a decade ago, such
-'ps'fihancial constraints,, requirements mandated by the state'

d federal goverhments, and' changing student characteristics
an needs, have pmerged. /.

Now it is increasingly apparent that the goal of three or four,
comprehensive colleges is no longer financially possible, nor are
the updated enrollment , growth projeCtions-large enough--in terms
o ADA gainto warrant such a direction even if-finances were
.ava able. Thus, the District Master Planning Committee stated inits 1 `educational program report to the Board: "District,.
attention .ould be directed toward District-wide comprehensiveness
rather than in 'dual college comprehensiveness."

1

With liMited resources, the alternative to seeking District-
wide comprehensiveness is to accept a permanent inequality of
educational services among thkcolleges' service

.

The'comattee also noted "widespread concern Over the dilemma
which,calls for maintaining the individuality Of the colltges
.while all must ope ate,within the same fiscal structure, legal
strictures, tax ase, and District boundary." .It added, "There

,is widespread. rec gnition_that no simple solution tuch as
. decentralization r centralization,exists for such*acomplex
problem--that the ost producti way- "deal with the. problem -

is through carefu analysis pf the e performed
and assigning these \at the qevel'at which mo

- e'ffebtively attrieve ."
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NEED FOR REORGANIZATION (cont.)

-Therefore, we need a new lan which will be in tune with th
considerations of the mid- 1970'.s and will enhance the District's
ability to:

-,

Meet +he real educational needs of the community.,

Coordinate the programs and services of the colleges so a
to insure unified, comprehensive operation of.the DiStrict'
units.

\
Deliver critical, precise planning, both for the lopg7range,
',direction of the or'anization and for the short-rang \

providing for the most effective use of limited resour

sure the efficient and effec
ana-e1Qlivery of the results of D

ve operationalsimplementation.,
trict-Nide master pldhn'ng.,

Provide the'stimulus to insure that neither iinnovdtibn nor\
the identificdtion of new opportunities becomes'a victim
off' limited TesourceS

vide the necessary monitoring fundtions for the timely-
cipation and resolution of-potehtial problems.

'4
ant

N Optimi e administA"tiVe leadership:

In order o,,,a

proVisioris fo

./

eve certainadt'IlleplAnmu 'include

Reducing hierarchical inistrative levels inorder to:a id
r4nnecessary'duRldcatio of effore;,to'shorten and simplify
lines of commun cation; and to allow the definitive assignment
of opera al authority, responsibi,liity and accountability.

Freeing the Chanc or-Superintendent from full-time concen=
tration on internd Matters so that he can direct more atten-
'tion.to external f ctors which must be understood and assegsed
t* insure education 1 leaderShip and deliver improved educa7
tional Management.

Specifically recognizing And assigning the planning function.
in the management process and insuring that management'
decisions are supported by sound, databased information.

V
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1,,.'NEED ,FOR;REORGANIZATYON (cont.
0

Stren"gthening the administrative role of division directors
by making them., 1-ti4e managers, thereby permitting inte-
gration 'f4 ,flay ,and
number of divisions,
and to'maximize in
course development.

ing programs and 'a re
void subject matter fr

sciplinary communication

tion the
m'eptation
and program/

5

Attainihg, insofar4as pbssible, mmu"alignments and position
titles among the dolleges and bet eq,the college and the
District Office. .4 "

Ng

THE NEW PLAN: PROCESS AND FEATURES 0

he task Of developing a reorganization plan designed to achieve 4,

0 ti'mum implementation of the District's educational program master
plan was begun in July, 1975, by the Chancellor- Superintendent, the
three college presidents, the,District Office directors and other
assigned staff.

ly

As/the District Master Planning Committee- uggesited, the
planning erviceS'staff concentrated on analyzidg functions.
Like fkiu-Ictions were then identified, grouped together, and
assigned. t? the organizations lev't1 at which they could be
,most effectively and efficiently'accomplfshed. District-wide
fuAttions we assigned to the pistrict Office, and functions
primarily rela ed to college unts were assigned to the
dolleges. 4 .

---
%----The second step, b sed on this functional an4:tysis, was the

development' by ejachs,collegapresideptiand by eAach District
Office participapt. 0\%prOpc)sed organizatiOn charts, for both

4, the colleges and the istrict Office. 'During.this(process,
'T,''

the presidents were endouraged to engage in any campus consult-
'^e

, NaticAp they felt appropriate.%
-1.

\ \ ,

. .

xt,4the presidents and DistTiat Office participants discussed
th se individually developed chaff and depided upon the best

. cOmbinations of elements to deliver the educational prognim ,:'..

mast4 plan. . , \
1

16%
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. THE NEW PLAN: PROCESS.AND FEATURE (Cont.)

ti

The plan's broad outlines, as recommended by the,Chancellor-
Superintendent and the three presidents, went to the Board of
Trustees in January, 197.6, andowere app oved.

At ,the District qffiCe .the'permanent staffing quota was
increased by four.(to a total of 17' u11,-time) positions.
The'actual increase, however, will be'only one,.since three'

.faculty members are now being utilize full-time for admin-
istrative work on released time and thbse services will no
-longer,be required. Aside from the Cflancellor-Superintendent,
the following positions will exist: \ ,

Assistant Superintendent for Planni g and Development,'
District Director of Educational Program Coordimation

40 District Director of Fiscal Services
District Director of rsonnel
Administrative Assistant to the Chan ellor-SUperintendent
Acc unting Sugervisor

.

Au iliary Services Officer -

Ce tificatdd Personnel Officer
C1 ssified-Personnel Officer
C mmunications and Public Infor tionOffier
D to Processing Officer
E ucational information Officer 4

ducational Program Officer
External Funding and Development Officer
Flant and Facilities Officer
purchasing Officer ,4

At the College of San Mateo, 4he complement (in terms of ftill-
'timplequivalents) will be'redued by one (to a total of 23).
The number of divisons will be reduced from 12 to eight. Aside
from the president, the following positions will exist:

1'

*

Dean of Instruction
Dean of Student Services
Administrative Assistant to the President
Director of Admissions,and Records
Director of Career and"Occupati9nal Education
Director of College Readiness, Program
Director of Community Relations
Director of Continuing 'Education
Direator of Counsbling Services
Division Directors (8)
Director of Instructional *SerVices.
Difectprof Operations
DirectoF'of-.-Speclal Programs'. and Services
Supervis of Buildings and Grounds
Supervise of Fiscal and Personnel Services
a

4 1 1
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THE NEW PLAN: PROCESS AND FEATURES (cont.)
N

,

At.Canada2College, the complement (in full-time
will also 'be reduced by one_(tata total of 16); the number of
diviSions will be reduced fiotAilebight to, five. The position
titles will bd the same as those at CSM, but will not include an
"a.dministrative &ssistant to the president, director of career.
ant-occupational education,,director of College Readiness
-Program or supervisor of fiscal and personnel services.

i
.

At Skyline College, the complement (in full -time_ equivalents)
will remainet 16. The number ,of divisions-will be seduced
frbm'six(tO five, and the pOiitions-titles will be identical
to those at Canada.

.
.

- -

Osice apprval'of the' broad outlines iof the Plan was.ol?tained, 'the
dolleges directed their attention to organization of Old divisions
at each college.

The presidents were authorized to work out the divisional
alignments most appropriate for each College within the
agreed-upon limits.on number of divisions.

I
The study next turned to a precise definition of each administrative
position shown it -the plan.

Statements of the primary functions of the pbsitions were
developed,'and as recommended by the chancellor-superintendent
and the presidents, these statements were taken to the Board
in'early March and were subsequently approved.,

Qualifications standards for each position were then developed
for submission to the Board at its April 28 meeting. N

Detailed position descriptions in keeping with the functions
and qualifications Standard& haRE-been prepared at the colleges
and at the District'office.

Finally, a proposed new administrative salary schedule was developed
to reflect levels of function and responsibility as determined in
the reorganization plan. . d

i
.

At present, there ire separate schedules for certificated
administators-and classified administrators. -The proposal -
is.tw,utikize one schedule, covering both----categories and made'
up of'four rangeL each with seven steps.

12'-

4
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THE NEW PLAN: PROCESS ANDVAEATURES (cont.)

The recommended new s aidwas submitted to the. ad
approved at its April 21 meeting,

O

IMPLEMENTATION
1

#4'
.:4' .

e.
,

,11'

.

.5,-_-e'Boaill4 has given t hancellor-SUPeIintendent freedom to decidewhich positions can be a proprietely fill66 by their -incumbentts,
or.ty direct appointments, and which should be opened for applica-
tions. TheChancellor-Superintendent has,delegated-this authority(With cesect to college positions)"tof,0 the college presidents.

i

It
,

in,

.. .

,...

Some of the positions shown n_the-plandare either the same .

or nearly the..same as existing poSitions,, although their titles
may Tlave beenchanged."'Others are,wholly.new or differ in'major
respects ftom-existing iwsitions. Eibept in cases involving. ,

entirely new positions, job descriptidns in; the, plan. Were'
compal0d.with those of the existing ones, ,and professional
judgment were made as to degree'of similaritysor difference.

. -

..For all.p.sitionsr'new di:Ilot professional judgments were
also made a to appro. la slaty range withreSpect to levels
of function a t..-z.orisibility. Step placements Were deter-
mined.accordifuj,to bistrict policies` as adminIstered by the - .

Personnel Office. -
. . .

, ,

',.., . ..-

.

,

Tbe Board approved at its April ,21 meeting 47 individual
assignmentsto admin4trative positions for 1976777. These
were among the positions for which the Cilancellor-Euperintendent-

,. 'and the presidentsdecided there was' no need I open applica7-,
,

tions.
-

-, ,

.
. .

8

'Because of the-current,level of staffing imp'action and .its
'tbst CongequenCesconsiderationfor positions to be Opened
dill be' whetever'possib,le,.to iri-DistriCt applieantb.
Within the.bdunds of,thi's necessary limitation, every effort
will be made to follow affirmative action guidelines.

Ptriting completion of the selection process andBoard apprdVal, of
. -

'adminitratively recommended appointements and:assignments, the
schedule calls for. the reorganization p 'lan to befully implemented
by July 1, 1976.

13
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COST

.,

reorganizationGiven the District's management needs, the reorganizati:on project:
did not seek to reduce administrative costs; however, those ihvolved
did seek to, avoid having reorganization result cpst increase.

A. a

Considering only the salaries of those involved in adminfStra-,0
tion (including faculty members currentlOserving,oft released .

time), it has been estimated tat:reorganizationWill tes..lt
in an annual saving of f-gpproxiMately $50,000.

The cost.of providing needed classified support perSonnel
cannot yet be 'accurately calculated; although' liberal -estimates
place this District-wide figure 'at a net increase of no
than $20;000.

All things taken into account, ihereioi.e, it is.projected
that the new plan'will.result.in a s'ubstantial,..tediaction of
administrative costs;

;!.14
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Section I

RECD 'PIAN
EOR ADMINISTRATIVE-REORGANIZATIoN

10 .
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sr

11.

This section sets forth therationale oniahich the plan

for ''District adminiArative reorganization, dz'ba'sed. defines,
, .

the roles of _those. iri management. and' describes the purposes 'and
,

ramifiCations of the restructuring,e.f the. District Office and

the colleges.

,

4.

'V '4

c*:

I.
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fINTRODUCTION

12

TAe search for an approprite organi2atiOnal structure for multi-
,

u it Community College districts*hasbeen a persistent and "perplexing .

. -'.
. .' ,'.

. .

the in
,

the professional literature since the emergence of the first
,

. .

such district in 1933. This search his demanded enormous` amounts of ,.
. ,

time and thoughtful consideration by local toards of trustees, super- t

*intendents other administrators, and'faculty-leaderS.- Our own Dis-,
.

.

. ,

trict wrestle with this p4oblem for hearty foUr years as it contem-,,

plated moving to multi -unit operat3011-.-- The foreword to.the,District's
- ----___

.
. .

.

1967'Multi-College Organization Plan,is still a relevant statement:

"The most briticarobimefacingejur4or colleges,as they
A

enter the era of multi- college .operations is that of clearly,

defining the relationships between 't he .funCtionS and respori
4 4'

--sibilitips of,the colleges and ,those of the district. More-' A. . .'
aver, _thismust:be accomplished such' a Tway that the division

'Sc,, . -

,
,

... .

df,labor is readily apparet'betWeen the 'policy functions of ,.

. :

-,.k.. .

- ,'- the board -and' the functions'of,t4e district and,colle4ei. In
.,, -

effect; a means must devised 4At'preventtoWerlapping Of
.

tunceions, of eav4 segment and 'yet it should 4e sufficient to

.include all appropriate fundtions of the total district:
,

i

The,A

,Pr blem iafUrther Compliostad'by the.requirement that each

remain
..

