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In 1974 the District undertook developmehi of -a_master plan.«with
four component parts: \*\\f TT——
N T \'\:\ - N -
[ Y. . ¢
Educational Program (including Student Servicéé\and,Communlty'
Services) B . ’
Administrative Organization _ .
Facildities N , .
Fis 1 .l ! T
’___’__,_,—-—'-ﬂ.’
PN L ¥

/ *

| . -
Since all other componéﬁts represent the means by which ‘the educa-
tional program is implepented—it—wasaddressee first. e
. ="
= . - !

’

L -
In June,, 1975,. after
Planning Committee (com
classified personnet, stu
submitted jts recommended e
the Board.of Trustees.

1 .
. ’
- . ~

& months-of work, thg District Master
ed of faculty, administrators,

ts and community representatives)
ucational program master plan to

Y ' ¢

<~ :
Jhe second- component of the overal{ master pkan to be addressed was
administrative organization. !

[} h
o

. ‘ .
hla ) : \\

The existing'organizaéio%al plén dates. back to the mid-1960's,

when the District was preparing to.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 also assumed that on the basis of population projec- ..
tions, each of the three colleges (plus eveptually a fourth
re college on the coastside)” would reach an enrollmefAt level high
- enough to warrant--and make financially feasible--a truly

comprehensive program on®each campus. - , . -

-
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" The existing plan does not speak to thé realities of the mid-1970's.

\ N

‘@he mid-1960's concept of autonomy has never successfully been.
) éggfationally defined. As a result, coordination of programs

and: services to awoid undesirable gaps and duplications has .

SUffé*l:gd. N . \.,\\‘ { o, . . -
o, < T
Enrollment “prQjections, upon QH&QQ‘college_organizationql ,5%\\
structures and Samipistrative staffing were based, have failed
to materialize.” Whilé—~there has been and continues to be St
‘ significant growth in numbers of students, .the ADA gain is S%\N:\\
N . considerably less than.had been predicted in ¢he mid-1960"'s-- ;
SR . partially due to the fact that today's.students, on the average,

are taking fewer units -of coursework per semester than they

' \\\\\ ' u§ed to.

|

! ) AN pthex factors which could not be foreseen a decade ago, such
- : Q;@s’fihancial constraints, requirements mandated by the state
T~ agg federal goverhments, and changing student characteristics
and needs, have gmerged. = ‘

- .
— . ‘\

»

-

N

%

Now it is increasingly apparent that the goal of three or four- i
comprehensive colleges is no longer financially possible, nor are
the updated enrollment growth projections.large enough--in terms ™
Of; ADA gain--to warrant such a direction even if finances were AN
L .avaXNdble. Thus, the District Master Planning Committee stated in
., »1ts 19%5%educational program report to the Board: "District,.
. attention~should be directed toward District-wide comprehensiveness
rather than imdiwvidual college comprehensiveness." \
' ] 3 \ ,
oL With limited resources, the alternative to seeking District- N
‘ - wide comprehensiveness is to accept a permanent inequality of *
educational services among thg colleges' service areas.':

The ‘copmittee also noted "widespread concern over the d#lemma
which calls for maintaining the individuality of the coll&ges

.while all must opérate.within the same fiscal structure, legal

£ , strictures, tax base} and District béundqry."rAIt added, "There
‘f’ ' . 1s widespread. recognitidn. that no simple solution ‘such as
N ¢ . decentralization ¢r centralization\gfists for such'a complex

NN problem--that thejinost productive.way ta.deal with the problem .
I is through carefu \Fnalysis of the Functionw e performed
- N .7> _and assigning these\at the 'level at which—tHev can mo

0
<,

—- effectively achieved."
.l A t

— > '
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NEED FOR REORGANIZATION  (cont.)

S

. units.

oL Deliver critical, prec1se plannlng, both for the lopg\range

{ j$§ﬁ\\“\\lpsure the eff1c1ent and effe\tlze operatlonal 1mplement t10n

~ N L4 . o .. :- N s | \
\ N Optimige admlnrstfgtrve leadership - \\\\i

O‘ ‘T H

o . . /
- - - * -
LY &' . N ) 4 . N '«
, .

~

conslderatlons of the mid-1970's and w1llsenhance the D1strrct [

\—b-l ! t . *

~ . .S ~T A}

Meet +he real educational needs of tﬁe community

°
-

T
* Coordinate the programs and serv1ces of the colleges SO a
s to insure un1f1ed comprehenslve operation of the D1stric§\

-

\ "

sdirection of the or&anization and for the short-ran o
.+ providing for the most effeptlve use of limited resour s. :

\a\dellvery of the results of D trict-wide master plahning.

- > .

\
Provide theé™stimulus to insyre that neltger #nnovation Jor,
~_ the identification of new opportun1t1es bécomes' a victim
of llm1ted resourcess

vide the necessary monitorrpg functions for the timely- 5
anticipation and resolution potentlal problems.
~ y ) )

<

L - T~

ENBEEECt%vas;Athegplan m\strlnclude ' '

In order S..ac reve cértal
proV1slons fd?k&lhh

Reducing hierarchical 1n1strative levels inrordexr to. awvoid
" ynnecessary' duplicatioh. of effort’; to' shorten and simplify
C . lines of communication; and to allow the definitive assignment
‘/ of opera tonal authority, responslbrllyy and accountablllty. R

Freelng the Chanc&llor-Superintendent from full t1me concen- N
tration on internal matters so that He can direct more atten-
‘tion.to external factors which must be understood and assefsed

tq 1nsure educational leadershlp and dellVer 1mproved educa-
tional management. . !

N ‘ - »

Spec1f1cally recognlzing and assigning the planning functlon.
in the’ managemént process and insuring that management’
decisions are supported by sound, data-based information.
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Strengthening the administrative role of division directors
by making them, l1-timge managers, thereby permitting inte-
| Co gration ‘of @ay and vening programs and a redugction .in the
[ ' , number of divisions, void subject matter fragmentation
E ¥ ° 3 and to maximize in sciplinaxy communication and program/
|

« ¢

s a course development.. .
: . o . g . -
Attaininhg, insofar%as possible, mmon alignments\ and position

e

. Bistrict Of fice.

, " titles among the dolliggswaqdﬁbet ef), the colleges and the

. ‘g\ @ “' ' ’ {, - " ‘
e . THE NEW PLAN: PROCESS AND, FEATURES M A :
. ‘ .- )

. .

" ’ (X

[} ' LY
A

Y ' -

\ﬁhe task 8f developing a reorganization plén designed to achieve 3
optimum implementation of the District's educational program master
pPlan was begun in July, 1975, by the Chan¢ellor-Superintendent, the

three college presidents, the District Office directors and other
agsigned staff. i \ .

. ) -
. N - . . .
.

-

As 'the District Master Planning Committg;>§ugge§¢ed, the
“\ q'planning'serviceS'staff concentrated on analyzirg functiéns.

. * Like furdctions were then identified, grouped together, and
oy assigned. t¥» the organization level at which they’ could be

© ,most effectively and efficiently' accomplished. District-wide
fudctions we assigned to theé District Office, and functions
primarily related to college units were assigned to the
dolleges. . ‘ v : :
- " T™Fhe second step, based on this functional analysis, was the ‘

. " development' by qach\college'presidqpt.and by each District ‘ :
- Office participant of propgsed organization charts, for both
)>x\ .the colleges and the bistrict office. ‘During this process,

TR the presidents were encouraged to engage in any campus consult-
L, ation they felt appropriate.’,

.o

-
Iy

1 . N\ : Co

2 . Nggfy.the presidents and District Office participants discugsed
‘ these individually developed chargx and decided upon the best

. cOmbigations of elements to delivex the educational program -

t . .

mastey plan. - . ' AN B /
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-, THE NEW PLAN: PROCESS'AND FEATUBES‘(Cont.)‘!

A v
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\

: L . - ’ ’
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- .

" The plan's bfdéd'outlinqs, as récomménded by the.Chancellor- -
Superinténdent &nd the three presidents, went to the Board of

Trustees in January, 1976, and”were approved. € .

At the District Qffice the permanent\ staffing quota was
- increased by four (to a total of 17-full-time) positions.
’ The” actual increase, however, will be\'only one, .since three’
. faculty members are now being utilized full-time for admin-
‘istrative work on released time and those services, will no
"longer.be required. Aside from the CR ncellpor-Superintendent,
the following positions will exist: - S

I
\

Assistant Superintendent for Planning and Development*
District Director of Educational Program Coordimatio
Disfrict Director of \Fiscal Services ‘ TN
District Director of Rersonnel \ : o
Administrative Assistant to the Chan¢ellor-Superintendent
Accpunting Supervisor S VA <
Auxiliary Services Officer ‘ )
Certificatéd Personnel, Officer
Classified Personnel Officer
Communications and Public Info
Data Processing Officer .
Educational Information Officer ,
ducational Program Officer | ’ ‘v
External Funding and Development Officer
- .Plant and Facilities Officer

urchasing Officex ) z»;

re

. ” R

‘time jequivalents) will be’reduced 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 Y;ll exist: .
Dean of Instruction ~ -
Dean of Student Services
. Administrative Assistant to the President
) Director of Admissions.and Records
‘ Director of Career apd"Occupatipnal Education
of College Readiness. Program : :
of Community Relations
of Continuing ‘Education _ ’
of Counseling Services
Division Direectors (8) -
Director of Instructional SerVices.
\ . Directoiiof Operations * *
Dijrgctor eof.Special Programs‘and Servites .
‘. Supervis&{ of Buildings and Grounds !
- . Superviso

Director
\ . . Director
X Director

of Fiscal and Personnel Services

IS URSIT I ¥ SR S

At tﬂe College of San Mateo, &he complement (in terms of full-
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‘ . THE NEW PLAN: PROCESS AND FEATURES (cont.)
. . _ o .
. ! . ‘ B " ‘ ' T‘; vip
" ’ e S, Tule L ’
At .Canadg’'College, the complement (in full-time.equivalents)
will also be reduced by one (tgsa total of 16); the number of
divisions will be reduced fP#W®ight to five. The position
" titles will b€ the same as those at CSM, but will not include an
‘administrative assistant to the president, director of career:
anﬁ-occupational education, director of College Readiness
"Program or supervisor of fiscal and pérsonnel services.