CO11 e rin as autonolnoas'as possible while meeting the
*-

eductional need's of, .tils entire district: In this 'setting,

the district must assume the respons'ibi'lity for coordinating
.1

functions 3Q that', the autonomy of -the individual college,is

s.,
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enhanc d. To achieve :this, a plan of organization is needed

t hat o erationally defines the concept of 'autonomy."
I

Our 'c ntinuing consideration of organization recognizes that

all forms f social institutions are the product of their particular

age and cu ture, because these institutions are made up of -- and
A

exist 0, serve -- people who reflect the divergent knowledge, beliefs,

mores, and customs of their time.. It is hard to imagine any organi-

zation wherein this is more true than local public educational

institdtions;, A successful formal organizational structure must be
40

developed in a manner which is cognizant of this larger cultural

environment. Any purely mechanical-or philosophical approach, to

organizational.structure Which ignores these cultural determinants

-is'cloomed to failure, no matter how logical the mechani4m or the

'ph,i1o8of5hy. is always easier to see these large',environmental

influences on organizational design in'retrOPpect than'-it is to

assesS'yith accuracy their Current or future impact.

The extreme pressures of growth in this District-during the
.

- .

1960s and early '70s forced expanding institutions; t6 make pragmatic

.andinfortal operational decisions outside of the modifying Context

of carefully considered definitions of "operational autonomy."
.4; 0

Institutional' divisions of labor and function'were never fully devel-
,

oped and monitored to insure'that the component parts of the District .

, .c .

would work together in a coordinated effort to produce,t an educational

program thatwas both'integrated and comprehensive on a District=.
4

, wide basis.' Furthermore, the existence.of a District master plan .

/

which focused primarily on needed facilities to accommodate growth

in a condition of relative affluence-, rather than on educational.,

s 4
18'
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programs/ colnbinedWikkthe-lack of adequate mechanisms for insuring
i"/

coordination and cyhmunication, tended to orient the District toward

14

a goal of individdalCollege comprehensiveness instead of District-
,

fyi",f

,wide comprehetveness.

Now, hos/ ver, there exists a recommended District Educational

td/e

,, i

Program Masser Plan which speaks strongly to the questions of
. ,

coordination and District-wide comprehensiveness. Now, also, the.
.

,"

world ound us has changed, and it is increasingly apparent that the4

goal of three or four comprehensive Colleges is no longer financially

possible, nor are the enrollment projections large enough to warrant

such, a/direction even if finances were available;
74

To implement the new Educational Program Master Plan and to

J.cOpe with the changed times, our organizational structure too must
'N

change. A conscious and planned' attempt must be made to establish a

pattern of functional relationships which is attuned to today's needs

and aspirations.

In this era, with the birth rate down, with a shift in the value

that people attach to the college e perience, and with a reduced

level of economic support - all cowl led with increased expectations

of service - the great problem faci g our whole educational system is

the management,of stability, or perhaps even decline. This situation

requires that the District avoid unnecessary duplication of effort,

have a carefully planned and defined set of systematically chosen

priorities (since.it is no longer posssible to "do it all" or even

all that we would like to do), and develop the administrative ability

to manage limited resources toward the achievement of these selected

priorities.

In short, the management of stability or decline requires

different administrative skills and greater precision in all areas

19

a
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15
of the management process of planning, organizing, staffing, direct-

,

ing, and controlling. Mistakes whose impact would be cushioned by

an era of affluence could now endanger the very survival of a pro-
_

gram or an organization. The uncertain results of voluntary csor-

sdination which would be minimized in importance duiing a time of

growth cannot insure\the highest probability of an appibpriately

balanced and aligned set of District-wide educational opportunities

and services so requisite in today''s environment of fiscal limitations.

Growth cycles always pe it expansion beyond the existing program,

but stability cycles requ re that hard choices be madO)on eliminating

one activity in order to p rsue another. In the latter environment,

innovation and creativity fall victim to the interests of the

status quo. All of us enjo "adding on" new programs or functions.

On the other hand, the task f phaSing out an activity before addidg

one is not at all ple.isant; yet it must be done.

With all the above in mind, the central thrust of the proposed

administrative reorganization of the District is to recognize that

formal organizational structures and capabilities must be developed

which will:

1. Meet the real educational needs of the community.

2. Coordinate the programs and services of the Colleges
so as to insure that all of the District's units operate as
a unified,'comprehensive whole.

3. Celivercritical, precise planning, both short-range and
for the longer7range direction of the organilation,
providing for the most effective use of limited resources.

4. Insure that the operational implementation and delivery of
the results of District-wide mater planning are coordinated
for both effectiveness and efficiency.

5. Provide the stimulus to insure that innovation and identifi-
cation of new opportunities do not become victims of limited,
resources..

2



www.manaraa.com

ProVide the necessary monitoring functions so that
potential problems canbe anticipated and resolved
before crises deVelop.

7. Optimize administrative leadership.

In the succeeding sections, a model is presented, for both

the District Office and the Colleges,,thatme believe can best

accomplish the above functions.

Each of the positions shown in the model is of, a nature that

would call for it tO be designated a managemeneposition by t

Board under the new California law (SB 160, Rodda) on public eduCa-

tional employer-employee relations, which states: " 'Management

employee' means any employee in a position having significant

responsibilities for formulating district policies or administering

district programs."

3v.
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BRENT-

ManageMent has been defined as,":-CideN7arc,

`others." Its,task is.to harmonize the.three basic components clif

any enterprise -- ideas, things, and people -- throUgh an

integrated process of planning, organizing, staffing, directing, and

evaluating;

But these five management functions require,different skills\

and must be performed on different levels. Ever a person who comma ds

all the necessary Pkills to perfOrmalkthe 'functions on the various

levels Will inevitably discover that his or her time and energy are

limited. For this reason, L'arie organizations create levels ofi% manage-,

merit and ,assign to each a different emphasis -win its performance "of

these-Management funCtionp. Whereas.middle management, for'eicample,

would be expected to concern itse day-to-day opera-
. . -

tiOns, senior management,would focus on the broader, view of .long-range

planning, evaluation and articulation of priorities.
-

It'is.with these concepts in mind that we propose 'the ;followings. ,

four-level model of mana4ement 'for, 'San Mateo Community College District.

In addition, to facilitate communication.within and among the levelp,

certain advisory.councils are proposed.. Thelour-level model and the

proposed councils are' ap follows:

Four-Level Man

A, Senior, Management

. (chancellor-Superintendent, A siPtant Superintendent, ,_Presidents)

eMent mOdel

P imary roles:

Dev lop, for Bdtd con deration and action, District-and, College

22

goals and objectives, polic nd.re&ommendations for.educational
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programs, budgetary alloCations, and the emplo

assignment, ftxansfer;-..and termination of personnd

ent, development;
. ,

Recommend Diqtr).ctand College administrative

'procedures, and pos;ition descriptions,; approve opera

and procedures; meofilePersonel to reach optimum

mance; direCt public rlations,prOgram.

structures,

1

in

it?nal systems

vdls of-perfor-

A

Insure maintenance of cooperative working relatio

coordi ted reporting ,systems among major operating unit

'achievemen of common goals.. y

rs

pprove .-rformance'standards, analyze unit results

Ipersonnel.

2. Functional Unit Mana

\'\ ,

ent

(District Directors, Col ege De

Primary roles:

Establish goals, imple

make operational decisions f

p.

and

for the

. '

evaluate

ent cilicie8, design procedures, and -

the f6nctional unit in the context
6

,of:District,and College goals poli'iesi and plans:

Manage.all,unit resources,, or
A

activities to insure the accomplishm

unifsgoals. Participate in the motiv

direction of operations on' a periodic

nizing workflow a scheduling

nt of District, College, a

tion,of pers nnel and the

daily

exception reports and teking 'correctly

Ins're that effective communicati

egist, with other functional units; coor

asis, rece

O

.;

n and working relations

inat= work activities
.

involving other units, whdther College Disrict.

:Make recommendations to senior Manage4n

unit reporting systems that contribute to Cbll :ge and District-wide

understanding.; insure the ,collection and iegula' monitoring of dati

for the design of 2 3
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needed for District educational information system and fqr the ,

,manageMent of the 'functional unit; establish standards of personnelp.

\
A

erformance within'the unit and report evaluations of subordinates

to senior management. 6

3. Middle Management

-

'(District Officers, College Directors, Assittant to Chancellor-
Superintendent, Atsistant to President) .

Primary roles ti

Formulate plans and objectives to implement policies; make

recommendations for policy or procedural changes and for the organ-
,

--,,ization\of sub -unit structure,\ job requirements,:petsonnel qualifica=

tions, ald assignments of program personnel.
1

,
.

,
'Maintain closercoqact with daily operations, anticipating

,problems~ nd- making operational decisions to avert
,

them; direct the -

operation f all-sub-unit reporting systettis.and monitor results at

frequent i tervals, taking correctili4 action where necessary.
,'

;Couns
I-

1 and motivate subordinate personnel in jpbperformancd
,.-

. A
i

. and evalu in erMs of j b performatnce.

4. StAperviS

(SupeYvi o
a "

.Primary'roles:
a.

41.

TlA day7to -Uay bjectives, work actiVitiebarid.work assignmentw

for. specific tasks.

A
SuperVise and touns personnel'on the job; take on-the-spot 11-

. q, ,

,

Corrective action as need ct-as the primary Communication link:

between Management and 4mplo,eei,take actiontorinsure employee'
, ,

welfare 'and:safety.-safety.
,

1
- ,I 7. ..____

pe
, .

.Monitor personpel r e on a daily basis and report'pn

4

O

,

dail sub-unit resits to supe 24
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A

4./

Comittunicat.ion tri0 Advisory.Councils
1,

7 4
\L

G

' \'

Ohancellor's,Cabinet' ,,

. .i; r
-.7

e c.,

Members: Chancellor-, Superintendent, Assip.talit Supskihtenaent,
Presidents .4 ,

Chancellor's Council

20'

C. '

Members: Chancellor- Superintendent, Presidents; Assistant
Superintendent for Planning anc DevelopMent: /

Ditector of Educational; Program Coordination, r94rector of Persydnne , Directdr of Fiscal Services,.
ComMunications and Public Information Officer,
Administrative A sistant to the"Chancellor-Superintendent

, A

' \ College Cabinet ?: C. ,

1 ,e_ I
R ., Members: President, Dean of Instruction, Dean of Students, -.,

4
... Director of Community Education and Public Information-

' ,,,, . Director of Operations, Assistant to President

\II

; 4

i

- (CSM only) o

.,

\l'

A

District planning Council
. 1

,

Members: Assistant Superintendent for Planning and Development,
, Director of Educational Program Coordination, two
representativeS from each college

I

College Planning Council

Members: Administrative representatives, student representative,p,
classifieerepresentatives, faculty representatives. A

;,

L.

,0
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DISTRICT OFFICE REORGANIZATION

The proposed reorganization of the District Office (see chart on

Page 24) isPdesigned to recognize the f011owing needs:
P

1. Freeing the ancellor-Superintendent from ,the necessity.
of full-time-,concentration on matters largely limited to'
internal operations, so that increased attention can be
directed to the external factors that must be understood
and addressed for optimum educational management and lead-

. ership.

2.
,

Insuring educational program coordination on a Distr.dt-wide
basis..

3. AttUning Management roles t"oth&legal realities and defin-
itions within which the District operates.

4. Alignidg the formal structure -of the District Offide with
its informal Or de facto mode of operation, and further
clarifying certain unit areas of concern.,

5. Identifying, and differentiating ,among,,the'principal func-
tions of the several levels of management personnel.

To me -t the first of the above-cited needs, it is proposed that
A

the pcIsitig of Assistant Superintendent for Planning and Development he

created. Th- Assistant Superihtendent would add to the existing
4 -^

Director of Lan-fling pOsition District-wide' executive'responsibilities

to relieve th
.

Chancellor-SuperintenAent it the area of internal, opera-e--

tions, thus p oviding'sAfficient time to 'focus, attention on the external

community and :nvironments of the District and the State. ,No other

function is so mportant to the'future of the-District as an insightful

and,correct zna ysis of thegxternal environment, because this is

very foundation Or the identification of suture opportunities and

To.meet the second need, it is proposed that the position of -

Direttor of Educational lorOgram Coofdination be veated. The incuptbeht

directions which ill assure the well-being and educational leadership
.

of the District.

2 iri
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, 22

this position -w uld be charged with responsibility in the areas of ,

program evelopmen imple entatiot, deliiery and evaluation, it
. .

specific recogniti n.that a fundamentil Purpose of the District is't

tprovide ducationa comprehensiveness on a Distridt-wide basis 'and,

- that p ning and oordination must be, adEressed by the District'on
a.unif ed basis.

To. meet the third need,.Of.at uning management roles, the Coll

4. Presidents - while primarily as College educationa

400V .wou-l'd occasionally assume responsibi
."' for District -wide tasks.

.
.- %.1,

.

Such a.step.is essential in this era Of'peoni7e1 transfers, collective.--.
.t4:bargainidg, contract administration, and dynamId curriculum that demand

ge'

leaders --
. ,

continuous Staff development. The step wowittalso recognize the fact '
_ ,

. . _
,.

,... .- ,0
6that only the entire, District as a legal cl.ity.

TO meet
;*

the fourth need, aligning the formal-structure ot,the, -

District Office'With its operatOnal mode, certain support and-technical

functions which have evolved into..functional staff positioni but have
I.line authority o ?er a well.defined.,ar of responsibility, ,would be

,

designated as District Directors.
r T iis designation, be acco panied

/

spells out funin each case y a job de gription that tion 1 rthat
/

pon-
,

.. .i.

/

-/ sibilities an author t reccignizet, that such ositions work est and
.