\Aé Skyline College, the complemant (in full-time equiwalents)
. will remain”at 16. The number -of divisions will be reduced
© from six 4o five, and the positions .titles will be identical
N ’ to thosg at Canada. o ’ ‘
. Y a

Opce appréval‘of the’ broad outlines of -the plan was.obtained, 'the
dolleges directed their attention to organization of khe divisions
at each college. o , : L ’

% : o

Thé presidents were authorized to work out the divisional
alignments most appropriate for each ¢college within the
agreed-upon limits.on number of divisions. '

3 ' ‘ ° l ~
The study next turned to a precise definition of each administrative
position shown in-the plan.

-

-~
[

e

Statements'of the primary ‘functions of the positions were
developed, and as recommended by the chanCellor—superintenden;
ard the presidents, these statements were taken to the Board
in 'early March and were subsequently approveq., ,
Qualifications standards for each position were thén developed
for submission to the Board at its April 28 meeting. N :
Detailed position descriptions in keeping with the ﬁuﬁctions

and qualifications standards. have been prepared at the colleges
and at the District office.

[

v

}
Finally, a proposed new administrative salary schedule was develoged
to reflect levels of function and responsibility as determined in |
the reorganization plan. a : ’
1

’
.

At prgséqty there qre separafe schedules for certificated -

administrators ‘and classified administrators. - The proposal .
is to'utilize one schedule, covering both-categories and made”

Q up of four range$, each withr seven steps. '

12

-~
) ’

3
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N rand the presidents decided there was no need t9 open applica=-

v i

THE NEW PLAN: PROCESS ANDBEATURES (cont.) . )

~

L4 A3

.
o

" The recommended new schedule was submitted to the. Board a%d
approved at its April 21 meeting. Co )

<

S IMPLEMENTATION = =

1
' * . v
[N [
: gy
N ) .
N N I
P

< gy . S . . 4 . . N
+7THe ‘Boap Has given thi &hancellor-S&ﬁe;intendept freedom to deci%%
'which positions can be appropriagely filléd by fheir ’incumben¥s,
or. by direct appointments, and which should be opened for applica-
tions. The®Chancellor-Superintendent Has, delegated this authority
(with respect to college positions)® to/the college presidents.
- 7 : T N ™ -
" .. Some of the positions shown in the ‘plan -are either the same _, . -
or nearly theesame as existing pasitions, although their titles
, . may Hiave been’ changed. " ‘QOther's are wholly.new or differ in‘major
. respects from'eXistingQIQSitions. Extept in cases involving’
entirely new positions, job. descriptions ih:the plan. were' -
compaxy®d/with thoseé of the existing ones, -and professional
.Judgment§ weére made as to degree’of similarity or difference.

-

¢ -

L)

.“For all.pssitions; ‘new 6t'qoﬁ)‘professional judgments were '
alsq made as_to appropria sglaty range with respect to levels
of function a sporisibility. Step placements were deter-
minéd.according to bistrict policies’ as administered by the -
Personnel Office. ' © ' vt

s 00 . e
‘ _~ The Board épprovéd at it's April .21 meeting 47 individual

i ¢ assignments. to adminigtrative posi;ions for 1976=77. These

" *  were among the pogitions for which the Chancellor-Superintendent .

- -~ . . < T ¢

. .

tions.

“Because .of the-curréﬁt'levgl of staffing impaction and .its
'¢ost consSequences., ,consideration® for positions to be openéd
P#ill be limited, whefever possible,. to in-District appliecants.
Within the.bounds of. thi's necessary limitation, every effort -
will b& made to follow affirmative action dquidelines. .

g . . -
i ‘. . . A

-

Péﬁdiné completion of the selection procéss and ‘Board approval of’

‘adminiStratively recommended appointements and, assignments, the -
schedule calls for. the reorganization plan to be- fully implemented -

~_July I, 1376.

. .
[% . v ~ . 4
. . -
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Given the District's management needs, the féorganizatfon project. ,.
did not seek to reduce administrative cQsts; however, those ihvolved
did seek to.avoid having reorganization result .in a cpost ihcrease.

.

. N . -
. ,

LR 2 . Lo
' Considering only the salaries of ‘those involved in admini'stra-
® tion (including faculty membérs currently ¥serving on released

@ time), it has been estimated that reorganization will resylt
in an annual saving of-approximately $50,000.  ° ‘

’ .

. The cost ‘of providing needéd classified support personnel Lo

. cannot yet be ‘accurately calculated,;
place this District-wide figure ‘at a

although liberal ‘estimates
net increase of no md¥e

) than $20,000.

.

v - . M’. . * -
' All things taken into account, therefore, it ig. projected
) that the new plan®will .result.in a sSubstantial- fediuction of
administrative costs: ’ . B

ce -
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) . INTRODUCTION

~ . - . d

- . v =t

The search for an appropriate organizatxonal structure for multi-

s >

community college districts has been a pers1stent and perplexing

in the profess1onal 11terature 31nce the emergence of the first

such d'strict in 1933. ThlS search has demanded enormous amounts of

,

time and thoughtful cons1deration by local‘boards of trustees, super~ v
N

1ntendents, other administrators, and faculty leaders.~ Our own Dis-

¢ ]

trict wresﬁléd\w1th this pnoblem for nearly four years as it contem-

plated moving to multi-unit operationr\ The foreWord to. the.District s

————
T

T ——

1967 Multi-College Organization Plan lS still a relevant statement.

"The most critical\sroblem fac1ngfjunior colleges as they - KF,

-

i

L enter the era of multi~college operations is that of clearly

. defining the relationships between the functions and respon~

‘
T L]

Slbllltlgs of the colleges and those of the distrlct. More- 3

—

over, this must be accomplished 1n such a way that.the division -

4 13

&uof labor is readily apparent between the policy functions Of .
L the board and the functions of., the district and colleges. InJ

effect, a means must be dev1sed éiat preVents overlapping of .
‘ ;' functxons of eagh segment and yet it should be sufficient to _E

1nclude all appropriate funétions of the total district., The_

: 1 pr blem is further Complicated by the requirement that each

7

e remain as autonomous as poss1ble while meeting the

educational needs oﬁ the entire dlStrlth In this setting; . *

the district must assugg the respons1bility for coordinating

:
functions $a that’ the autonomy of .the individual college .is

Py

N. . . A
, » :% » .
N - ~ N . R . - -
- Y ol , v ‘ .o . -
. . v . 0
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. . ..' , I . . ‘ . \ \. ) N
. enhanced. To achieve this, a plan of organization is needed

.

all forms

age and culture, because thlese institutions are made up of -~ and B

~

"eXist to serve -- people who reflect the divergent knowledge, beliefs,

mores, and customs of their time..‘It is hard to imagrne any organi-
zation wherein this is more true than local public educational -
institutions;a A successful formal organizational structure must be

developed in a manner which is cognizant of this 1arger cultural

environment. Any purely mechanical or philosophical approach to .

organizational structure Which ignores these cultural determinants
[ \

-is- doomed to failure, no matter how logical the mechanism or the

.
.,
-~ ! )

"philosophy. It is always easier to see these largegenVironmental

ter o T B <

'influences on organizational design in{retrospect thanhit is to

]

assess with accuracy their current or future impact
1

The extreme pressures of growth in this District during the

it

:1960s and, early ‘70s forced expanding institutions £0 make pradmatic

‘\
.and informal operational decisions outside of the modifying context

-

of carefully considered definitions of "operational autonomy.

Institutional divisions of labor and function’ were never fully devel-'
- 4

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

EKC

¢
would work together in a coordinated effort to produce an educational

program that was both integrated and comprehenSive on a District-

Wide basis.‘ Furthermore, the existence.of a District master plan

' ~

which focused primarily on needed facilities to accommodate growth

! i

in a condition of relative‘affluencey rather than,on educational . .

' .
N 4
.
- .
: ¢ 148 "
N ' . - [
’ . . v
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programs, combined wibh the lack of adequate mechanisms for insuring
7 .

coordination and cgmmunication, tended to orient the District toward

"a goal of indiv1dua1 College comprehensiveness instead of District-

i'av ‘ ¢

.wide comprehen iAeness.

. 7 , .

" Now, h:ysyer, there exists a recommended District Educational
7 &

Program Mag¥er Plan which speaks strongly to the questions of

. coordinatﬁon and District~w1de comprehens1veness. Now, also, the .
world ound us has changed, and it is increasingly apparent that the

goal of khree or four comprehensive Collegeées is no longer financially
possible, nor are the enrollment pro;ections large enough to warrant
- 14
'such afﬁirection even if finances were available:
4 L 4 l[':/.

(x’! To implement the new Educational Program Master Plan and to

t, UL

y!t»
/-cope with the changed times, our organizational structure too must
RN

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

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

U -
~

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 cou\led with increased expectations

of service - the great*problem facing 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 careﬁully planned and defined set of systematically chosen
priorities (since it is no longer possible 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. : : ' .