[

mit of icien k thro gh orizontal reel tionships and workiflow patterns

which, cut act ss the traitional and'of inefficient channels of .

. t. /

orityY Moreover, in everyvertical aut ase, the departments of each
_-

of these District Directors would,be carefully regrouped into functional

unitS-designed to.comilemerit or suppleMent the Director *With technical

.ot coordinative suprt.

The f th.neeA, identification and diffeientiation of management k

personnel t ponsibilitiss beyond 'those illustrated in the designation ;
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ti

23

of District directorships, would be met through placement of each

position,at its appropriate level in the "Management.Roles" hierarchy

ei-plai-ned, in SeC,tion II.
,

28

;
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REORGANIZATION OF PHE COLLEGES
. . - ,

At the- Colleges, the reorganization',,plan wdUld,flatten. and reduce ..

,

I

administratie'layerS in keeping with the hierarchy'detailed in Section
t

II, while simultanedusly reducing the scope of responsibility for Most,

administrative positions (see chrt t

on'Pages 27 and 28)-The-datter
l '' -

,

ould be accomplished by app,lying't e same gou ing cOnc4pts described-
,

.

.

- in the District Office reorganization proposal:. This grouping by, func-'
,, ; .

r .

)'i.i.'oh eliminates unfi cessarY dupliCation of'effort and, in some case, job

ip sitionS. This only would reduce the span of personnel Control
I.,, .

a

With which A singl administrator must coptend, but also in-many cases,

would result in units of activity'large enough in responsibility tb

produce advantageoUs economies of scale. 'In addition, most of the re-

"grouped-units would achieve, increased homogeneity that would result in

improved unifOrmity of process and communication.

The grouped functions include services for student, instruction,

community programs, and collegeOPerations--with a-maximum admi4stratiVe

emphasis-op the primary functions okf student and instru9tional: serviceS.

ADirectots'of Subject"Areas report directly.to-the'deah of IhstrUctionm

Similiarly, for plant operation, the Supervisor of Buildings" and GroUnds

repotts directly to the Director'of Operitions,,

--Serving ,only as' examples of grouping functions under one
,

aamin-

istrative .head, let us 'examine the , spdp of- control of- .ifie Director', of.

Instructional ResourceS apd the Director-of Special.ServiceS. Instruc-

tional Resources combines the library,` medi a centers
- .

ividuali:zed instruction, andMaterials developed functions into
1

.one integtatedand,,articulated unit. It would be.lear,to staff,
,

Studensi and'community'lalike-ds'to vazho-ddes what-and where and why.

,

.

,

0 V
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4

Special Services might Combine. financial-aid,job placement, health

services, and student activities' into another' functional unit.. Func-

tional units would be similar,' but not necessarily identical, on each

campus and would articulate' together and with appropriate Di;trict

Off"ce personnel so, that District-wfde planning and development ca
. /

t k

Other significant
Mrt

Collegls include

1...-Directo s o
Presidents,.

points concerninhe.reorganization of th

Communi't'y' Education reporting directly to the 1

Integration of occupational/career deans with division
chairmen, positions as Subject Aiea Director's at Skyline
and-Canada.-

3. , Some uniqueness In positions to the .CSM organization
proposal primarily` because of size (e.g,, Assistant to
the President, Director of College Readiness Program, Super-
visor of Fiscal and Personnel Services, and Director Of
Career Education in a staff capacity).

4
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CONCLUDItm COMMENDS

:Generaliy, the Proposed plan has attmpted to seek a simple

c4ceptual'solution rather than a complex one., Position titles

re'lect functional description rather than rank, and the number of

Limitnistrative titleS,has beer' greatly reduced. Consistent applica-

tion of uulfom functional titles throughout'the District will help

to clarify both the function and the level of administrative position,

and in both stafsf and Student nderstanding of "Who does.what

where?"' The management line of aut ority and communication has been

shortened, 'and its routes clarified in each of Districts four
J !

Units. The question of who acts in the C ancelIor-Superint ndent's

'-absence is clearly answered through

intendant. 4.

esigna1ion of an Assi tant:Super-

.

Effective leadership require clear-cut lines-of'authority,

responsibility, and accountability. This is kally the:Fleshing out"

of the conceptual plan will call for a job description for every

management position--a description which spells outnot only the

responsibilitie f the position, but the degree of authority as

well. This wil allow administrators to hold subordinates accountable

for their work! The "buck" can then be sopped at-hatever point there

exists adequate authority-to resolve.the problem. Such specific job

descriptions are prerequisite to any decehtralized

responsililities and modesof.opertion..

delegation of

iIt is important to note that the plan was not developed w th

a goal or a/guideline to either centralize or dcentralsize the system.

The system was organired by functional analysis which s ught to group

those functions which are uniform, common, supplementary, and comple-
' 4

34
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mentary, then place each .functio closest to the point of

30

sufficien reformation that would enab individuals .to make sound

/

and accoun able decision in the interes of the well-being.of the
/

whole District. ..

'Wherever possible economies of operation would be maximized

by the utilization of classified specialists in areas that donot

require, either by law or profesgional standards, the services Of

certificated professionals.
o

Management Structures are designed to achieve objectives,and.

goals, while governance structures are designed to achieve decision-

making and policy determination through consensus. This plan is-More

a management structure than a governance structure, becauselit has

made individuals responsible and accountable in lieu'of th
A

typical

committee networks associated` with governance structures. 'The design

has, at every unit and level, considered the(!relationships of the basic

management processes of planning, organizing, staffing, directing,

coordinating, and controlling to achieve previously declared objectives.

The College and District Planning Councils, as well as the Planning

and PrograM unit, are indicative of the attempt to formalize a manage-

ment function that previously was often characterized. byl a fragmented
/'

and sometimes ad hoc or even voluntaiy approach to the function. The

plan' recognizes that committee structures cannot perform management

functions, but'are most valuable when principally utilized in an

advisory/consultative'capacity and as a judicial body to resolve-

jurisdictional disputes.

Modern management tectAiques and practiceg ar& more adaptable to

a management structure than a governance structure'because all share

a common turf in the recognition that indiViddals are the accountable

entities of any management system. Through such management tools as

33
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f
I s if 1

\
,

i

a computerized educational information sys lems, precise delegation of
ff

. _

' .
ws i ./ ,

respknsibility an authorit in job desc tions, control -and evalu- .

i

ation through es ablishmen f.obje tives nd the use of project

management, the lenidr manlagers,a particu arly the Chancellor-

,Superintendent,"can increase their span Of con rol without b g

' consumed by the rigors of detailed and daily su ervisiOn of aff 4

and functions. Time, then, become available fo "the senior anagers,

to plan es well as operate, td evaluate and avert roblems,'and to

assess the critical eterhalpenvi onment instead of attending largely
lJ . .

. --,:

to adjustments in the internal uc ure; in short, to exercise manage-
,

ment and educational readership ins ead of acj udication.
. ,

This reorganization propoSal, for the f rst time in.our DistriCt,

mandates lateral coordination among the ColleOes and provides the

District Office with appriopriae perSonnel,`g ell,res6onSibility and
,

accountability fOr assuring that lateral coor nation is successful.

This/ oes not mean that the District Office is uilding a cadre of
11

"!super deans" with line relationships to College administrators, but

rather a minimum number of multi-skilled personnel responsible for

convening the various functional unit heads so' that necessary planning,
Si

develo,Plflent, coordination, evaluation, and communication take place.ra

33
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I

i

S Ction -10 tlined and explained the fundamental structural
,4 i

- I

,
, I ,

changes coristititing the plah for reorgdnizatiion of the District

administration.

Section II will definq the primary functiOns of

affected by the proposed changes!. -

.

1'

ti

hose jobs
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38 .

t-Chancellor-Superintendent

1. To serve_as the Chief administiativeofficer of the District arid.,
executive. officer of the Board of Trustees. ,

4e

2. shief administrative officer, to recommend and bear ultimate
responsibility for implementing District,Rules and Regulations and other Board
actions in such areas as budget and fiscal mapageRent, educational programs,
student services, physical facilities, organizational structure, and staffing,
including the appointment, evaluation, assignment, compvisation, transfer,
and termination of all District personnel. ,

3. As executive officer of the Board of Trustees, to serve as official
spOkesperson on matters relating to Board policy and to conduct official
correspondence on behalf of the Board and provide official responses tb
inquiries relating to Board policy and 'action.

4. To review-d- analyze, Triodify, and aetermine appropriàteness-ofll1..
staff-prepared recommendations and reports in preparation for submission to
the Beard of TrUstees for action or information.

. !
..

.,.
N5. To be responsible for District and College goal-setting and the' 4-

evaluation of progress toward these goals , by insuring that educational,
fiscal, and facilities plans are developed for Board action and implemented ''.
fallowing such action. !I :.

. - tS. s,

'e.

. Assistant Superine6ftdent for Planning and Development
___- _ ..__

I. To serve qs, the 'District adMinistor responsible to _the_
Cha nCe flor-Superinten,dent for managing the District's educalonal,rocesse sand progtams , informattion systems; and facilities.

.
. 2. To serve as Acting Superintendent in the absence of the

. .

Chancellor-Superintendent.
--.

....._ ,

a,

. 3. 'to dii--41.t. District-wide educational program devolopMent, coordin-:-
N A.

atom, balance, a nd,eyaluation; nd to develop,and,prepare prOgram and
planning recommendations for the chancellor-Stfp.erintendent Ind the Board of
TruS-tees ..

4. To beeponible for and direct the District's administrative data
processing biYeration

. 5. T9 direct the development and implementation of the District's
external funding program.

.6. To direct District-wide facility development and maintenance pro-
,

grams .

43

t,

s
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IA

Q?.rectL of. Educational 'Program Coordination

1.' To serle as the, District.. administrator responsible to the Assistant,
Supetinte-ncient for:managing the planning and evaluation of educational pro-

. grams. . .

2. To direct planning and coordination of the development and iniple--*-
mentation of new educational programs to insure that they'cohform 'with
District goals and objectives, recommending the apprbpriate College for their
placement; and to review and monitor existing programs to'insure District-wide
program balance and,avoidance of unwarranted program duplication.

3. To conduct, direct, and- coordinate research to identify appropriate
areas for new curriculUm development and insure apprcipriate program evaluation
for determininVeffectiveness and inodification needs .

4. To,develop, coordinate, and assist in designing and implementing
staff development programs.

k

39

5.. To explore educational opportunities for multi-agency program- .
-development and make recommendations for appropriate operational relationships.

/7

Director of Fiscal Services

1. To serve-a-s-the-District administrator responsible to the Chancellor-,.

Superintendent for managing the District's fiscal and business services.

2. To plan, coordinate, recommend, and assume primary responsibility
for the deVelopment and adminkStration of the District budget; to direct and main-

, tain budget control and analysis; to approve all disbursements of funds; and to
direct the preparation of related financial reports.

_To provide support services to College Presidents and their desig-
nated management representatives on all aspects of fiscal affairs and.bUsiness
services.

1'
. 4. To manage the District's investment program and cash flow.

5. To administer the Distrit's comprehensive liability., property, _

workmen's compensation, and student insurance programs; and to direct the
maintenance of irisurance'retords and4preparation of insurance reports.

\ 6. Tp direct the purchasing Of ecuipment, supplies, and properties
-for the District; and'to direct the maintenance of the-inventory of all propertiesof the District.'

44,
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.

. Director of Personnel .

4 6 g!!'To serve as the District administrator responsible.to the
Chancellor Superintendent for managing a omprehensive District personnel
program, including recommendations for the employment, assignment, trans-
fer, and termination of personnel in accord with District Rules and Regula-tions and Board action.

2. To develop,District management positions on collective bargaining
in accord with Board ciuicielines; and to coordinate negotiations and collective
bargaining activities.

3. To direct the maintenance of personnel records and the conduct of
personneresearch; and to report and make recommendations to the Chancellor:.
Superintendent and other apprbpriate line officers on matters of position con-
trol,. manpower levels, and staffing patterns.

4. To interpret and enforce uniform District-wide personnel policies
and practices; to provide for District-wide communication of personnel policies
and procedures; and to develop programs for staff recruitment and development.

5. To administer grievance procedures for District employees; and tocoordinate activities related' to disciplinary action and litigation involving .District personnel.

Administrative Assistant to the Chancellor-Superintendent

1. To serve under the direction of, and upon assignment by, the
Chancellor - Superintendent as the District administrator fOr monitoring, expedit-ing and reporting on matters relating\to the activities and responsibilities-of
the office of the Chancellor-Superintendent.

'

2. To insure c_ onformity of personnel actions with the Dist cot affirma-
tive action policy.

3. To develop and maidtain liaison betWeen the Chancellor-Superin-
tendent's office and other District Office units, as,well as with appropriate stall*of.the Colleges.

. 4. To provide administrative assistance, as iequired and au-thtirized bythe Chancellor Superintendent, to other DistriCt Office units.

5. To represent t District, as directed-by the Chancellor-Sup'eari-
tendent, at,meetings arid 'special occasions.

45.
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f

Acc untirig 'Officer.
\\`

To serve as the District administrator
of Fisc ices for implementing the District's

rea's of pay'ro ,' accounts payable, accounts rec
ing.

2. To assis
structure and system to
requirements.

onsible to the Director
tinting functions in the
e, and general account-

the development and ref,inemertaof the accounting
ure compliance with Federal, State, and County

3. To advise District a d College personnel On accounting policy and
procedures.

4. To prepare regular and spe 1.;inancial reports as required.

Auxiliary Services Officer

1. To serve as the District administrator respobsible to the Director
of Fiscal Servic S for implementing the accounting system for the District's
bookstores, foo services, student govemmenti% and student financial aid.services.

2. To
cedbres for all
prepare financia

3. To
tions of auxilia

evelop, maintain, and evaluate system standard and pro-
uxiliary and student financial, aid fiscal operations;, and to
statements and analyses for such operations.

bordinate with appropriate College personnel theliscal opera-
Services within the guidelines of District policies.

Certificated Personnel Officer.

1. To serve as the District administrator responsible to the Director,
of Personnel for implementing District personnel policy and Board action regard-
ing certificated employees, including the processes of employment, assignment,
transfer, and termination.

2. To apply the District's affirmative action, recruitment, and evalua-
tion programs for certificated employees. -,

3. To provide advice and counsel to certificated employees on compen
sation, credentialing, leaves , erriployee* benefits , profeSs Iona 1 groWth programs ,
retirement, and other aspects of District personnel policy'.

4. To developlind,rriaintain 'a system of personriel records for certifi-
cated employees which meets Federal,. State, and District requirements. ;.. ........ . .... 4n
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Classified Personnel Officer

\ 1. To serve,as the District administrator responsible to e Director
f Personnel for implementing District personnel 'policy and Board. tion regard-'

Thig classified employees, including the proCesses.of employment, a ignnrnt,
transfer, and termination.

2. To apply the District's affirmative action, recruitment, andei-.7
tion programs for classified employees. a

lua-

3. To develop and admini ter the District classification system; aid to
d aevelop,nd direct the applicant re ting prograrr1for classified positions,

4. To provide advice and ounsel to classified employees oricompen-
.

sation, classification, leaves, employee benefits, retirement, and other aspects
of District personnel policy.,

5. To develop and maintain a system of personnel records for cla ss-i-
lied employees which meets Federal, State, and District requirements.

Communications and Public Information 'Officer
(

1. To serve as the District administrator responsible to the Chancellor-
Superintendent for imple-menting the DiStrict's communications and public infor-
mation program directed to District employees, the newssmedia , and the
community.

2. To coordinate College communications and public information pro-,`
grams with the District program.

3. To plan, develop, and coordinate the preparation of official publi-
cations of the District, including Board rePorts, Board meetyg summaries, news
releases, community and staff newsletters, brochures and f ct sheets.

, 4. To draft, under the direction of the Board and Chancellor-Superin-
.

tendeRt, statements of policy and administrative,procedure.

5. To monitor legislative developments. related to community,,colleges,
and develop statements of position far consideration4oy,the Chancellor-Superin-
tendent and the Board of Trustees.

.Data"'ProCessing Officer

1. To serve as the District administrator responsible to the Assistant
Superintendent for conducting activities of the District's administrative data
processing center.

4 tZ
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1Datg Processing Office!' tcontinued)

2. To establish and implement, in consultation with Di trict and
College ardrninistrators, standards , Procedures , and schedules for data entryandiother clerical processes that interface with the data processing center.

3. To prepare budget recommendations for the data processing centerin accord with established objectives, to implement the budget as approved,and to maintain records of data processing operations and expenditures.
4

4. :Ts) make recommendations for equipment and system modificationson the ba'sis of current data prodessing technology iri.order to maximize theefficiency.of workflow in the data processing center.

. D'
Educational Information Officer

1. To. serve as the District administrator responsible to CM Assistant
Superintendent for conducting and coordinating District-wide research,, andfor developing and maintaining a District educational information system.

2. To design and implenvnt an information sY4tem which will sVcisfygovernmental reporting requiremehl3 and meetithe needs of managemept forinformation in planning, evaluating, and-decision'- making, as well as otherstaff land student information needs .
ti

-3. To conduct District-wide research and c6ordinate research byDistrict and College personnel, anticipating and responding to the informationneeds of the Boar&,of Trustees and of District and College management.

4. To organize and direct District administrative computer
prograniming efforts, making budget recommendations on computer hardware
and software as they relateAto the development of the information system. .

'P`.,

a

43

Educational Program Officer ... ,'4 , , .
1.--

1. To serve as the District administrator ressible to the Directorof Educational Program-Coordination for technical and operational assistanceIn planning, coordinating, and evaluating the educational programs of theDistrict.
) ,

,..
2. To coordinate development of annual plans for occupational pro-'grains, transfer programs, student services , community services , and educp-tional facilities; and to monitor District progress in achieving the establishedprogram goals.

1.4 I

't 4 3

ti
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Educational Program Officer continued)

3. To assist in the development and conduct of community needs
assessments and employment market research preliminary to program develop-

.ment.

4. conduct appropriate educational research.

External Funding and Development Officer

1. To serve as District administrator responsible to the District
Director of Educational Program Coordination for implementing the District's .

external funding and project development programs.

2. To develop: through the use of external funding, educational and
Loperational activities designed to improve instructional programs and student
"'services. *4

3. To evaluate, review, and make recommendations for the .strengthen-
ing of applications and external funding proposals that are transmitted from
faculty and administrators to the office of the Assistant Superintendent.

4. To evaluate the results of developmental projects and assess
their achievement of stated objectives; and to prepare evaluation reports for
plitential rene'wa?of external funding.

s: To develop and maintain procedures for reporting on programs and
claiming of external funding. .

Plant and Facilities Officer

1. To serve as the District administrator responsible to the Assistant
Supeiintendent for implementing plant an facilities activities throughout the
District. 4,

-2. Under the direction of the Assistanrk.iperintendent, to consult
with architects, engineers, and District personnel on the design criteria for
construction and alterations of College,buildingst roads,' parking lots, 'and
utilities- and .to assure corn "Hance with Contract documents, tnspectiOn

A requirements of the State Di is ion of Architecture, anal local codes and regula-
tions.

3. To maintain contract fires; including plans and specificatiOps; to
execute change orders.; 'and to,verify and approve all progress payment requests..



www.manaraa.com

Plant and Facilities Officer
/.

4. To review requests for
work; and to make cost estimates,
for action regarding such work.

ti

(continiied)

minor construction, remodeling, and other
draft prints, and develop recommendations

5. To coordinate the preparation and administration of budgets for
buildings and grounds operation and 'capital outlay proocts, including expend-
itures and approval of work requisitions and purchase orders.

6. To recommend and implement standard operating policies and pro-
cedures fbr buildings and grounds operations; and to conduct physical inspec-
tion of facilities to insure compliance with District standards.

4

Purchasing Officer

To serve as the District administrator responsible to the Directorocal Se et for impleraenting.the purchate of siii3plies arid equipment,
includin e con ct of biding procedures, aplikmal of purchase orders, and
estabrishmenf zur asing schedules.

2. To advise District and College personnkl on purch4atrig
and piocedures.

'3. To maintain the necessary record
and disposal of allDistrict property and for`the

45

r classification, inventory,
osal of all surplus District property.,

04.- To recornniendastion'on contracts and agreem
reports on contractual end purchasing' requirements

'5. To recommend procedures for and supervise the operation o ntr.al, - ..ores , District mail serace , and District Offic'e central `duplicating service
-'---- ., '' - t,,

1,. 4.6. To administer the District--yvide records retention and risk Manage-

and to prepare

men procjrams.
\,

110
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If?

President ti

1. To serve as°the chief administrative officer of the Ccillege,.
assisting the Chancellor- Superintendent' in providing educational leadership
for the District,. its Colleges, and the community.

,2.,,As _thief administrative officer, to recommend and bear ultimate
responsibility for impleinenting at the College level District Rules and Regula-:

Ltions and administrative procedures, providing fox' a balanced instructional pro7
gram andcomprehensiVe student services to meet community needs t ;

3. To'Cliredt the development and administration of the College
budget; to direct the continuous review and evaluation of the, programs and
services of the College; and to direct the performance evaluation of College
personnel.

4. To develop and maintain an effective program of community rela-
tions and public information in the-service area of the. Co114ge.

Dean of Instruction

1. To serve as the College administrator.respotisible to the President
for planning, Organizing, and evaluating the instructional program in accord with
District Rules and Regulations, program objectives, and student needs.

NIL
2. To lead and coordinate innovative efforts for staff development

and the improvement of the instructional process.
vs

3. To develop the instructional budget recommendation and administer
the budget at approved.

r
4. To direct the development and implementation of the schedule of

classes in accord with current assessments of student need.

direct the peiformance evalu'ation of InstructOrs, instructional
administratbrs, and support staff , and recommend certificated personnel actions
to the President.
14,4.

Dean 6 Student Services)f
1. To serve as the Collqge administrator responsible to the President

for planning, developing, organizing, and evaluating the student services pro-` gram,. in accord *ith District Rulesrand Regulations, and administrative and
ettabIished goals.

1 54 .
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Dean of Si Lident Services (continued)

2.' To develop the. budget recommendation for student services and
administer the budget as approved.

cs. 3. To direct the supervision of students on campus and at College-
related activities.

4. To direct articulation activities with appropriate secondary
schools and four-year transfer institutions. I

Administrative Assistant to the President (CSM only)

1. To serve as tte College administrator responsible to the -President.
for coordination of all College=level administrative activity; to recommend
admiiistrative procedures; to coordinate the pteparation of news releases for
the media; to coordinate the publication of College brochures, catalogs, sChedules,,
forms, and promotional material; to coordinate the scheduling and conducting of
College meetings and campus.visitations.

2.1 To develop and maintain effective liaison between the President's
Office and dther College admiriistrative unitss ;Arell as with appropriate staff
at the District Office.

3. To monitor the preparation of College reports for submission
within the District and to outside agencies.

y 4. To represent the College, asAirepted y the President, at meetings
and special occasions.

Director of Admissions. and Records .

6

lk-1 To serve as the College administrator responsible to the Dean of
Student Services for planning, devdloping, organizing, and evaluating college
admissions and records "services in cooperation with the District Educational
kiformakic5n;Officer4,,and in acdord with District Rules, and Regulations and
legal,requirements. ,.

A

2. To direct arid cbnduct 'student regotration.i
0,

r.
r , 3. To grielop btidget recommendations for,AdmissfOns and Records

d administer the'budget as approved. A

4
$ / 4 . To advise ant ,participate in the preparation of enrollment projections,

student rbfiles', and otkerdata reports for planning purposes.
5 5.

.1
5. To administer She financial aid and,veterans' assistance programs;

and.to direct efforts to secure extrnal funding for special aid progrims. (Canada
only)

4,
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Director of Career and Occupational Education (CSM .nly)

1. To serve as the College administrator responsible to the,Deart of
Instruction for managing career and occupational programs, including the coor-
dination and .review of programs with Citizen advisory 'groups.

2. To develop overall budget recommendations for career and °coupe-
:ional programs i accord with program goals, objectives, and guidelines as
they relate to coiamunity and student needs.

L

3. To provide direction and assistance to instructors on matters of
career education N.

4.- To supervise the program of cooperative education and student
Placement with its relationships to business and industry.

5. To. prepaie short- and logg-range career and occupational plans
for, programs, of the Collegeoand to 'report on progress and achievements of these
prOgraths .

Director.;:of College Readiness Program (CSM only)

3. To.:.;serve as the college administrator responsible to the Dean of
Student Services fOr'2the*conduct of the College Readiness Program.

t 2.* t.-'-recor.nmend curriculum development of special interest and need
for -studehts within the College Readiness* Program..

3., To diwvelop'the.College 'Readiness Program budget recommendation
and administer the budget as approved.

.00

4. To oversee the selection and training-0f tutor supervisors and
tutors. , direct their activities, and evaluate their performancd'as well as that
of other College Readiness personnel.

5. To interpret and represent the College Readiness Program to the
college and community.

6. To coordinate College multircultura.l programming activities and
administer the Extended Opportunities Programs and Services (EOM project.

. °
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Director of Community Education

l. Under the direction of the President, to plan, organize, develop,
coordinate, and evaluate the College's community education program and other
non-credit instructional activities, including forums, short courses, institutes,
lecture series, and cultural events.

2. To recommend and administer the community education budget;
to direct the registration of participants and collection of fees" for community
educa.tion courses and programs; and to recommend the appointment of profes-
sional staff for community education activities.

1- -

3. To coordinate, with the Dean of Student Services and student
representatives, public programs sponsored by student government.

4.- To direct the dissemination of informs
to the news media of the College and community.

52

on College-programs
ar3d Skyline)

Director of Continuing Education

1. To serve -as the Co e administrator responsible to the Dean of
Instruction for managing the -continuing dal-cation and summer programs.

2. To direct the recruitm t, recommend the selection, and evaluate
the performance of continuing educatibn acuity and staff in concert with the
Division Directors. ,

3. To develop and recommend the budget-for the continuing ,education
and summer session programs, and adm'inister the budget as approved.

.

4. To establish and implement the continuing-edircation and summe
-session schredincert with the Dean of Instruction and the Division
Diredtors .

\
5. To Provide assistance and direction to community groups requesting

on-campus or off-campus instructional services for credit in accord with Board
policy and administrative procedures.