S T T e T e M

i

In short, the management of stability or decline requires 153

'I:Rk(:ferent administrative skills and greater precision in all areas

Bt .®




of the management process of planning, organizing, sta¥ffing, direct-

- status quo. All of us enjo

N r

; ’ 15

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 result% of voluntary cqsr—

” o

‘dination which would be minimized in importance during a time of

growth cannot insure\the hfghest probability of an appropriately

balanced and aligned éet of District-wide educational opportunities

z

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

Growth cycles aiways permit expansioh beyond the existing program,

but stability cycles requjre that hard choices be made\ on eliminating
. 7 :
one “activity in order to pursue another. 1In the laéter environment,

innovation and creativity dan fall victim to the intérests of the

"adding on" new programs or functions.
On the other hand, the task o0f phasing out an activity before adding
one is not at all pleasant; yet it must be done.

T

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.deveioped

which will:

1. Meet the real educational needs of the community.

2. Coordinate the programs and services of the Colleges
SO0 as to insure that all of the District's units operate as
a unified, - comprehensive whole.

3. Deliver‘critical, precise planning, both short-range and
for the longer-range direction of the organization,
providing for the most effective use of limited resources.

4, Insure that the~operational implémentation and delivery of
* the results of District-wide ma$ter 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. . .

-~ -
- ‘V

R . ~
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,ékq Provide the necessary monitoring functions so that :
“~potential problems can' be anticipated and resolved

. before\gfises develop.

7. Optimize ééﬁinistrative leadersship.

*In the succeeding sections, a model is pregenteq, for both
the District bffice'and the Colleges, that .we believe can best
accomplish the above functions. - : : .

Each of the positions shown in the model is of a nature £h§t .
would call for it to be designated aﬂmanagemené’position by & e‘
Board under the new Célifornia law (SB 160, Rodda) on public éduba~,
tional employer-employ;e relations, which states: " ’ﬁqnagement
e@plo&ee' means any employee in a position having significant
responsibilities for formulating district policies or admiﬁiétering

. \ ~
district programs." ' ' N

a




' Management has been defined as "achze$fﬁ§§o

wy K
‘others." Its.task is.to harmonize the.three basic components df

any - human’ énterprise -- 1deas, things, ahd people -- through an, '

. " 1ntegrated process of plannlng, organlz;ng, stafflng, dlreetlngv and
\evaluatlng. : o o R e \'

. - ~ \ '\
Lo

T . But these flve management functlons requlre different Skllls\
and must be performed on d1fferent levels. Eveé a person who comede

all the necessary skllls to perform all the functlons on the various R

levels wall 1nev1tably dlscover that his or her tlme and energy are

¥

’ llmlted For thls reason, large organlzatlons create levels oﬁ;manage-'

ment and assign to each a dlfferent emphasls 1n its performance of

E

<

- these™ management functlons. Whereas mlddleumanagement for example,

would be expected to cbncern 1tself Wi;%«dlrectlng day-to~day opera—

tions, senlor management would focus on the broader V1ew of . long-range-

plannlng, evaluatlon and artlculatlon of prlorltles. . ‘ S

.

It is- w1th these concepts in mlnd that we propose the follow1ng;

four-level model of management forﬁSan Mateo Communlty College Dlstriqt

/ 1

|

|

|

| 'V

[ In addition, to faC1lltate communlratlon wzthin and among the levels,f
|

% certain advisory. councils are prop sed The four-level model and the

|

t

g proposed councils are’ ag follows: '

g

. , Four—Level Manhgément Model ° - a -

Senior. Management . :

v < N
- .
X . 3 M .

-m-«-...,

;.X\Chancellor-Superlntendent Assistant Super;ntendent,lPre31dents)

Tt togue,

P 1mary roles:

Develop, for Board con 'deratlon and actlon, District - and,College

LY

[R¥(?Oals and oblectrgesipolicrei;\




L. 4

. unlt\goals. Part1c1pate in the motiv tlon of pers nnel ‘and the
- . )

direction of o erations'oﬁ a eriodic asis receiving daily .-
" A N . '/ 4
y . v - = J

»

“action.. i

Inéhre that effective communlcatl n and worklng relatlons




. S
s * R .
- - »
PR / ] * “ . - @.LB‘K
» . A . .

: needed for District educatlonal 1nformatlon system and fqr the

¥
* - ‘)

\management of the functlonal unit; establlsh standards of personnel
N e

Iy

%erformance w1thin the unit and report evaluatlons of subordlnates . ’

L4

. 6 '
to senior management . -

R .
} .
. . ~
.
\\ \ . «
\ . - . - B [
A ?

"3, 0 Middle Management .

V-

. Superintendent, ASslstant to President) .

. ~
I'e N
L

(Dlstrlct Offlcers, College Dfrectors, Asslstant to Chancellor-~
\

. D
e s

i Primary roles: . ” .- ~

recommendations for pollcy or procedural changes and for the organ-

\ BN

1zatlon\of sub-unlt structure, job requlrements, . personnel quallflca-~

IS ¢

tions, and assignments of program personnel.

[

Marntaln close(congact with dally operatlons, ant1c1pat1ng
Lo

. rproblems ‘and. maklng operational dec1slons to avert’ them, dlrect the

opération f all sub -unit reporting systems- and monltor ‘results at

N\} frequent i tervals, taklng correetrde action where neceSsary N -

*
% \ - «

\

4. Supervisdry Personnel o Y - ;

(Supervréo 3) ' ué N\ - \\; : )

‘Primary’roles: ) - / e T .

4 ’ PR _ LU

“,:

-
Y
o

., , ’
¢ «. . A

‘Plah day-to Hay ubjectlves, work actlvrtxes .and, work assxgnmenta
for speczflc tasks. - .-\ . L 3 ?‘ SR e a3

- ’

, o ~Supeerse and couns 1 personnel on the Job take on-the—spot L \'\ f.
. .t ' 4 . '
‘correct1Ve act;on as neede-' act~as the primary communrcatﬁon llnk “, -

* *

between management and émplo ee,_take aotlon\to insure employee °

+ 1 e -
. » " Vo J, , L.
welfare ‘and’ safety ' ot

. , .. - . S
i e} .- . 3 R t ey e
Q Monitor personnei per 0 ‘anse on a dally ba51s and report on

L. S

EKC S E

=TEEy sub-unit res lts to superior. dei ’ B ‘ i ¢

[4
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SR - \ ;
- \ , 9 R - '» -' . / . -
: \ Comunicatdion and Advisory, Councils .

v ) , e .

~ " . r‘\
'

»

Chancellof's‘pabihet ) [y . !

o]
< L o %
o

5 ] .o L o
Chancellor-Superintendent, Assiséﬁﬂt Supefintendent,
b . . &

Members: -
< Presidents

d . ~
», o

e ‘ . ¥-~. \ - 55"'\
L “ _ o \ C

Chancellor's Council L - K <

LI
b

. [ * ¢
" . . . e -

: (.
Chancellor-Superintendent, Presidents, Assistant’
Superintendent for Planning and Development,
Difrector of Edu¢ational; Program Coordination,

‘Director of Peféghne » Director of Fiscal Services, _ |
Communications and Public Information Officer, -
Administrative Agsistant to the”Chancellor-Superintendent*

Iy
«

*

Members:

4

1
« . K Yt
. . . 4 . . , 3 .
Collége Cabinet . {* . - - o .

N .

L4

MembBers :

President, Dean of Instruction, Dean of Students, RN

Director of Community Education and Public In

formation,,

Director of Operations,

Assistant to President’

'S

~

RN . (CSM only)
R ‘ s

. !

District Planning Council

? -

[y

Members: Assistant Superintendent for Pianning and Development,

, Director of Educational Program Coordination, two
representatives from each colleg .
» & .

~

College Planning Council

12 v

Members:. Administrative representatives, student representativeg,

classgfiéd%representatives, faculty representatives. K ~«

¥,

." )
7] e

'

S e
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Page 24) 1is designed to recognlze the follow1ng needs:

DISTRICT OFFICE REORGANIZATION . -

The proposed‘reorganization of the District Office (see chart on

i}

‘

1. Freeing the
of full-time

ancellor -Superintendent from the necessity .
oncentration on matters largely limited to~

~ directed to the external factors that must be understood
l .
‘ and addressed for optlmum educatlonal management and lead—
. ershlp \
2. ’Insurlng educational’ program coordlnatlon on a Dlstrlct—w1de
CoN ba51s .
3.,; AttUnlng mManagement roles to ‘the"legal realities and defin-
e itions within which the District operates. .
4, Albgnldg the formal structure.of the District OfflCe with
its informal or de facto mode of operation, and further
‘ clarlfylng certain unlt areas of concern. , :
) —R - .
" .5, Identifying, and differentiating among, -the" principal func-
' tions of the several levels of management personnel.
N To megt the flrst of the above -cited needs, it is proposed that
. ; l
the pqsltle of Assistant Superlntendent for Plannlng and Developmenthe
’ A ]
created Th A551sfant Superlntendent would add to the existing
\,
\
Director -of lannlng pos1t10n District-wide’ executlve respon51b111t1es
~ ' -
to relleve th Chancellor-Superlntendent i the area of internal, opera*em
[ N N
tions, thus p ov1d1ng sifficient time to ‘focus. attentlon on the external
communlty and nv1ronment§ of the Dlstrlct and the State. A No other

internal oper tions, so that increased attention can be

functlon is so 'mportant to the future of the District as ‘an 1ns1ghtful

and .correct ana y51s of the, gxternal env1ronment because thls is

¢ . v

o

very foundatlon

_directions which

or the 1dent1f1cation ‘of future opportunltles and

-

of the District.