6. To direct the supervision ':of the campus during evening; weekend
akd summer class hours.

57
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Director of. iounselinq Services
.

1. To serve as the College administrator reSponsible to the Dean
of Student Services for developing, organizing.,--directing, maintaining, and
qva uating the College counseling program and services.

(
2. To conduct followLup studies on former students in cooperation

with the office of the AssisIant Superintendent for Program and Planning. ..

3. To conduct staff development activities and in-service education
for counselors, in conjunction with District-wide programs.

4. To develop the counseling services budget recOmmndation and
administer the budget as approved.

Division Director

1. To serve as the College administrator responsible to the, Dean of
Instruction for the leadership and management of the division's day, evening,
weekend, and Sumner programs.

2. To direct and conduct curriculum development for the division in
accord with District and College policies, procedures, and objectives.

1
3. To plan and direct a comptabenslme.staff development program for

the divisior rin concert with the Office of Instruction to supervise the. performance
.-evaluation of divisional faculty and support staff; and to recommend personnel

actions to the Dean of Instruction.

, 4

4... To plan;ncf recommend the diviSion budget to the 'Dean of Instruc-
tion and administer tlle--budget--as-aplproVeal.

5. To ejtablistr and implement the division csioss sdhedult in' concert
with the Dean of Instruction and the Director of Continuing Education.

.4f,.

Director of Instructiowl Services

Co .1. To serve as the ollege administrator responsible to the Dean of
Ins'tructiOn for developing and maintaining a comprehensive learning resources
program in support of instruction.

2. To manage the operations of the library, media, audio-visual, and
instructional materials development centers. .

4

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

5 3
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-

Director of- instructiona 1 Services, (continued)
a,

3. To provide leadership and assistance to faculty regarding
instructional development, innovation, and the utilization Of external fund
opportunities.

4. To develop-and recommend the budvt for...the instructional service
centers and administer4the budget as approved.

5 , , To direct the planning and operation of the DistirictistedfIcational
radio and television stations. (CSM only)

6. To conduct curriculum development, especially in the area of
occupational programs;-and to direct the operation of the computer laboratory.
(Canada only)

Director of Operations
4

1. To serve as the College administrator responsible to.Ae President
for plant maintenance and general support operations.

2. To assist the President in the development and control of the
College budget.

3. . Following District Rules and Regulations and adminis4 tive pro.-
cedures , to direct campus security and auxiliary enterprises, and coordinate
with the District Plant ancLFacilities Officer the maintenance of buildings and
grounds at the College.

4. To serve as liaion to the D'istrict'Off-ise_:in ossified personnel
and fiscal matters. --.- I."

,,

S. To direct the special scheduling and use of College facilities,
in acdord with DIOhirict,Rules and Regulations and administrative procedures.

pecial Programs and Services

)7
.

1. To serve as the College administrator responsible to the Dean of
Student Services for planning, developing, directing, and evaluating College
special services, including programs for the disadvantaged and ditabled; stu-
dent financial and special aids and student government and activities.

,

2. To develop the budget recommendation for special services pro-
grams, and administer the budggt as approved. _

4
5 9
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Director of Special Programs and Services (continued)
,

3,. To develop, in cooperation with the District EXterkal. Funding and
opportunities for securing external funding for special

services programs.

4. To plan and direct the student activities program in conjunction
with student 'leaders; and to serve as advisor to the College's student 'govern-
ment.

Supervisor of Buildings and Grounds

/"`
1. To serve as the College administrator resp onsible to the Director

of Operations for the maintenance of buildings and grounds.

2. To plan, coordinate, and monitor the work assignments and
schedules of buildings and grounds personnel.

3. To assist the District Plant and Facilities'Officer in developing...
a prevent vemaintenance program for College plant and facilities; and to

riimpleme t this program, maintaining appropriate records. .
,,

4. To assist in the preparation,of the buildings and grqunds budget;,--
and to recommend'purchases of equipment and supplies.

,...,:-

5. To secure bids for contract services related to buildings and
grounds subject to approval by the District Pliant and Facilities Officer.

Supervisor of Fiscal and Personnel Services (CSM only)

1. To serve as the College administrator responsible to the Directr
of Operations for the Miltage.mertt of College fiscal and personnel services.

2. To coordinate the development of the annual College budget and
develop budgetary recomrriendations to the District administration; to Monitor
College 'expenditures toinsure th,althey remain within the budget allocatitn,
and provide regular reports on such matters. ---

.

3. Under the direction of tRe Niector of Operations, to.monitor all
College-level personnel procedures and record-keeping, insuring compliance,
with District Rules and Regulations,and administrative procedures; and to monitor
procedures and goals pertaining to affirmative action.

4. To assist the Director of Operations in liaison withthe_nistrict
Office in classified personnel and fiscal matters.

60
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As Section II provided descriptions of the administrative
.,

positions''affected by he, changes outlined in'Section I, Section

III will delineate the qualificatIblis for those jobs, inCluding

credentials, professional experience, education and key adminis-

trative

6 2'
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* ,
'' ASS iStlEalt Sumeri-ntenden for planning and Development.

A * 169

Serves as the District administratoresponsible to the.
for District-wide edudation-al prograz6ing and,planning.

Qualifications:

1. Credentials California community college chief administrative officer
credential. California community college instructor
credential -in a subject area taught in this District.

Professional
Experience

3. Education.

ci

4i Kdy
Administrative deve ing , and evaluating accungr_ehensiVe educational.
Abilities

Demonstrated effective community college adrninistrktive
experience and successful teaching experience which
included responsibility for curriculum design, develop-
ment, and evaluation. Top-level management and
planning experience required, including budget develop-
ment, fiscal management, a ridpesonnel administration.

Graduate s y in planning, systems design, management,
and curric,ulu igrLarid evaluation.

OR A background of e ucation and experie-rice substantially
equivalent to requ ments 2 and 3.

DeMonstrated effective leadership-elattiLyin plannin4,

programme the college level.

Demonstrated lability ih analyzing the social, political,
and economic factdrs affecting higher education.

,id DemonstrateCreffective.ability In directing the design.,,

and implementation,of-effective student ervice.s,
instructional programs, and managerhen information
systems.

Knowledge of skills required to organize, direct, and
utilize rese4rch in educational planning ,Idevelopment ,

and evaluation, with demonstrated positiVe results.

Knowledge of developments instructional` technology
potearal application in community college'an

curricula.

'ik-frowledge of an abi ltent ertinent federal,
state , a'nti, local laws,,which, govern-commun ty-college

'educational programs."

Demonstrafeci,.effe iveness in articulation of i
individuals .and4ro ps

Demonstrated ability to motivate persons to accomplish
assigned' projects within specified time schedules.

6 '1
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Director of Educational Program Coordination

60

CQ

Sery,t4-4s the District administrator responsible to the Assistant Superintendent
for planning and evaluating educational program, goals and objectives in accord-
ance with Board policy.

QualiEications:

Credentials

2. Professional
Exikvience

3.' Educkion

CR'

4. Keys
Administrative
Abilities

ti

California community college supervisor credential.
California community college instructor credential in a
subject area taught in this.District.

Demonstrated effective commu ity college administrative
experience with success in leadership and coordinative
roles. Experience in community college teaching, as
well as curriculum design, development and evaluation.

Graduate study in. higher education curric um design,
development, and epluationieducational to nology,
and research methodology.

. \
A background of education and experience substantially
equivalent to requirements 2 and 3.

Demonstrated ability to direct job market and manpower
research as it appl1Les to community College-curriculum
design, development, and evaluation.

Knowledge of curricullim structure and transfer require-
ments of four-year co114ges and universities.

Knowledge of educational technology and delivery
systems appropriate to community college educational
rograins, and ability to cobtdinate their effective

"etilczation.

Ability to interpret and utilize complex data reports
produced by student, course, fiscal, facility, and
demograSztic information systems to identify areas for

T,- new curriculum development, evaluate educational
prograIns , and for other related purposes.

Demonstrated ability to communicat effectively,
both orally and in writing, with administrators,
faculty, students, and the ptiblic, as well as govern-
mental agengies.

4. 6 3
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Director of Fiical Se/vices,
%

Serves as the,District administrator responsible to the Chancellor-Superintandelt
for the District's fiscal and business services.

1

lifications:

1. Credentials None required.

2. Professional 8uccessful experience in college administration, ith
Experience specific responsibility for 'financial manage .ent,

budget preparation and control, and related fields.

3. Education Master's degree in business administration or public
school administption, including advan5ed study in
community college finance and business affairs\

0 OR A background education, and experience substantially
equivalent to requiremepts 2 and 3.

Key Thorough knoWledge of the Principles and practice of
Administrative community college fiscal affairs.
Abilities

Ability to administer effectively the District's fiscal
figt services program, ensuring 'compliance with legal

requirements, Board policy, and established adminis!-`
trative procedures.

Ability to` direct the maintenance of comprehensive fiscal
and business records systems, and to prepare timely and
succinct rrnmary reports of complex data.

Ability to communicate effectively, both orally and in
writing, with administrators, faculty, classified staff, 4

and the public, as well as governmental agencies

Ability to initiate and maintain accounting procedure to
assure orderly receipt and disbursement of funds.

Demonstrated ability to manage an investment program'in
compliance with legal requirements and Board policy.

Knowledge of and ability to direct appropriate purchasing
and supply proceddies for personal and real properties.
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t

Director of Personnel

Serves as the
for the Distr

Qualifications

1. Crede

. *
62, ti

District administrator responsible to the Chancellor-Superintendent
ict's personnel prograin.

ntials

2. Professional
EXperience

3. E

4.

ducation

California community college supervisor credential.
California community college instructor credential
in a subject,area taught in this District.

e
Demonstrated effective commuhityc011ege ad
experience and successful teaching excierienc
ably in institutions of higher education.

tra t ive
prefer/

Advanced study in commiknity college education and public
personnel administration.`

OR A background of education ahc experience substantially
equivalent to' requirements 2 and 3.

Key
Administrative
Abilities

11,

Demonstrated ability to desigh
an effective comprehensive per
certificated and classified emp

develop, and administer
onnel program for both
oyee's. .

Demonstrated ability and experi nce in conducting
personnel nJgotiations.

Demonstrated ability to assure conformance of a community
college personnel program, including collective bargaining,
with applicable federal, state, county, and local laws
and regulations..

Demonstrated ability to' conimmicate effectively, both
orally and in writing, with administrators, faculty,
classifie2d staff, and the public, as well as governmental
agencies.

Demonstrated ability in effective, supervision of support
staff.

Knowledge of current developments in the preparation of
position descriptions , task elements , qualification require-
ments, and recruitment and training procedures.

1
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's

Administrative Assistant to the .Chancellor- Superintendent
1 : .
Serves as the District administrator responsible to the CMncellor-Superintendent
fOr coordination of administrative activity to insure timely iniplethentation of
management decvtsioras and completion of management tasks.

,'
6.3

Qualifications:

Credentials 1\ione required.
f

t
..,
/ Profes4'ional Successful experience iri administrative management

Experience and/or community college teaching. Experienc
must demonstrate ability to motivate and expedite
action by-various organizational units .

4

Educate Bachelor degree from an accredited institution.
, . ...Study in maa-gement ancl-eeil3m4ication. ,t ,..,

o,. OR.' A background of educption and-experience subs tally '''bi
equivalent-to requirements 2 'arid 3. 1, .. )

'/

ar

4. Key
Administrative mapagerrcent tasks by 11istrict and College 6.tninis-
-Abinties trators

Demonstrated ability tocoprdindte the completion of

f Abilit to 'corn ate effectively, both.orevIlY. d in
individuals and g '

.44

Demonstrated ability to insttre compliato4ith,
mantatory affirmative action policies and laws
'fede.,1* state , county, and local jurldiCtiipk.

eff ,
A.*ility to assume publiC&relations responsiSilipces---
dsrrepresentative-of the Chancellor-Superiritendent
when so designated.

/ I- V '
' 46

IP'
.

te 7 i
IR

c)

b8
S



www.manaraa.com

/

Accounting "Officer

Serves as the District administrator responsible to the Director of Fiscal
Services for the administration of Distriict accounting functions: payroll,
accounts payable and receivable, and general accotinting.

Qualifications:

..,

1, Credentials

2. Professional
Experience

3. Education

None required.

Successful experience with significant responsibility
in public agency accounting, functions.

Professional training.in public agency accounting
techniques. ,

OR- A background of education and experience substantially
equivalent to requirements 2 and 3.

4. Key,
Administrative
Abilities

1

/

Demonstrated ability to direct the maintenance of com-
prehensive community college accounting systems.

Ability to implement federal, state, county, and local
policy and regulations affecting community college
accounting systems and methods.

.64.

,..

Demonstrated ability to communicate effectively, %th '
orally and in writing, with administrators, faculty, and
classified staff.

\.
Demonstrated ability in effective supervision of support'.
staff. .,

/.

At,

6 9 ,
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1

Auxiliar
65

e vices Offiber

'Serves as the Di
Services for the a
bookstores , foq
services.

Qualifications :

1 'Credentials

.Professional.
Experience

3. 4 Education

OR

4. Key .

Administrative
Abilities

trict administrator responsible to the Director of Fiscal
ministration of the accounting systems for the District's

s rvices, student bodies, and student financiaV.1d

ca

Non required.