\ ‘
To ‘meet the second’need

R\ﬂ:lrettor of Educatlonal Program Coordlnatlon be created

-

it is ﬁroposed that the position of -

111 assure the well belng and educational ieadershlp
. . <

ﬂ;

The incumbeht




B - . * -
- .
‘ s . .
) v .
. ' : .o . .
, .

N [ ‘s ’ . =1 N , l, ‘ 22‘ .

J@Ethis position~would.be* harged with respons1brllty in the areasg of .

program evelopment, 1mple entatlon, delldery,‘and evaluaﬁlon, 1n

specific recognitidn .¢hat 5 fundamental purposge of the Dlstrlct is- t

provide| educational comprehens1veness on a Dlstrlct-w1de basis and

- that plapning and doordination must be,adﬁressed by the District 'on ‘

/ : c. -
3.unified basis.,

~ .

To.meet the third need, .46f .at unlng management roles, the Coll ge-

Pres1dents - whlle prlmarlly serv1ng as College educationa _leaders--—~

wouid occasionally assume respons1b1 =3 for Dlstrlct-w1de tasks.

."’ [

‘SuCh a step is essentral in thlS era of pe;sonnel transfers, collective

S

bargalnlng, contract admlnlstratlon, and dynﬂmld currigculum that demand -

L3

continuous staff developmeht. The step would also recognize the fact '
. ° ‘a
Q§that only the entlre Dlstrlct s a legal entlty : .

‘

T6 meet the fourth need alignlng the formal -structure of the

District Offlce with 1ts operatrﬁnal mode, certain shpport and- technigal

functlons whlch have evolved into. functlonal staff pos1tlons but have
‘,lrne authorlty oyer a well deflned ad77 of respons1bil ty, %oul be

des1gnated as Di t~r1ct Di ectors. , 'S des1gnatlon, be /acco panied
4 ) * '

in each case

y a job de‘quption that spells out fun,tion%l r 'pon—
N : U ' / .

sibilities an auﬁhor't%, recdgnize that such/éositigns work pest and

) . ‘ ) : | .

most efﬁlclen 'y through horizontal rsl tionships‘and work;flow patterns
. N ! o

thch cut acr ss the tra/ltlonal and’ ofé n 1neff1c1ent channels of .

' I . ! '

vertlcal autjority.: Moreover, in every ase, the departments of each

of these DlS rict Dlrectors would . be carefully regrouped into functlonal

unlts designed to°complement or supplement the Dlrector w1th technlcal

‘e

.ot coordinative sup\ort o,

’

The fifth need, \d\htlflcatlon and dlfferentlatlon of management }
‘e N
personnel f pons1b111t1es beyond those 1llustrated ln the de31gnatlon*\‘

' N . €t .
. l7 . D d/ . . ,,,‘h
EKC o .
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d be met through placement of each . ¥

-~of Distrigt directofships, woul
' <

position at its appropriate level in the "Management. Roles" hierarchy
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- REORGANIZATION OF PHE COLLEGES ~ R
T ’ J o '
o At the Colleges, the reorganlzatlon .plan would flatten and reduce L

+

, admlnlstratlve layers in keeplng w1th the hlerarchy detalled 1n Sectlon

¥

~

o II, whlle s1multaneously reduc1ng ‘the SCope of re~pons1b111ty for most

!

admlnlstratlve pos;tlfns (see chartZ on’ Pages 27 and 28).~~Thexlatter

-wOuld'be accompllshed by applylng the same grou 1ng concépts descr1bed~

v
*in the Dlstrlct Offlce reorganlzatlon proposal Thls grouplng by func-
, . t / : , :
* tlpn ellmlnates unﬁ cessary duplication of ef fort and in some case, job H

p s;tlons. This n t only would reduce the span of personnel control

3
wlth which a 51nglé admlnlstrator must coptend, but also in many cases
. . \
; .
would result in units of act1v1ty large enough in responsiblllty to
v N '

. / produce advantageous gconomies of scale. ' In addltlon, most of the re-
I
| .
improved unlformlty of process and ‘communication. Co //
! The grouped functlons 1nclmde serv1ces for student, 1nstructlon,

grouped units would achieve 1ncreased homogeneity that would result in

-

communlty programs, and college bperatlons--wlth a -maximum admln;stratlve

emphasis’ on the prlmary functlons of student and 1nstru9tlonal serv1ces.

-~

“Directors of Subject Areas report dlrectly to the Dean of Iﬁstructlon,

Slmlllarly, for‘plant operatlon, the Superv1sor of BulldlngS"and Grounds

} repotts dlrectly to the Dlrector'ef Operatlons.jij
\ g )

Serv1ng only as’ examples of grouplng functlons under one admln-

' 1strat1ve head let us ‘examine’ the spap of. control of tﬁe Dlrector of .

Instructlonal Resources and the Dlrector of Special Serv1ces. Instruc—

~ . - -

,“‘“ tional ReSources comblnes the library, medra center, aud1o-v1sual

» rnd/ylduallzed 1nstructlon, and materlals developed functlons 1nto )
3 . \ [
l,one 1ntegrated and'artlculated unlt It wouhd be clear«to staff

0

e

studegks and " communlty allke as to who does what and where and why.

. .
. N . - - "
. - ' - . N
. “© . . . " s_‘ O . . L . . -
L . .
. !.) . . .-
- . . ~ . G « v .
. - - . - . = - L) - .
. T « . . .

-
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\Speclal Serv1ces mfght comblne financial-aid, jOb placement health

. l

serv1ces, and student act1V1t1es 1nto anothef functlonal unit., Func-

tional units woukd be 51m11ar, but not necessarlly 1dent1cal, on each

‘ *

campus and would art;culate tégether and w1th approprlate Dlstrlct/

Off ce personnel so, that Dlstrlct-w1de plannlng and development ca%
[ - !

- tak place. T ‘ C f o ' :' 1 ' / '/
/ £ - / '
Other 51gn1f#cant p01nts concernlng the.reorganlzatlon of th7
Colleg7s 1nclude T ) j T - Toow .y
, - 1.’ _'Dlrecto s oL Community' Education feporting directly to the ‘,
] J: Presidents. , ' . —_— : , » / =
a - ' -
. 2“\ Integratlon of occupatldnal/career deans w1th division
1 | chairmen p051tlons as Subject Area Directors at Skyline

o . and,Canada. . ’ :
. 3. . Some unlqueness in positions to the CSM organlzatlon
' B proposal primarily’ because of size (e. g., Assistant to
I ’ ’ the President, Director of College Readlness Program, Super-
° .. visor of Flscal and Personnel Services, and Directyor of
Career Educatlon in a staff capac1ty)

L
‘
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| ' CONCLUDING COMMEb/'I"s /

| S
» '} ’z’/ ) / /

Y

/ 2 : i ! . . /
- fGeneraliy, the proposed plan has attTmpted to seek a Simpie ,

co%geptual'solution rather than a complex one., Position titles ’

-~

rgflect functional description rather than rank, and the number of
gdmynistrative titles has beeJ greatly reduced. Consistent applica-
tion of upiform functional titles throuéhpui'the Distrigt will help

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

?

and increase both staff and §tudentérnéerstanding of "Who does what

where?" ' The ménagement line of aut oriﬁy anp communication has been
shorteqed,»and its routes clarified in eafh Pf ﬁhg District?s four
. ' N r- i ’ .
unhits. The question of who acts in the Chancellor-Superintpendent's
.o ' ' o . , .

-absence is ciearly answered through esignation of an Assi tanthupér- ’

3 Y . LT . 5 > 4
intendent. o \ ) ! .
h ]

‘Effective leadership requirey’ clear-cut lines -of "authority,

responsibility, and aécountability. This is why thel“?leshing out"

- .

" of the conceptual plan will call for a job deséription for evéry
management position--a description which spells out not only the

responsibilitie f the position, but the degree of authority as
. \ - R L
well. This wil)’ allow administrators to hold subordinates atcountable

* -

.for their work The “"buck" can then be §topped~at"whatevér point tpefe

N . v L
exists adequateé\authority—to resolve. the problem. Such specific job

r -

3

“

descriptions are prerequisite to any déceﬁtrhlized'delégation oﬁﬁ

responsibilities and mode\of_operation..‘ A . i .
"It is important to note that the plan was not developed w[Lh
a goal or a /guideline tov either centralize or decentraiize the s&stem. : //

7

‘ The system was orgahized by functional analysis which s&ught tqQ group

d . . N . ; \ ~
those functions which are uniform, common, supplementary, and comp le-
v .
: - v . : :

‘ ' - 34 .
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mentary,-a; then place each .function closest to the point of

sufficient/ information that/ would enable individuals.to make sound

whole District,

‘Wherever possible,/ economies of operation would be maximized

"

by the utilization of classified specialists in areas that do-not

require, either by law or professional standards, the services of
certificated professionals. ) E . .

Management structures are designed to ach1eve.ob3ect1ves and.
goals, while governance structures are deslgned to achleve decision-
maklng and policy determination through consensus. This plan is more
a managemernt structure than a governance structure, becausellt has
made 1nd1V1duals responsible and accountable in lieu of th typical

-

commlttee networks associated ‘with governance structures. The design
has, at every unit and level, .considered theﬂrelatlonshlps of the basic
management processes of plannlng, organlzlng, staffing, d1rect1ng, \

coordlnatlng, and controlllng to achieve previously declared objectlves.