Successful experierice with significant responsibility
in college accounting involving, bookstores, cafeterias,'
and financial aid program's and similar operations.

Subgtantial, professional training in college business
procedureS related to cost and inventory control and
accounting serv.1ces for operations such as bookstores,
food services/ and Linancial aid disbursement.

A background of education and experience substantially
equiValent to requirements 2 and 3.

Demonstrated ability to direct the maintenance of aCcount-
ingsygterns for community college bookstores ,.cafeterias ,
and financial aid disbursement.

Ability to implement laws and regulations affecting the..
operation of community college bookstores cafeterias,
and financial aid disbursement..prgraMs.

Demonstrated ability to communicate e'f'fectively, both
orally'and in writing, with-administrators, faculty, and
classified staff.

DenOristrated-ability in effective supervision ot.support
staff.

I

r.
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.2, .,, ,
- '66....

.,.4.-
. -.,.. '

f ...'Certificated Personnel,Cif'ficer

Serves as the DristrQtadministrator responsible to the'Director of Personnel
for the administration of District policies regarding 'certificated.employees.

.
-. . -.-.- ... ,, . . ..Qi.li '-

,Caifcations: 4k'
.:

,- . .

1. Credentials California community college supervisor credential.._ .

. , ..- California community' college instruct-Qicd.redential
in a subject area taught in this District. -

.. , . .. .2. Professional' . Successful certificated employment in higher educa,-:, ,:- Experience tion, including.demonstrated effective periende in
the selectiori and evaluation of eitificated erniiloyees.

3: Educatibn Advanced studj.in commurYity,college ethication and
PersOhnel administration.

Abackii-ound of education and ekperience sub antially
equivalent to rectuirenients 2 and 3.

e- .y>.4., Key. 'Demonstrated ability. to impl4tent federal, state, county,
Administrative 'and local laws and regulations concerning certificated
Abilities community college' personnel. .

11

111111MMIMM.

Knowledgeof and ability to implement effective certifi-
cated staff development techniques and programs.

Knowledge of civil rights laws and affirmative-action
on principles as they applvto community =lieges .

Demonstrated skills in oral and written communication,)
and the ability to work well with people.

bility to coordinate effective professional growth and
sabbatical leave programs for certificated employees.

.Ability to develop and maintain a system of personnel
records for certific'ated employees which meets federal,
state, and District requirements.

(
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Classified Personnel Officer

Serves as the District administrator responVble to the Director of Personnel
for the administration of District policies regarding Classified employees .

,.. .
Qualifications:

1. Credentials

2. Professional
Experience

3. -Education

None required

67,

Successful employment in higher-education personnel work
involving decision-making responsibility in the
selection and evaluation of employees.

Bachelor's degree from an accredited institution.
Advan6ed'study in higher education and personnel
administration.

OR lack nd of education,and experience substantially

4. Key
Administrative
Abilities

L

equivaleiit to regIIrreTM.:*ard3

Ability to implement federal, state, county, and local
laws and regulations concerning classified_community
college persgginel.

Demonstrated knowledge of and ability to implement
classified staff development techniques and programs .

Knowledge of civirrights laws and affirmative action
principles as they apply to community colleges.

Der onstrated skills in oral and written communication,
and the ability to work well with others.

Demonstrated ability to develop and maintain personnel
classification sys'tems for community college classified
employees.

.7 2
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68
Commu4cations and Rub lic I formation Officer

Serves as the District administrator respwisible to the Chancellor-Superintendent
for recommending and implementing ttg Dstrict's communications and public -
information programs directed to Di rict , the news Media, and the
community.

Qualifications:

1. Ci-edentials

2. Professional
Experience

3. Education

OR

4. Key
Administrative
Abilities

None requir d.
te

Successfr 1 experience in.college communications work,
including public informatior,, writing,, and editing;

Bachelor's degree from an accredited institution,- wit)),
a major in journalism, English, or closely related 4field.

ti

A background of education and experience substantially 'r
equivalent to requirements 2 and 3.

Demonstrated proficiency in p,ubliC.information, writing,.e -s1and editing.

Knowledge of community college Publications design and
production processes.

Demonstrated ability to supervise the work of writtrs,
photographers, and graphisdes,ign'ers.

Ability to anticipate and resPond to the communications
needs and interests of the community.

Ability to prepare concise written communications of
official policy and procedural' matters to certificated
and classified persohnel.

Ability to maintain effective relationships with repre-.
sentatives of the local press and other communications
media

73
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.Data Processing Officer

Serves as the District administrator responsible to the'Assistant Superintendent
for managing the activities of the District's administrative data processing
center, coordinating computyperaticrtrs with the activities of programming.

Qualifications:
doltic

1. Credefitials

2. Professional
Experience-

None, required.

Successful experience in the
of higher educatiOn.administrative data processing,

3. Education

OR

4. Key.

Administrative
Abilities

operation and supervision.

systems .

Professiohal_training in data processing, preferably
with a major in mathematics, statistics or other --
closely 'related field.

A background of education and experience substantially
'equivalent to requirements 2 and 3.

Knowledge of operations and principles of electronic
computer systems, peripheral equipment, computer
programming, and systems analysis.

Demonstrated ability to manage a staff of data processiyfg
operations and programming personnel.

Demonstrated ability to design computer programs and '
test for functional performance; ability, to operate all
District computer and auxiliary equipment.

Ability to schedule and manage computer programming
and operations, working effectively with data processing
personnel.

Ability to ipteractwith College personnel and data-
processilig\systems users in establishing standards,
,procedures, and schedules for data entry. .

Knowledge of current hardware, software, and changing
computei technology applicable to communitycollegeS.

74
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Educational Information' Officer

Serves as the District administrator responsible to the Assistant Superintendent
for the development and operation of the District's educational information
system.

Qualifications:

1. Credentials
Y.

2. Professional
Experience

3. Education

OR

4. Key
Administrative
Abilities' .

California community college supervisor credential.
California community college instructor credential
in a subject area taught in this District.'

Successful higher education dtninistratilie and/or
teaching experience,, including demonstrated ability
in information systems design, statistical analysis,
and research design.

Adva,#ed study in computer programMing, statistics,
mathematics or other closely related field.

A background of education and experience substan-
tially equivalent to requirements 2 and 3.

Demonstrated ability to develop research designs and
perform systems analysis on community,college edu-
cational functions.

Ability to supervise the development of educational
data processing software and evaluate.hardware

,requirements.

Ability to develop' computer modeling systems for
use in community college simulations, projections ,
and 'trend analyses.

Ability to design and direct demographic and atti-
tudinal studies for student and community needs
assessments."

Understanding of educational information elements
and reporting functions, as required IN governmental
agencies arid District and.pollege administration. /
Demonstrated ability: to communicate effectively, both
Orally and,in writing, withoadministrators, faculty,
classified staff, and the public, as .well as govern-/
mentalegencies.

70



www.manaraa.com

Educational Program Officer
1

1

Serves as the District administrator responsible to theiDirectOr of Educational
Program Coordination for technical and operational assistance in planning',
coordinating, and evaluating the educational programs of the District,

Quatificationsf

1. Credentials

. 2. Professional
Experience

3. Education

California ,corndupity college superv,isor credential.
California community college instructor credential ih

subject area taught in this District.,

Successful higher education aciminisliative and/or:.
teaching experience, preferably including curriculdm
development.

Advanced study in higher eduration curriculum planning
and evaluation.

OR A backgrOund'of education and experience substantially
equivalent io.requirement; 2 and,3.-

Knowledge, of educational delivery systems and under-
standing of the technical application of such systems
to community colleg-es and their instructional processes.

4. Key
Administrative
Abilities ".

'Ability to utilize educational)nformation systems f
research and reporting ptirposes..

Ability to perform job 'market analyses and student
needs assessments for community colleges, and &pill
to utilize effectively these and other studies in
Curriculum development.

40,-"

Ability to design and assist instructors to' design anddevelop instructional materials.

W rking knowledge of the functions of student personnel
acti\iNNties and their relatic3riship to the instructional
program

r,

Demonst-ite ability to communicate effectively, both
;orally an in, ting, with administrators , faculty, classi-
fied staff,' and the public; as well as governmental agencies.

:II Ability to coordinates the work cif others in the development
of annual educatibnA.program.plans and conducting corn-,
prehensive program evaluation%

ri6
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External Funding and Development Officer

Serves as the District administrator responsible to the District Director of
Educational Program* Coordination for external funding and project ,development.

QualificationS:

1. Credentials

2. Professional
Experience

)

4. Key
Administrative
Abilities

California community college supervisor credential.
California community collegainstructoritedential in
a subject area taught in this District',

-
Successful experience in .college grant development
from federal, state, and private foundation sources,
including grant applications, budget administration,
project management, evaluation, end renewal.

Advanced study in higher education admiiistration and
curriculum development.

OR A background of education and experience substantially
equivalent to requirements 2 and 3.\'.

Demonstrated ability to manage project ,apPlications and
revisions with funding agencies at the fe
and regional levels of government and with
foundations .

eral, state,
veto

Knowledge of funding sources available in higher educa-
tion for community_ colleges and the procedures used iri`
project development to attract grants from funding .

agencies.

Knowledge of curriculum innovation techniques and their
application to community college inV,Euctional programs.

Demonstrated ability to coordinate and review grant appli-
cations prepay d by college adThinistrators and faculty
members fort bmission to funding agencies.

Demonstrated ability to analyze and-evaluate project
effectiveness and to prepare interim and final projtht

.
reports ed upon research a'nd development activities.

Ability to 'communicate. effectively, both' orally and In
writing, with administrators, faculty, and classified
staff,- as well as governmental agencies.

7 7
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Plant and Facilities Officer

Serves as the District administrator responsible to the Assistant Superintendent
for plant and ,facilities activities throuc lout the District.

Qualifications.:

1. Credentials

2. Professional
Experience

None required.

Successful management expe once, with significant
responsibility for the maintenance and repair of large
buildings, including superviserikresponsibility for a
program of buildings and grounds' maintenance.

3. Education Substantial/ professional training implant and facilities
development, construction, and iintenance.

OR A background of education and experience substantially
equivalent to requirements 2 and 3. \

.

4., Key Knowledge of methods, equipment, and Supplies
Administrative used in community college building maintenance and
Abilities groundskeeping.6

7

Knowledge of current methois, equipment, and supplies
used in reinforced steel and concrete, wood frame, and
other construction trades.

Ability to lemenklaws affecting the construction
and repair of c liege buildings 4as well as applicable
state and local building safety nd health codes..

Demonstrated ability.o estimate construction costs and
maintenance budget uirements. ,

Demonstrated ability.to p orm- effective on-site
inspection of new construio

5
Ability to establigh andf maintain cot. erative Perations
with subordinates, ad ihis rators , ar itects , engineers ,
and construction and aint ance perso nel.

A
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A

Purchasing Officer

Serves as the District administrator responsible to the D
.Services for the administration of the Purchasing Departme

Qualifications:

1. Credentials None required.

for of Fiscal

ti

74

2. 'Professional Successful managejnent experience college purchasing-7,
Experience inventory, and relat ed-fields.

3. Education Substantial professional training ?n.p TIC--ageri\c
business procedures related to purchasing.

OR A background of education and experience substantia
equivalent to requirements 2 and 3.

4. Key Knowledge of current community college purchasing
Administrative systems and'practices.

)

y

Abilities
;-

Demonstrated ability to manage centralized purchasing
and stores operations.

I

Ability to implement federal, state, county, and local
laws and regulations concerning community collegq
purcha sing and inventory beeration's

'Demonstrated ability in effectiveAupervision of
support staff.

ti

1
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President
cServes as the chief administrator of the College and assists the Chancellor-

k Superintendent in providing, educational leadership for the District, the
Colleges, and the community. .

Qualifications:

CrederAials California pommunity ca.ege chief administratiVe
officer credential. Ca ifornia community college
instructor credential i a subject area taught in this
District.

2. Professional Success'ful college administrative and teaching experience,
Experience including top-level responsibility for educational program

development and assessment, fiscal management, and
personnel administration.

3. Education Master's degree from an accredited institution. Graduate
study in community college administration and finance.

4. Key Demonstrated ability to direct the planning, development,
Administrative and organization of 'balanced community college instruc-
Abilities tonal and student services programs, integrated with

District plans, and responsive to local community needs .

Ability to assure conformance of community college
operations with applicable federal, state, county, and
local laws and regulations.

Ability to direct staff recruitment, selection, and develop-
ment functions, as well as performance evaluation of
College personnel.

Ability to maintain an effective program of community
relations and pyrblic inforlmation in the services area of
the College.

Demonstrated effectiveness in the Motivation of individtials
and groups toward the accomplishment of established
objectives.

Demonstrated ability to provide leadership in the pursuit
of institutional excellence and effectiveness, within the
bounds of reqUisite budgetary limitations.

Ability to communicate effectively, bath orally and in
writing, with administrators, faculty, classified staff,
and the public, as well as governmental agencies.'

81
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Dean of Instruction
4

Serves as the College administrator responsible to the President for managing
the instructional program, in accordance with District policies, procedures,

, 77

and plans.

Qualifications:

1. Credentials California community college supervisor credential.
California community colleg0tructor credential in
a subject area taught in this District.