The’ College and Dlstrrct Planning Counc1ls, as well as the Plannlng

and Program unit, are indicative of the attempt to formalize a_manage— i

iy

ment function that previously was often characterizeé‘bQ'a fragmented
\ ’ ’ '
and sometimes ad hoc or even voluntary approach tqQ 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 resplve-
\ ° .
jurisdictional disputes. | ’

/

(-4
\ Mddern m7nagement techélques and practices are more adaptable to

[y

P
\ a management structure than a governance structure because all share

\ a common turf in the recognition that individuals are the accountable
\ . N
Q =nt1t1es of any management system. Through such management tools as

I:R\, \ ' 3
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{ J N \ . < ” .y B '»‘r.‘ - ’\'
a covbuterized educational information system, precise delegation of

¢ . € deieg ) -

= ’

resppnsibility an authoriz? in job descény
/ [ N .

< S .
t;ons, control,and’evalu—

ation through es ablishmen of'obje‘tibes nd the ué% oﬁ prOJect'

management, the Lenﬁdr ma agers,"a particuiarly the~Chancellor—

Superintendent, ‘can 1ncrease the1r span of con zol w1thout bei g

consumed by the rlgors of detalled and'dally stbervision of / aff ¢

i 4 /

and functions. Time, then, beconme
o !

.avallable for “the senior managers.

to glan-as well as operate, to evaluate and avert)éroblems,'and to

.

>

assess the crltlcal e;terhalrenv;zbnment instead of’ attending largely

~y %‘1 \

to adjustments 1n tHe dinternal s uzture; in short, to exerolse manage—
ment and educational le adershlp instead of a judication.

This reorganizatlon proposal for the f rst time 1n our District,

/
mandates lateral coordlnatlon among the Colleges and prov1des the

D1str1ct Office Wlth apprbprlade personnel‘g ven - responslblllty and

L3 \

accountablllty or assuring that lateral coor 'natlon is successful.

This 'dloes not mean that the Distnict Office is Building a cadre of

>

Wsuper deans” with line relationships to College administrators, but

A ot (

rather a minimum number of multi-skilled personnel respons1ble for

P

conVenlng the various functlonal unit heads so that necessary planning,
&

development, coordination, evaluation, aqd commdh%pation take plabe.
N P .

i
V
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} ) INDEX OF POSITIONS
. : ' .. AND ORGANfZATIONAL CHARTS
District Positions l .
I/ €
L4 ! N D R /
Organization Chargf ................... leeavenan. et e !
. ; . P . . ‘ : .
i Primary Function Statements i ] U
Chancellor—Superinpendent.............................. ........
Assistant Superintendent for Planning and Development
Director of ucational Program Coordination.........
DIrector of Fiscal ServViceS..........eeeeommmoonnneoono 007
Director of BrSOnNNel. ol i i e e i et
Administrative Assistant to the Chancellor-Superintendent..... 40 |
Accounting Supervisor........... e e e et i i it e 41-
Auxiliary Services Officer.............. R T 41
Certificated .Personnel Officer....... et it e e, 41
| ‘Classified Personnel O b 5 o = v ..42
- . Communications and Public Information Officer......... Seessans 42
| ‘ ' Data Processihg Officer....v.v.veeennnnesnnnn.. e eeaee e 42
| Educational Information Officer.......oeeeenoeenn.. .. Nfeeaaeas 43
. Educational Program OffiCer.....eeeeneteeneennnnon.. .. b eeeennn 43
External Funding and Development Officer........ Ceeesenan ce...44
Plant and Facilities OFficer..l............ovoooooonn 20000 44
| Purchas%ng Officer............. et e ettt it i 45 ,
[ M ’ -
lF.’ | A
| .
f : . College Positions ™ = ° N ) _
: J . ) ' /]
E ' i ‘ . ’ ) i . /
[ College of San Mateo Organization Chart.......o.oeeeenne.... k..i.],42 : ‘f.
v \ ) . - ‘
+-Canada College and Skyline College Organization €hart:....... 5..%7.48
.Primary Function Statements ’
. President. .. ...l i e e eeeeas 49 -
~Dealt Of INStruUCtion. .. veeeee e ermnn e, POCRIE 49
© Dean of Student Serwices...iin.iiiiiiiiiiiinnen i, 49
Administrative Assistant to the President (CSM only).......... 50
‘/'Director of Admissions;and RecoOrds......v.eeeeeeen... e ate e 51
'Y Director of Gareer and Occupational Education (CSM only)...... 51
Director of College Readiness' Program /(CSM only).............. 51 ¢
Directof of Community ,‘ucation.L...?J.....................,..52 ]
Director of Contipuing Education,...l.............. P e 52 1
Director of Counseling Services................... S 53 .
Division Directozl’ ....., R AU DO ...53
« « ' Director of Instructional Ser ces....L.. ............. eeeaas '..53
Director of Operations...... e aaa e L 54 .
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U . ., . 4. INDEX QF POSITIONS ; :
. «°  AND ORGANIZATIONAL CHARTS, _ c.
o e " (cont.) -7
N e . ) ’ /
-, “ ' -
. _ Coilege Positions (cont.) - © . |
Primary ‘Function.Statements l(qont./) / { )
D'irectorZéf Special Programs andy/Services ............. eeseeean54 )
Supervisor of Buildings and Groufds............ et e iseceae 55
Sfp rvisor .of Fiscal .and Personnel Services (CSM only)........ 55
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Chancellor-Superintendent' -0 e ‘ "
< . . ¥, Tt .. - * .

"1 To serve. as the chief administr’ative officer of the District and .

-

' eXecutive officer of the Boarcl of 'Iirustees A L <

. ' 2. As dhief administrative officer, to Tecommend and bear ul~timate
responsibility for implementing District Rules and Regulations and other Board
actions in such areas as budget and’ fiscal mapagement educational programs,
student services, physica] facilities, organizational structure, and staffing, ,
including the appointment evaluation, assignment compgnsation, 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 to

: mqun'ies relating to Board policy and actiop

_ 4. To review, analyZe modify, and determine appropriateness-of all
staff- -prepared recommendations and reports in preparation for submission to -
the Board of Tmstees for action or infermation. e
. \ B - - -

5. To be responsible for District and College goal- setting and'the" *
evaluation of progress toward these goals, by insuring that: educational,
fiscal, and facilities plans are developed for Board action and implemented "

- following such actign. ¢ . - . Tl A

. , L 5
AN - o,

< £ 3 .
a .
N .
~ N . ' . S

‘ - . ,
T . ., Assistant %uperint"e?dent for Planning and Development AN

© .. . L. To serve as the ‘District adtninistra sponsible toth\‘ “

‘' Cha nCeIlor—Superintendent for managing the District s edueaw

and progtﬂms information systems, and facilities. ( T ¢
- - o oo 'g
2. To Serve as Acting Superintendent in the absence of the A
Chancellgr Superrntende*nt "'s.';« % - B . 7
\-\ » - - 44 ¢ N . R

" To di\ht District-wide educational program development coordin- *
ation., balance& andre,valuation and to develop and _prepare program and .
planning recommendations for the Chancellor—superintendent gnd the Board of -

4
Trustees . . ‘?i_*“‘\\‘

P

- "To be\ reSponsible for and direct the District S administrative data '

on —

v processing operation T - .-
e > -
*77 . 5. To direct the development and implementation of the District's .
extemal funding program. . .

6. To direct Distric\t-wide facility development and maintenance pro-

43




R . - .
[ . . . - 4 . . -
4 - . L PN Y ’ : :
. o

A . 4 ) R

D\irectLr o"f,Educat'i'onél Program Coordination-

-
1

1.7 To serte as the District administrator responsible to t‘be Asgistant,
. Superintendent for: managing the planning and evaluaf.ion of educational pro-
. grams., ' ’ .

*

) 2. Todirect planning and coordination of the development and 1mple-" o N
mentation of rrew educational programs to insure that they-conform with - o -
District goals and objectives, recommending the ap_pr“oﬁriaie College for their

placement; and to review and monitor existihg programs to ‘insure Distr_ict-wide

>

program balance andra‘voida__nce of unwarranted program duplication.

X 3. To conduct, direct, and coordinate research to identify appropriate

areas for new curriculim development and insure appropriate program evaluation
for determining *effectiveness and modification needs. ’ :

" - *

4 Toﬂg'}eyelop, cpoidingte,‘ and assist in designing and implementing
staff development Pprograms,

Ld >

< Q . 5. To explore educational opportunities for multi-agency program .
- - —~development and make recommendations for appropriate operational relatiopships.
1 — / o ‘ N
N x .
. Director of Fiscal Sexvices ; ) ‘

¥

i l. To serve-as-the-District administrator responsible to the Chancellor-
~ Superintendent for managing the District's fiséel and‘business Services.

2. To plan, coordinate, recommend, and assume primar. resp'onsib111t§
for the development and adminjstration 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. 4

———«_3... .To provide support services to College Presidentg and their desig- ~

nated management representatives on all aspects of fiscal affairs and.business

\\ services., ‘ J .

4. To manage the District's investment program and cas’h flow.

5. To administer the Distr'iét‘s comprehensive liability. property, .
workmen's compensation, and student insurance programs; and to direct the
maintenance of insurance'retords and preparation of insurance reports. T

\'6. Tp direct the purchasing of equipment, supplies, and'pr‘operties

“for the District: and to direct the maintenance of the- inventory of all properties
~ of the Dastrict,’ . . . y -/

’

4 3
. .
« , .o . >~
. L] 4 . -
. .
. .
.




Director'of Personnel . © \ . >
. . < o . S ¢ " \ . N !&’

- 1.” To 3erve as the District administrator responsible. to the
Chancellor-Superintendent for maha ging a romprehensive 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. : : - .