2. ProfesSional Successful college administrative and teaching exper-
Experience ience, with demonstrated ability in leadership and

coordinative roles. Successful experience in personnel
evaluation, .curriculum design, development, and evalu-
ation; as well as budget preparVer and administration.e

3. Education

4, Key
Administrative schedule development.
Abilities

Graduate study in college administration, inclildingi
management and curriculum design, development, and
evaluation.

OR A background of education and experience substantially
equivaleni to requirements 2 and 3.

Thorough knowledge of community college curriculum and

Demonstrated knowledge of the principles of Comm
college budgetary management and professional per
sonnel practice.

ty

Knowledge of aloability to stimulate innovative use of
educational technology in community College" instruction.

Ability to motivate administrators and faculty to develop
and,maintain instructional programs of the highest quality.

Ability to administer a comprehensive and equitab
formance evaluation program for community coll
instructional personnel.

Ability to communicate effectively, both orally and in
writing, with administrators, faculty, classified salf,
and the public, as well as governmental-agencies.

82`
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eNn of Student Services

Serves as the College administrator responsible to the President for managing
the student se'rvices program in accordance with District policies, procedures,
and plans.

Qualifications:

1. Credentials

2. Professional
Experience

3. Education

California community college supervisor credential.
California community college instructor credential in
a subject area thughtin this District, or California
community college counselor credential.

Successful college administrative and teaching exper-
ience, including responsibilities for development and
evaluation of student personnel services and activities.

N
Graduate study in college administration, including
management and student personnel services.

78

OR A background of education and experience substantially`
equivalent to requirements 2 and 3.

4. isey < Demonstrated ability to function as an effective leade'i
Administrative in the dpvelopment and administration of a comprehensive
Abilities community college student services program.

InterpersOnal skills needed to enforce student discipline,
encourage the development of effective ,innovative pro-
grams, and 'wolek: °operatively with local, community,
and educationailgencies.

Ability to.assure conformance of community college-
student personnel programs with applicable federal,
s:tate, and local laws and regulations. J.-,

'Ability to communicate effectively, both orally and
in writing, with. adminigtrators., faculty, classified
staff ,:andthe public, as-well as'goveinmental
agencies ..

1,
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Administrative Assistant to the President (CSM only) ,

Serves as e College administrator responsible to the President, for the
coordinatioi of administrative activity to insure timely implementation of
administrative decisions, and for a program of public ,irn formation developed
in cooperation with the- District public information officer.

QUalifications:

1. redentials .

/t, Professiona
Experience

Education

None required.

Successful adMinistrative experience with.increasing
levels of respOnsil?ility, preferably including significant
writing and editing assignments.

Bachelor's degree from an accredited institution with
major in business administration or journalism.

79

OR. A background of education and experience substantially
equivalent to retrairements 2 and 3.

4. Key Demonstrated ability to prepare press releases for news
Administrative medial to organize, write, and edit repoAs.
abilities

--

Ability to coordinate the development of College
brochures, catalogues, and schedules.

Ability to otganize and conduct meetings, visitations,
and ceremonial events involving the President.

Ability to develop and maintain effective liaiscn between
the President's ;Office and other College administrative

s units, a$ well as with appropriate staff at the:Disditt
OffiCe.

I

Ability to represent the President's Officeat various
meetings and events.

Ability, to co inate College-level .administrative
activity, includ ng the tin4ly completion of assigned
management sks.

Demonstrated ability to communicate effectively, both
to orally and in writing, with.administrators, faculty, and
:14;c1assified staff.

"). -%
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Director of Admissions and Records

Serves as the College administrator responsible to the Dean of Student
Services for managing admissions and records .

Qualifications:

1. Credentials

c-'

California community college supervisor credential.
California community college instructor credential
in a subject area taught in this District, or California
community college counselor credential.

2. Professional Demonstrated successful college administrative and/or
Experience teaching experience and familiarity in working with

dafalproCessing \reporting and information systems.

3. Education Advanced study in higher education administration,
preferably including course work in student personnel
services'.

OR A background of education and experience substantially
equivalent to requirements 2 and 3.

4. Key Demonstrated ability to plan, organize, and supervise
Administrative the admission and registration of" college students.
'Abilities

Ability to develop appropriate fops for community,
college faculty and student reports.

Demonstrates ability to interpret complex data reports,
and to prepare enrollment projections , student profiles ,
and other research reports.

Ability to interpret federal, state, and local laws and
regulations concerning community college admission's,
student reiistration, veterans affairs., and financial
aid programs.

o

Ability to communicate effectively; both orally and in
writing, with-students, administrators, 'faculty, and
classified staff.

-8

80

J.



www.manaraa.com

Director of Career and Occupational Education (CEA only)
Serves as the College administrator responsible to the Dean onnstruction
for managing career education programs,.

Qualifications:

1. Credentia Is California community college supervisor credential
and a California community college credential author:-
izing the=teaching of a vocational subject. California
community college instructor credential in a subject
area taught in this District..

4-4

,2. Professional Demonstrated successful community c011ege..vocational
Experience education administrative or supervisory experience in,

an occupational, vocational, or career education
program., ,

J

3. Education

Must have at least two years of successful work
experience in an occupation pertinent to the state
plan for vocational education and at least two years
of community college teaching. experience in a
vocational subject.

Master's degree from-an accredited institution,iwith
course work in vocational education and careei-

,counseling._

OR. A background of education and experience substantially
equivalent to requirements -2 and, 3.

4. Key - Knowledge of federal, state, and local regulations
Administrative governing the administration and fiscal support of
Abilities career-education.'

Demonstrated 'ability to direct,and work'codperatively
I

with faculty, administrators, and career advisory
groups in the development and maintenance of effective
career programs.

Demonstrated ability to motivate individuals and groups
toward accomplishment of established objectives.

Ability to communicate effectively, both orally and in
writing, with administrators, faculty, acid classified
Staff. ( .

8e
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Director of College Readiness Pirogram (CSM only)

Series as the College administrator responsible to the Deep of Student
Services for the admirdstration of the College Readiness Program..

Qua lifications :

1

1`. Credentials 'California community college supervisor credential
and appropriate California community college
counseling credential. California community college
instructor credential in a subject area taught in this
District.

2. Ptofessional Demonstrated combination of successful college
Experience counseling and teaching experience. Administrative

or supervisory experience id desirable. '

3. Education Advanced study in community college counseling and
guidance.

OR A background of education and experience substantially
equivalent to requirements 2 and 3.

4, Key Demonstrated ability to serve as facilitator for growth
Administrative among students faculty, and administrators in order
Abilities to help both the student and the institution adjust to

potential cultural and ethnic dissimilarities.

a

Knowledge of academic support systems, including
tutorial services and peer counseling:

Demonstrated ability to develop an.effective collete-
community relations program for the recruitment of
non-traditional students.

Demonstrated ability in effective 'Supervision'af
support staff.

Ability to communicate effectively, both orally and
in,writing,-with students, administrators, faculty,
and classified staff.

87.

11.
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I

Director of dommunity''Relations

c

Serves as the College administrator responsible to the President for
managing a comprehensive program of non-credit community education
in accordance with District Policies, procadures, and .plans .

Qualifibations:

1. Credentials California community college supervisor credential.
California community college instructor credential .

in a subject area taught in this District. ,

2. Professional Combination of successful college adult education
Experience, administrative and teaching experience, preferably.

including administrative experience in non-credit
curriculjm development.

3.: Education

4. Key
Administrative

'Abilities

I

is

Advanced study in adult and Community education.

A background of education and experience substantially
equivaVent to requirements 2 and 3..

Ability to interact elfectivelYzwith the community and
College'staff in the development and administration of
a comprehensveprogram of Community education.

83

c

. Demonstrated ability to research and respond to various
socio-economic community -constituencies relati-Ve to
their interestin speeific eduCationalprograms.

Demonstrated ability ,to cultivate and maintain liaison
ithrqvic, service, "and professional organizations

to devielop educational prograyns addressed' to community
problems, interests; and heeds.

Ability td communicate effectively, both orally and in
writing, Vih'administrators, faculty, classified staff,.
and the pub ell as governmental agencies.

. V 8
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84
Director of Continuing Education

Serve's' as, the College adMinistrator responsible to the Dean of Instruction
for managing the continu,tng.education program of credit-bearing courses.

.

Qua lifica tiqns

1. credentials* California community college supervisor credential.
California .community 'college instructor credential

-in a subject area taught in this District.N.

2. Professional
' - Experience

;

3. Education

9R-=

4: Key
Administrative,

A combination of successful college administrative
and teaching experience, including experience in
curriculum dev'elopmett and adult education.

fr'Advanced Study in community college curriculum
development and adult education.

A bdckground of edUcationand 'experience substantially
-egiuivalentto requirements 2 and

Knowledge of 'efietive personnel practices, and ability
to Manage 'a large,enterptise. employing priknarily part-

Abilities- time iiistnittOr. ,

: , ,
.

Demonstrated ability, to work with and respond to a
broad range of community ,interests and groups.

, ---, ... ,.
-

.
.,

-.k.-- 1.,Inderstanding of the ilnlque characteristics .1 community
. college adult education and the abilities required for

creative adi:ateducagon Program development.
,

comm

.
Ability to comMunidate,effetively, both .orallY'and, in

With adMipistrators',Iacurty, classified staff,
and the Public-, isAvell as governmental agencies.
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Director of Counseling Service
Serves as the College administrator r sponsible to the Dean of Studei\
Servieces %for maintaining comprehensive counseling services.

QualifiCations:

85

1. Credentials California community college supervisor credential
and an appropriate California community college
counseling credential. California community college
instructor creAntial in a subject area taught in this
District.

Combination of-successful college counseling,
teaching, and administrative experience. Supervisory
experience desirable.

A 2. Professional
Experience ,

#3. Education

O

Gduate levelr.a training in community college counseling
and student services.

OR A background of education and experience substantially
equivalent to requirements 2 and 3.

4. Key
Administrative

' 'Abilities

1

Demonstrated aOlity to diript the development of
activities, progrms, and ,practices which embody
professionally recognized community college counseling
and guidance philosophy.

Ability to plan-and administer effective counseling staff
development and evaluation programs.

Ability to direct a program to assist community college
students in career planning and job placement.

Interpersonal skills necessary to work with employees
and students in cooperative education.

Xbility to communicate effectively, both orally and in
writing, with administrators, ficulty, and classified
staff.
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4

Divrision Director

Serves as the College adminTgtrator r sponsib
for instructional division management atd4 e\ev4e

Qualific'atitns:

the Dean of Triaructicin

a 1.' Credentials California community college supervisor credential.
California 'community college iristructorcredential
in a subject area taught in this District.

.2. Professiotril A combination of successful community college
perience administrative and/or teaching experience in oneX

Education

of the disciplines-of the division, preferably
including experience in curriculum development and
evaluation. Demonstrated competence in classroom
teaching at the community college level's.'

Master's degree from an accredited institution oF
valid California teaching credential for a vocaticSnal
subject.

86

OR A background of education and experience substantially'
equivalent to requirements 2 and 3.

4. Key f Demonstrated ability to provide* a ademic leadership
Administrative in the development and maintena ce of an effective
Abilities instructional pKogram.

rd

Ability to plan, instruct, and control a community
college academic division budget.

Ability to deal with matters of schedule load and
'support in both qualitative and quantitative ways.

'Ability to administer a comprehensive divisional
program'of staff PerforTance evaluation and develop-
ment.

Demonstrated ability to comm1ni ate effectively, both
orally and in writing, with administrators, faculty,
and classified staff.

,r
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Direvtor of Instruct

Serves' as the College
for veloping end
in support of ins ction.

Qualifications)_

87

idnai Services -

dministratoretesponsible to the Dean of Instruction
intaining a comprehensive learning resources progr

1.. Credentials

2. Professional
-Experience

Education

OR_

4. key

Administrative
Abilities

California community college supervisor cre ential.
California community college instructor credential
in a subject area taught in this District:

-A combination of successful higher education admin-
istrative arid teaching experience, preferably
including experience in instructional development
andinstructional support services such as library,
media, audio - visual, and instructional materials
development centers . Demonstr,aked competentein
classroom teaching at the college level.

Advanced study in community- college instructional \
development, and instructional support 'services.

1"
A backgr und rill education and exper nce substantially
equivalent requirements 2 and 3.

Knowledge of the methods of commitnity4qlege
curriculum development, particularly,in t e area of
individu ized instruction. r."

Demonstrated ability .to motivate instructional ad is,-
trators and faculty in instructional development, kinlg 4
full advantage of current educational technology.

Ability to mar1)ge the 9perati ns of (the library, media,
audio-visual, and'insfructio 1 materials development.
centers..

Knowledge of appropriate hardware and software for use
in community cdllege instructional development programs.

Demonstrated abili to communicate effectively, both
locally and in writin with'administrators, faculty, and
classified staff.

Ability to prepare clear and comprehensive reports on
instructioral programs and services to meet mandated
federal, state*, and county .re porting requirements.
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Director of Operations

/ 88,

4

Serves as the College administrator responsible to the President for the
development and control of the College budget, plant maintenance, and
Igecieril support operations.

Qualifications:

1. Credentials None required.

2. Professional Successful experience in college administration,
experience accounting, and finance,, including personnel, plant,

and facilities management.