. - R . .
Ry . .
'“.\", »_a

‘ : " 2. To develop.District management positions on collective bargaining
’ in accord w_itﬁ Board gquidelines; and to coordinate negotiations and collective

2 e
bargaining activities’ ¥r W
. N AT ¢

- ‘ 3 .
3. To direct the maintenance of personnel records and the conduct of

% personnel research; and to report and make recommendations to the Chancellor- .
Superintendent and other appropriate line officers on matters of position con-
trol,. manpower levels, and staffing patterns. o
. 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 grievande procedures for District employees; and to
coordinate activities related to d_isciplinary action and litigqtion involving

f

District personnel. .

=

k4
@

Administrative Assis_ta nt to the Chancellor-Superintendent.

l. To serve under the c\iirécﬂSn of, and upén assignment by, the ,
Chancellor-Superintendent as the District.-administrator for monitoringf, expedit-

ing and reporting on matters relating.to the activities and responsibilities- of .
the office of the Chancellor-Superintendent. A

U - N ’ N

i "+ . 2. Toinsure conformity of pérson\ﬁg:-I actions with the District affirma-
tive action policy. : " . .

3.« To develop and ;paiitain liaison be&(een the Chancellor-Superin-
tendent's office and other District Qffice units , as,well as with appropriate staff. .
of .the Colleges. . ‘ . \'\1 ' o '

_ . 4. To provide administrative assistance, as bequired and authorized by
the Chancellor-Superintendent, to other District Office units. '

-
» - < “

. ~ - - .
S. To represent Ehe District, as dirgcted-by the Chancellor-Superin-
tendent, at meetings arid 'special occasions . ) . N

-

haat ’ o . 13




ices for implementing the District's acc unting functions in the

To serve as the District administratorf'es onsible to the Director
/. accounts payable, aecounts receivable, and general account-

1ng .

o _ 2. To assis the development and refinement.of the accounting ‘
structure and system to ure compliance with Federal, State, and County
requirements, \ . :

" . L3

. 3. Toadvise District and College perso'nnel on accounting policy and
procedures., L

G’ L

- . ‘
. 4. To prepare regular and spe

l.financial reports as required.

0

Auxiliary Services Officer S, ' -
1. 7o Sel've as the District administrator responsible to the Director
of Fiscal Servicgs for implementing the acoounting system for the District's

bookstores foo services, student 90vernments and student financial aid )
services. .

2. To evelop, maintain, and evaluate system standards and pro-
cedures for ail uxiliary and student financial aid fiscal operations and to
prepare financiall statements and analyses for such operations.

1" I

3. ‘To oordinate with appropriate College personnel the'fiscal opera-
tions of auxiliary services within the guideéines of District policies. '

~, . e,

. . . .
o -~ o i \ R o N
= N

Certificated Personnel Offi”cer' ) ”

-~

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.

. \ . ’ “w
: r + « 2. 'To apply the District' S affirmative action, recruitment, and evalua-
tion programs forcertificated employees - ‘ . )
o . .
3. To provide advice and counsel to certificated employees on compen-
sation, credentialing, leaves, emiployee’ benefits, professional growth programs,
‘ retirement and other aspects of District personnel policy,

- . \

v 4. To develop and, maintain a system of personnel records for certifi-. -
cated employees which meets Federal, State, and District requ1rements A
Q . . . o ) 5

e,

- " - . 4 .
: 5 B N A . A
- ERIC: S . o 40 N
JAFuitext provid: ic * - .. .
- N . .
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Classified Personnel Qfficer
1. To serve.as the District administrator responsible to e Director
f Personnel for implementing District personnel policy and Board tion regard-
’{gg classified employees, including ‘the processes.of employment a
transfer, and termination.

)

2. To apply the District's affirmative action, recruitrnent ang- ev lua-
“tion programs for classified employees. ' N

t;

3. To develop and administer the District clas31f1cation system; a d to

develop.and direct the applicant te?ting program for cla331f1ed positions. .
4. To provide advice and j:ounsel to classified employees on compen—

-sation classification, leaves, employee benefits, retirement, and other aspects |

of District personnel policy .

5. To develop and maintain a system of personnel records for classi-

fied employees which meets Federal, State, and District requirements.

€ - ’

!

Communications and Public Information bfficer

l. To serve as the District administrator responsible to the Chancellor-
Superintendent for implementing the District's gcommunications and public infor-
mation program directed to District employees the news-media, and the
community.

2. To coordinate College communications and public information pro-;
grams with the District program. R T g

3. To plan develop, and coordinate’ the preparation of official publi-
cations of the Disfrict, including Board reports, Board meeting summaries, news

:\
¢ releases, community and staff newsletters brochures and f ct sheets,

p - .4, To draft, under the direction of the Board and Chancellor Superin-
tendent stateme‘nts of policy and administrative procedure, . . P

- «

‘-

5. To monitor legislative developments related to community, colleges
and develop statéments of position far cons1deration'=by the Chancellor—Superin—
tendent and the Board of Trustees. ~ .

£

.
- -

: v
.. A ) .
- 1. To serve as the District administrator responsible to the Assistant
Superintendent for conducting a8tivities of the District's administrative data
’ rocessing center. ,
p ? g . 4{{

.Data’ Proc“essing Officer t




needs of the Board,of Trustees and of District and College management .

)

, E .
' Datd Processing Officer {continued) .l S ?
2. To establish and implement, in consultation with DiStrict and

Collegé gdministrators, standards, procedures, and schedules for data entry

" andsother clerical processes that interface with the data processing center,

3. To prepare budget recommendations for the data processing center
in accord with established objectives, to implement the budget as approved,
.and to maintain recogds of data processing operattons and expenditures.
4. ' Tp make recommendations for equipment and system modifications
on the basis of current data processing technology in. order to maximize the
efficiency. of workflow in the data processing Genter,

< s o
‘I
v

[N

Educational Information Qfficer

l. ' To serve as the District administrator responsible to tfe Assistant
Superinte_andent for conducting and coordinating District-wide research, and
for developing and maintaining a District educational information system.

. («’ [ 2 M ’ " " .

2. To design and implement an inforrgiation sy"é'te‘m which will sytisfy
govemmental reporting requireme'ni! and meetithe needs of management for .
information in planning, evaluating, and'decision'-making, as well as other
staff’anfi student information needs. - -

1Y . . o
" *3. To cenduct District-wide research and gogg/ginate research by
District and College personnel, anticipating and respending to the informatien

4. To ofgahi{e and direct Distri,cf administrative computer - ’ At

programming efforts, making budget recomméndat;ons on computer hardware
and software as they relate‘to the development of the information system.
P . - B . S

L

Educational Program Officer o~ ~ g

. 1. Te serve as the District administrator resp\ms ible to the Director
of Educational ProgramCoordination for technical and operational assistance
in plarfndng, coordinating, and evaluating the educational programs of the .-
District. " ‘ . o
2. To ‘coord'ina‘te development of annual plans for occupational pro-'
grams, transfer programs, student services, community services, and educa-

tlonal facilities; and to monitor District progress in achieving the established
program goals, = - . .

43
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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, %c\onduct appropriate educational research. . ~o

External Fundinfxg and Development. Officer
%

l. 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.

s ¢ -
" 2. To develop’ through the use of external funding, educational and
operational activities designed to improve instructional programs and student
’4services -

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 achiévement of stated objectives; and to prepare evaluation reports for . .
pbtential renewal®of external funding. . . —

N 5. To develop and maintain procedures for reporting on programs and

claiming of external funding. . — X
. _ . L ~
-Plant and Facilities Officer - h . Lo
- T~ . 13 ;
1. To serve as the ]jistrict administrator responsible to the Assistant . « ¢
Superintendent for implementing plant and facilities activities throughou’t the °

District. ~ | ‘ ¢
2. Under the direction of the AssistantS@perintendent to consult
with architects engineers, and District personnel on the design criteria for
construction and alterations of College.buildings, roads, ' parking lots, ‘and '

-

utilitiess and fo assure compliance with contract documents, inspection -
+' requirements of the Stete Di ision of Architecture, an’d local codes and regula- " oa

. “ . N d v
» " . ¢

tions. - - )

3. -To maintain contract files, including plans and specificatigns; te
execut:e change orders; ‘and to.verify and approve all progress payment requests. .

—— L

N ' ! -
. . T . 9 . . . ] \
. » . - N . N
. . 8 . .
. .
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» Plant and Facilities Officer (continued):

— . r
/. e o~
P

4. Toreview requesté for minor construction, remodeling, and other
work; and to make cost estimates, draft prints, and develop recommendations
for action regarding such work. " '

S. To coordinate the preparation and administration of budgets for ‘ _
buildings and grounds operation and ‘capital qutlay projects, including expend-
itures and approval of work requisitions and purchase orders.

6. To recommend and implerﬁ'ent -standard 6pe;ating policies and pro;
cedures for buildings and grounds operations;'and to conduct physical inspec- d
tion of facilities to insure compliance with District standards. . .

K y

Purchasing Officer . ) P g

*
To serve as the D_iétric; administrator responsible t& the Director
. o@%&cal Sefwiges for implementing the purchasde of supplies and equipment,

includihgl% conduct of bidding procedures, 4pptoval of purchase orders, and '

- N

» establishmentsof pur asing schedules. , . . 7 S
R ’ \\\*:\x\\ ~ - . L _:_. y 3 } , S R -
2, To advise Districtand College personneél on purchdsing poligy . At

and procedures. ~

-

., . “ ~ ) \N
T 3. To maintain the necessary recordgy
" " ~and disbosal of all District property and for'the
s - . A . Lt — ) o NN
4.~ To recomrfféhdjé‘ tion én contracts and agreem
" . reports on contractual ﬁd purchasing requirements .,
N a - . . ~

.w - "~
T . > ) “ @ M L - . * , o PO \
G S. To recommend procedures Jfor :and superv}se tl:xe operation o ntral
tores, District mail se%ice, and District Office central duplicating servicedw .
N K PR a‘\;\ . e .A - . ‘ e
R "~ \ ﬁ{ PR - o O
Y ' 6. To administer the Districtswide records retention and risk manage- 2 ~_

1 4

£

* ment\programs. ) a7 .
N e N , \
4 \t

VT
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President o
v " .
1. To serve as®the chief administrative officer of the College,.
assisting the Chancellor-Superintendent in providing educational leadership
for the District, its Colleges, and the community. ;
2. As éhief administrative officer, to recommend and bear ultimate
responsibility for implementing at the College level District Rgles and Regula-~
*  «tions and administrative procedures, providing for a balanced instructional pro-
gram and' comprehensive student services to meet community rjeedsa yo o
" 3. To'direct the development apa administration of the College.
budget; to direct the continuous review‘apd evaluation of the.p;pgrarhs and
services of the College; and tg direct the performance evaluation of College
personnel., - . ' p ,

~

» oL
o . 4. To develop and maintain an effective program of community rela-
tions and public information in the-service area of the, College. -

.
!
i

. Dean of Instruction

~

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

‘ -y - TR e
2. To lead and coordinate innovative efforts for staff development
" and the improvement of the instructional process. :

s

L

V)
3. To develop the instructional budget recommendation and administe

the budge} as approved. .

-
-

-

M / ) £y
4, To direct the development and implementation of the schedule of
classes in accord with current assessments of student need.

¥.—:To direct thé performance evaluation of instructors, instructional
administrators, and support staff, and recommend certificated personnel actions
% to the President. :
ﬁﬁ/ ’ N . f s - -
~ . oy

3

Dean %Student Services -

, 1. To serve as the College adminiqtrafor responsible to the President
for planning, developing, organizing, and evaluating ‘the student services pro-
fgram,. in accord with District Rules and Regulations, and administrative and
established goals. S
& . 04 S Y




Fat
wt }%b?
-

L . Dean of Student Services (continued) ) -

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

- L ’
A B " To d1rect the supervision of students on campus and.at College-
related activities. o .o

»

s '4. To direct articulation activities w1th appropriate sec,pndary

* schools and four-year transfer 1nst1tutions. o
. . ) ¥
A . 3 ‘ ) > .
' _ Administrative Assistant to the President (CSM only) _ .
v, .
- 1. To serve as the Collegé administrator respons,ible to the President

" for coordination of all College-level adm1nistrative ‘activity; to recommend
administrative 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 eonducting of
College meetings and campus, visitations .~

-

4

2. To develop and maintain effective liaison- between the President's
Office and dther College administrative unitg, as well as with appropriate staff
at the District Office

B ;
3. To monitor the preparationt of College\reports for submission
within the District and to outside agencies.

4. To represent the College ds, d1re;:ted v the Presidefft at meetings
and spec1al occasions.

3 . 2
-

o

/ .
- Director of Admissions.and Records . .
P , -t ¢

2'1. To serve as the College administrator re'sponsible to the Dean of « :
. Student Services for planning devéloping, organizing and evaluating college
’ admissions and records services in cooperation with the District Educational
Informaition, ‘Officer’.and in accord with District Rulés ahd Regulations and

legal. requirements cra ‘ .
Y 2. To direct and conduct student’ reg;stration A S .
. - S “ -
e T 3. To gevelop budget recommendations for: Admissidns and Records L
Qd administer the ‘budget as approved i A ! . .
. . -9 ! .
‘ »
o : '4, To advise an'd participate in the preparation of eharollinfent projections,
student profiles’, and oth@r ‘data reports for plann1ng purposes. ' . 5
", - 9

‘ 5. To administer the financial aid and. veterans' assistance programs;
EKC and to/direct efforts to secure extbmal funding for special. a1d programs. (Caflada

= only) . B .




' " !
1. To serve as the College administrator responsible \to the. Dear of
Instruction for managing career and occupational programs, including the coor~
dination’ and- rev1ew of programs with ¢itizen advisory ‘groups.
s \ —
2. To develop overall budget recommentiations for career and occupa-
nonal programs in accord with program goals, cbjectives, and guidelmes as

they f'elate to community and student needs. T
3.7 To provide direction ard assistance jto instructors on matters of
career educationr SO . .
4, To supervise the program of cooperative education anp student
placement with its relationships to business and industry.
. . |
« .5. To prepare short~ and long-range career and occupational plans
for. programs_of the College“and to Teport on progress and achievements of these
programs .« 0 K .
4«'1_ - " - . R

»

vDirector'ifof Colle'qe Readiness Program (CSM only) - ,

I
“\ N [y -3

. %
. & T&serve as the College administrator resp0nsihle to the Dean of
Student Semces for.the* conduct of the College Readiness Program.

2., 'I‘o recommend curriculum development of special interest and need

T

for studehts w1thm the College Readiness Program.

3.. ’i‘o de'velop the. College ‘Readiness Program budget recommendation
" and administer the buddet as approved i

[

~ ‘.\': *
4, To oversee the selection and tra1ning of tutor supervisors and
tutors, d1rect their activities and evaluate their performancé as well as that

of pther College Readiness personnel. ‘ .

T S. To interpret and represent the College Readiness Program to the
Gollege and community. :

6. To coordinate College multk cultural programmmg activities and
X administer the. Extended Opportunities Programs and Services (EOPS) project. -

< R

N

\




Director of Community Education ' ¢L

1. 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 , e
lecture series, and cultural events. »

2. To recommend and administer thé community education budget:
- to direct the registration of participants and collectién of fees for community
education courses and programs; and to recomrgend the appointment of profes-

sional staff for community education activities.
. . #

4

+

3. To coardinate, with the Dean of Student Services and student
representatives, public programs sponsored by student government.
. Y T T o "

4. To direct the disseminatién of inforfatian on College.programs . _

to the news media of the College and community. (¢ aad Skyline)- o

(OIS

R

-~

Director of Continting. Education

~ - ) } . N )

1. To serve as theWmﬁni’strator responsible to the Dedh of __# |
Instruction for managing the chtinuing education and summer programs. =~ _ ‘

-

2. To direct the recruitment, recommend the selection, and evaluate
the perfarmance of continuing education %ulty and staff in concert with the

.

Division Directors., . A ) T
3. To develop and recommend the budget for the continuing éducation
and summer session programs, and administer the budget as approved.. ’
v . . ] L
O 4, _To establish and implement the contiannd’é‘dﬁ%ation and sumk‘
. session schedules in goncert with the Dean of Instruction and the Division +
Directors. ’ ' ”
5. To provide assistance and direction to community groups requesting
on-campus or off-campus instructional services for gredit in accord with Board
policy and administrative procedures. . . ' R

6. To direct the supervision of the campus during evening, weekend
an summer class hours. g ) .

~ "

A7
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. Director of. Qounseling Services o
R L4 “w ‘i
S To serve as the College adm1n1strator responsible to the Dean
of Student Services for developing, orga nizmg_rdirecting, maintaining, and
avaluating the College counseling program and services. . '\\

N ‘
€ M ?

2. To conduct follow-up studies on former students in cooperation
with the office of the Assistant 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 recomm\endation and
adminrister the budget as approved. .

1

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 sumnier programs. ~

»
-

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

-

* 3. To plan and direct a comptehens.me_staff development program for .
the divistornin 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.

’
’ »

4a To plan ‘and récommend the division budget to the Dean of Instruc—

tion and administer ti)e budget“as approved. , -~

. “To establishand implement the division Gdss schedult inconcert
with the Dean of Instruction and the Director of Continuing Education.

*
<o,

Director of Instructional Services

-

l. - To serve as the College admin1strator responsible to the Dean of
Instruction for developing and m&intaining a comprehenswe iearning resources »
program in support of inStmcti,on. . \

\ ~ -

2. To manage the operations of the library, media, audio- visual and

instmctional materials development centers

t

» -
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Director of- Instructional Serv1ce‘s‘jcontinued) g . ' !

‘ 3. To provide leadership and aséigtange to faculty ‘regardi‘ng (ﬂ
instructional development, innovation, and the utilization of external funding
. opportunities. . ' e ?

~

3 ‘ hd
‘ 4. To develop-and recommend the budget for_the instructional service
" centers and administer&he budget as approved.

,
A Y
v~ .

5 To direct the planning and operation of the Disgict's\edﬁcatioxial
radio and television stations. (CSM only) ' '

a -

[ 4 -

) 6. To conduct curriculum development, especially in the ared of
occupational programs;-and to diregt the operation of the computer laborator,y_.

(Cadada only) e R .
Y i . '\ ’ . . !
Diractor of Operations . s, '
e ]
. S - .
l.  To serve as the College administrator responsible to the President T

for plant maintenance and general support operations.
2. To assist the President in the development and control of the
College budget. [ ‘ o )
3. . Following District Rules and Regulations and administdstive pro=-
cedures, to direct campus security and auxiliary enterprises, and coordinate »
with the Diswict Plant and Facilities Officer the maintenance of buildings and
grounds at the College. . )

4. To serve as liaison to the D‘is—trif:‘t\fo%_se:in ssified?é?sogr;gi N
and {iscal matters. . T . —a /’:' .
~ : R
. 5. To direct the special s‘cheduling and use of Col}égg facilities, =
in accord with D*nctﬂRules and Regulations and administrative procedures.

Fad p ) i }
» T Vel . - —
3 i~SPecial Programs and Services - '

.