3. Educatio Master's degree-in business administration or public
school adminiSttration, preferably including course
work in publitagency accounting.

OR. A background of education aril experieice substantially
equivalent to requirements 2 and 3.

4. Key Ability to supervise ffie development and control of
Administrative the College budget.
Abilities

-

4

In-depth understanding of the District budgeting
structure as mandated by the State and implemented
in the District.

Ability tRlimpleThrt legal codes and District
policies related t budgetary development and control
and to personnel practices

Ability to supervise effectivel the operation of
campus security; and the Colle 6 bookstore and
cafeteria .

Knp;dledge of methods, equipment, and supplies used ,
in building maintenance and rotindskeeping.

Ability to assess capital improvement andbmaintenance
needs for the College campus and physAcal plant. -.

Ability to communicate effectively, both oralry-and in
writing, with administrators, faculty, and classified
staff.
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Director of tSpecial. Programs and Services
Serves as the College administrator responsible
Services for managing the special services program.

Student

Qualifications:
,

N

/ 1. Credentials Califgfnia ,-community college supervisor credential.
Calif4gia community college ins ctor credential

o . ,. in a sub ect area taught in-This Di trict, or
California community college cou selor credential.

2. Profess.ional. A com ination of successful college administrative
Experience and teaching experience, including expeotence in

.working with such groups as the handicapped,
financially disadvantaged, ethnic minorities, and
student government.

3. Education
ft

Advanced study in community college counseling,
,guidance, spe\Clal education, human relations, and
organization skills.

ORS A.backgrounc of education and experience substantially
equivalent to reqUirements 2 and 3,

4. Key Interpersonal skills necessary to work with special,
Administrative student groups cited above. ,
Abilities

Demonstrated ability to organize, supervise, and
provide leadership to students in student government °
and other ,student activities .

'Demonstrated ability to relate to community and
student groups of all ethnic backgrounds.

.AbilityAo.communicate effectively, both orally and
in writing, with administrators, faculty, and

'classified staff.

-9
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Supervisor of Buildings and Grounds

Serves as the College administrator responsible to the Director of Operations
for the maintenance of buildings and grounds.

QualifiAtions:

1. Credentials "1\16pe required.

Successful experience in college plant maintenance
and groundskeeping, including supervisory respon-
sibility.

3 Education Professional training in fields related to bonding
construct* and maintenance hortidulture, and
electrical/mechanical training.

A background of edUcaiion and experience substantially
equivalent to requirements 2 and-3.

4. Key Detailed k"nowledge of methods, equipment, and
Administrative supplies used in community college building main-
Abilities tenance and groundskeeping procedures.

2. ProfessionalIt
Experience

.

Or

Demonstrated ability, to plan andimplement a com-
piehensive plan for buildings and grounds maintenance.

.
. .

Demonstrated ability to" plan and coordinate the work
of building" and grou,nds personnel.

Atbilit to instruct buildings and grOunds personnel
on the technical aspects of groundskeeping and
building maintenance

Ability to develop and'administer the buildings and
grounds budget, and to direct the 'preparatiOn of
necessary forms and reports. ;

Ability to communicate effectively, both orally and
in Writing., with administrators, faculty, and classifkedd
staff.

1 ,

4.4ittit
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Super;risor of Fiscal anti",r,sonnel .Services (CSM only)

erves as the College admistrator esponsible to the erector of Operations
for the management of College fiscal and personnel services.`*

Qualifications :

Arecientials 4

2. Profds s lona t
r`ExperienCe

3. Edtica on

OR

4. Key
Administrative

. Abilities

L)

,None required.

V

Successful adminilltrative experience with increasing
responslbirity in the areas of accounting, finance,
and personnel management.

BaChelor's degree from an accredited institution
required. Course work in business administration
and accounting desirable.

A background of education and experience silbstan-
tally equivalent to requirements 2 and 3.

Demonstrated ability to perform accounting fun'ctions
necessary for the detailed development and control
of the College budget.

In-depth understanding of Community college
budgetary structure and terminology.

Ability to implement legal and local policy regulations
in the administration of community college fiscalartd
personnel services.

Demonstrated ability to Communicate effectively, both,
orally and in writing, with administrators, faCulty,
and classified staff.

\ Ability to coordinate
units in the management of fiscal and personnel
operations.

work of various administrative .

96
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Sectiori IV

LIST
OF ADMINISTRATIVE POSITIONS

AND THEIR OCCUPANTS

'.f

:t

.4
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93

ISTRA .POSITIONS
AND liSaS GNMENT S

.-77
S

IDISTFiICTOS-ITIONBy

, A ant Super ifitend .f9r Planning
, and Development ti

. Directorof Educational- Program
c , Coordination ".. -.4

:5*;: Di-:re'atOr of Fiscal Servipes,-

rector- of ersbnrriel,
Administirqtiv fhe.."
ChanCellor-Superiiktender. "

'Accounting 0,kficer ,, yr
Auxiliary ervices Off4wr ,,

COrtficated. Personnel

61erm' Smith
Clifford Denney-. ,

Robert Stiff
Irene.',Bluth

Apter
-Paul ,,Bur4hardt

Classified' PersonrieL'effice .;
,-Communication's- andPublic IntOrmation

Officer
-.. Data Proo.e,sing 0ffsicer -,

Educateolal Ipformation Officer ,
Educational Prosgram'Officer ;
,External fUnding and Defelopment.

r Officer . , ...
. Plant and FaCili4eS Officer.-

Purchasing, Officdt2. _
..

r',.
L L E Qt. POSITIONS

Ca jiada College

President
Dean of Instruct on
Dean of .Stiaden Servites,"_
DireCtor'of isSions 'arid 'ReacOrds

' Director Of omiininity 4d4cation
Director bf..Continuing ;Education.
Director, ,r,),f., 0ounseltng S'et,v,des
DivisiOn 5pitector,..1/23usAes:/(14clinlogy,

.

c-

rlene Williams
Marvin Miller
'John Mullen
Carol' Green

IIulbard

R o n
,Tairres iipfon
Floyd ,

Bennett .

13On ,E'`.rkey
Bill Hudttin

eta r

.;

WilliapMenrich
Samuel Fersuson,-=
William 'Walsh
Lois, Chansior
Ruth Nagler f a

.

Gilbertd. Villarreal . -
i

4 :

dose'ph.Marchi
.Arthur '1Catz
Geraldt Messner

Directorf' Physical .Z.duca
Athl.Q.ics ; -

.Q4kv-i.gidn re ctor._Sc-i nees
- Erigineerinrj1;----:

aY'
.

.

`..

4 ch

,

Jilhfr. Far sir' e
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LIST OF ADMINISTRATIVE -POSITIONS-

AND ASSIGNMENTS

-(cont.)
-

ASSIG

_

,.

I' 94'

COLLEGE PO IONS (cont.)

anada College (ccint.)

_Division Director, Social Science
'Director of Instructional Services
Director of Operations
'Director of Special Programs and
- Services.

Supervisor-Of- Buildings and Grounds

College of San Mateo

,- President
Dean of Instruction
Dean Of Student Services
AdminiStrative%Assistan
President'

Dire Admis.stons and Records
Directdr of Career and Occupational-
Education..4 .

birectot,of College Readiness Program
Director of Community Education
Director of Continuing` Education,-

' -Director of Counseling, Services
Division Director, BUsiness
Division.Director, Language Arts
'Division Director, Fine and

.

Performing Arts
Division Director, Health and Service .:, John. Williams,
-a(,-;ar*.r.S.

, , .

DiViSidn'Director,.Ma theatics and ,Gilbert GosS. e.tt'
Scienc e. .-: , ; %)

%

'Division Director,, PhY4i,bal Education/ ' Clifford 'Giffin:
;Athletics.:
;Dilvisi9n/Director,,Soaial Science
::SilyisiOn Director, Techndlogy

,

",. -Director of Instructional,,. Services ,-

Director df Operations .'

Director of Special Tx.ciams and
-;Serces

/ 4qtPerVasr o f fiioScalarrflersonnel .

.,eA,, ,, , .0 .
.

,,4}apeEvisor.ofBuildings anct, GkOutkds ,9,

.

Byron Skinner.

John Rhoads
Ella Graft

. Lenard LowenStein

_David Mertes'
Lois Callahan,
.Allan iown

' Ne,

Herbert Warne
Vern Giilmore

,Jackman LeBlanc
James HArdt
Michael. Kimball`
Aline FOuntain,
Cecelia Hopkins
Wilson'y.inney
Leo Barde8:

frrr,
111111111.1MEM11011.1

Mihael-Clemehs
, Paul' Lin'

. Winfred
Wily atn FrieOrichs'.
Philip Morse

'Lynnqcintacg"

hester '.W lliams
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.,ALI,ST 'OF ADMINI'STRATIVE

AND ASSIGNMENTS .

)

95.

ASSIGNMENTS FOR 1976-77

/

COLLEGE POSITIONS ('cont.)

Skyline College

President /,

Dean of InstrUction
. Dean of Student' ServiCes ,

Die.ectdr of Admissicins .and Records
Director . of Commuh Eddditabn
Dk-rector.of doiltibuing td4Cation
Director of Counseling Service'S
Divis Director/ 'Business
Division DireCtorEngligh/
Foreign .Language , ,

1>ivisiOn. E4r4ctor / Physical Education

,
.

DiviSidn Director, ,Sciences,/,
:-Mar-thematics/Technolo'gi4s
bivisiorr pirectpi, Fine Arts /:
SQcial Sciences

. Director of Instructional . Services
Direcr, of, Operatibffs'
Direcor 'Special Piwrams 'and
; Services

. .
,

Supervisor cif Btajdings and Grounds'

.

John Petersen.
1114 PetropoUlos'
James Wyatt
Rex' A4

Lela . Sonntag
Harold Hartzell
Marvin. Shaw

Waltet. Rilliet

Donald'Aiederman
. ,

'Judith Watkins

David Biddinger.
Josue Hoyos'

Leland Oeeley

10 0: 4



www.manaraa.com

ADMINISfiRATIVE -SALARY SCHEDULE

- ,'1976-77

/
Steps 1 2 3 4 5 6Blass

.

.

, f

A 32,704 33,446 34,188 34,930' 35,67? 36,414 .37,156
(

B 27,505 28,247 28069 29,,..731 .30',473 31,21 31,957'

C 23,795 24,532 25,279 26',021 26,,763 _,27,595 28,247
,--,.0 - v

. . .:,D. 18,599 19,341 2.0,083 26:,82$ .21,567, ?2,30'9' 23/051/

Range A
Dean of Student Servia&-S
District Directors .

Range B Director of Community Educatiph' ..

Director of Admissions and, RedoTds, .

Director of Special Services ,)

Director of Counseling
,

-Division Directors
'Director of Continuing Edlication-

' t .'

Director of Instructional Services (CSM)
. Director of Carer Edug.ation'

Certificated Personnel Officer
Educat/onal Rrogr.am Officer
External-Funding and DevelopMent Officer.

Educational'Information Officer .

Range C Director of Operations
. ,, .

Director of Instr'uctional Services (Canada, Skylin*j)
A-.2.birector of/College Readiness fJ .

AssiStant to the Chancellor-Superintendent .

Cpmmunications and Public Information Off. r.s ,

. PurchaSing.Officr -
-

-....------------rAuxiliary Services Officer
' Classified Personnel,Officer
Data Processing Officer
Plant and Facilities Officer

Range D AccountirirOfff6r-
Assistant to'the President' (,CSM}
SUpOyiSor of Fisca). and Personnel

ildings and
Services (CSM)

JUNIOR COLLEGES
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9'7

ADMINISTRATIVE SALARY SCHEDULE'

,1976:77

Step's 1
5 6:Blass

A 32,704

B 27,505

C 23,795

D' 18,599

33,446

28,247

24,532

19/341

34,18

28089

254279

2'0,083

, ,

34,930

29/731

26',021
---

*825

35,672
,,

,.30',473
. .

26,4763
,

.21,567,

36,414

31,215

...27,595

-22,30
..-, .

,

,

.37,156
,

31,95'7
.

.. .

28,247
. . ,,,,

23;051,
1.:

ax

Range A Dean-o-f-instrilEffOn--
Dean of Student Servi-edg
District Directors -

Range B Director of Community Educatiph'
DireOtor of Admissions an&Redords
Director of Special Services ,1

DirCtor of Counseling- ,

'Division directors
'Director of Continuing EdUcation- '

Director of Instructional Services (CSM)
Director of Career Edu.Ration'
Certificated Personnel Officer
EducatiOnai rogram Officer
External-Funding and DevelOpMent Officer
Educational'Information O'fficer

Range C Director of Operations
Director of Instructional services (Canada, Skylin ) A-.Director oft College Readiness

-AssiStant to the Chancellor-Superintendent
Communications and Public Information Off' 1'2

PurchaSing Officer -

Auxiliary SerxiCe's Officer
Classified PersonnelOfficer
Data Processing Officer
Plant 'and Facilities Officer

Range D

4

Accounting" Offider
,

Assistant to the President' (,CSM}
SUpe'gyisor 'of Fiscal and-Personnel Services (CSM)

, Supervrgzier ildings and , ,.

.102: .4
-JUNIOR COLLEGES