I.  To serve as the College administrator responsible to the Dean of
Student Service$ for planning, deve loping, directing, and evaluating College
special services, including programs for the disadvantaged and disabled, stu-
- dent financial and special aids ., and student government and activities.

St .

2. To develop the budget recommendation for sp.ecial’services pro- s
grams, and administer the budggt as approved. T~ | '

] .
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Director of Special Programs and Services (c0ntinued)
\\~
i 3. To develop, in cooperation with the Distnct EX al Funding and
- WVE&Gpmem\_Cﬁfic‘e‘_r opportunities for securing external funding for special .
services programs, ‘
. s 4. To plan and direct the student aativities program in conjunction
w1th student leaders; and to serve as advisor to the College’ s student govern- \
ment.
/ -
supervisor of Buildings and Grounds - * . v i
A *

1. To serve as the College administratér responsible to the Director c !
. of Operationg for the maintenance of buildings and grounds, o

. 2. To plan, coordinate, and monitor the work ass1gnments and
schedules of buildings and grounds personnel. . o , .

) .
. 3. To agsist the District Plant and Facilities Officer in develqping \\
a preventjve-maintenance program for -College plant and facilities and to .

implemert this program maintaining appropriate records.
- 4, To assist in\the preparation of the buildings and grqunds budget~ L
and to recommend- purchases of equipment and supplies. . .
~/. , * . "sj—‘-
S. To secure bids for contract serv1ces related to buildings and
grounds{ subject to approval by the District Plant ‘and Facilities Officer.

¢ . -
w '\

- - ‘ 3 ~Supervisor of Fiscal and Personnel Services (CSM only)

______

1. To serve as the College administrator responsible to the Directpr
of Operations for the rﬁ”a“?'fagement of College fiscal and personnel services.

2. To coordinate the development of the annual College budget and
develop budgetary recommendations to the District administration; to monitor
College expenditures to'insure that they remain within the budget allocation (
and provide regular reports on such matters. . .

-

3. " Under the direction of the Director 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 w1th the Distrlct

o Office in classified personnel and fiscal matters. ’

| e L .
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III will delineage'ghe qualificatiods for those jobs, including

credentials, professional experience, education and key adminis-
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N .
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) . . \ it 4 N - B
‘"Assistent Sumerintendent for Planninq and Development .- °, <. "9 ‘
Serves -as the District administrator vesponsible to the Ghancellor-Supérintendent
for District-wide educational prograrﬁr,pi_ngo and, planning. : .
| -~ Y te e o\ ,
. Qualifications: . ' .
1. Credentials California community college chiefhadmin‘istrative officer
' credential. California community college instructor

credential in a subject’area taught in this District.

’

\

7 . L4
: ‘ b
2. Professional Demonstrated effective community college administrative
Zxperience ° experience and successful teaching experience which

included responsibility for curriculum design, develop-
ment, and evaluation. Top-level management and

’ planning experience required, inc'uding budget develop~
ment, fiscal management, an‘d"pegsonnel administration.

y in planning, systems design, management,

Qgign/\and\eva luation.

OR A background of education and experignce substantially‘

3. CEducation Graduate s
and curriculu

- ——

equivalent to requirements 2 and 3. "
g § ¢ \
45 Key X Demonstrated effective leadership-ability in planniny,
Administrative developing, and evaluating a camprehensive educational,
Abilities program ‘at the college level. S ST

5
Demonstrated ability ih analyzing the social, political,

«~—.___ and economic factors affecting higher education.
~-20¢ &t o S r

-ty

“ DemonsUatéd?effegtive.abuiw'in directing the design’
and implementation of-effective student gervices,  _

insttuctional programs, and managerheniinformation ’ -
systems, .

4\

v ’

Knowledge of skills required to organize, direct, and .
utilize research in ed}xcational planning, :development, /
and evaluation, with demonstrated positive results.

Knowledge of developments in instructional techndlogy
‘an poter?fﬁl applicatiqn in community college
curricula, \ - R ‘/

RS “Kirowledge of and abi ieQenf grtinent federal, S~
AN ' state, and local laws.,which govern commuiity-cellege =
\ ! =7 T“educational programs.’ o~ T
| Demonst‘r‘;afédagf\fe lveness in articulation of @(\o
o individuals and groips. )

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

ERIC ~ 64 '
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Quahﬁcations:

l'./ Credentials

]

2. Professional

bepg(rlenge
N £
)

3.” Education

4., Key ™
Administrative
Abilities .

Al

>

o

.Graduate study in.higher educaﬁon curriculum design,

_';ﬁrograins , and ability to cootdinate their effective

Director of Educational Prodram Coordination

. . R . ~
ryef?s the District administrator responsible to the Assistant Superintendent
for planning and evaluating edycational progran\‘goals and objectives in accord-
ance with Board policy. ) ) ‘

LN

California community college supervisor credentiai.
California community college instructor credential in a

subject area taught in this District. '
X . 3
Demonstrated effective c:rnkmity college administrative

experience with success in leadership and coordinative
roles. Experience in community college teaching, as .
well as curriculum design, developmen q-nd evaluation.

development, and egaluation,/educational tedhnology,

and research methodology.

[ . - N\ -
A background of education and experience Substantial)y
equivale‘nt to requirements 2 and 3. ' \ :

N . ‘ :

Demonstrated abilify to direct }ob market and manpower
research as 1t applies to community college curriculum °
design, development, and evaluatiion.

Knowledge of curriculum structure and trapsfer re\quire—
ments of four-year colléges and universities.
Knowled\ge of educatienal technology and delivery :
systems appropriate to community college educational

S

tilization. o
&

-
»

Ability to interpret and utilize complex data reports
produced by student, course, fiscal, facility, and

, demogra‘phic information systems to identify areas for

new curriculum development, evaluate educational
programms, and for other related purposes.

Demonstrated ability to commuriicate effectively,
both orally and in writing, with administrators,

faculty, students, and the piiblic, as well as govern-
"mental agengies. -

—




| A
- A
— b \
. . R ¢ . -
Director of FiScal Setvices« . L

.. Serves as the:District administrator responsible to the Ch‘a ncellor--Superintendenf;c
, for the District's fiscal and business services, '

o {
%ifications: ' C\\

* ) . M “_/
1. Credentials - None required. : v - U
2. Professional Successful experience in college administration, with .
Experience specific responsibility for financial managenént, '
. budget preparation and control, and related fields., /
3. Education Master's .degree in business édminéstration or public .
school administration, including advanqed study in
community college fihance and business affairs\
/ Iy . -
A .+ OR A background ¥ education and experience substantially
% ey ~ equivalent to requirements 2 and 3.
4, Kéy . ‘ \ Thorough knowledge of the principles and practice of
o . Administrative -community college fiscal affairs.

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

requirements, Board policy, and estalflished adminis=~"
. trative procedures, \

o\

¥

Ability to direct the maintenance of comprehensive fiscal *
o and business records systems, and to prepare timely and
® . succinct \§umrr}ary reports of complex data.

. Ability to communicate effectively, both orally and in
- writing, with administrators, faculty, classified staff, =
- and the public, as well as governméntal agencies&

2%

Il

Ability to initiate and maintain accounting procedures to
assure orderly receipt and disburse€ment of funds. =’

* 5

Demonstrated ability to manage an investment program’in

compliance with legal requirements and Board policy.
s \ .

Knowledge of and éﬂbilit‘? to direct appropriate purchasing
s and supply _procedu’res for personal and real properties.




Director of Personnel |

- 2

+

Serves as the District administrator responsibfe to the Chancellor-Superintendent
for the District's personnel program,

1

Qualifications:

., Credentia Is

Professional
Bﬁperie nce

Education
OR

Key
Administrative
Abilities

-

3

' ’
- Demonstrated ability in effective}supervision of support

—
°

California community college supefévisor credential. .
California community college instructor credential
in a subject,ar‘ea taught in this District,
Demonstrated effective comnl:uhity"'céllege adﬁtx‘ative
experience and successful teaching experienc ,'Pi'efer--
ably in institutions of higher education. ?
: i

Advanced study in comm\\nity college education and public
personnel administration. .

S \. ; )
A background of education :‘m -experience substantially _
equivalent to requirements 2 and 3. C

Demonstrated ability to desigh dgvelop( and administer
an effective comprehensive personnel program for both
certificated and classified employees. .- .

Demonstrated ability and experience in conducting - y
personnel négotiations . ‘

Demonstrated ability to assure cpnformance of a community
college personnel program, including collectjve bargaining,
with applicable federal, State, county, and local laws

and reqgulations.’ o v

Demonstrated ability to'communiqate effectively, both .

orally and in writing, with adminjstrators, faculty,

classifieM staff, and the public, 8s well as governmental
: |

agencies. ‘
4

staff. - ’ ’
M ’ - I . \
kKnowledge of current developments in the prepara’tion of
position descriptions, task elements, qualification require-

ments, and recruitment and training procedures. N

{ 67 o
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Administrative Assistant to the Chancellor~Suoerfntendent

(A fs

’ aerves as the Distnct admlmstrator responsible to the Chancellor-Superintendent
" for caoordination of administrative activity to insure timely iniplementation of

management decasions and ccempletion of management tasks.

Qualifications:

5

¥. Credentials -None required. ’ : . ;o
N £

N -

. g : .
Professional Successful experience in administrative management .
Ex'pgrience and/or community college teaching. Experience .

must demonstrate ability to motivate and expedite

e ) - - action by -various organizational units, . a '. .
)\<,{ V/ T gevten Lo : ‘ . -
vt Educatlcﬁﬂ\\; Bachelor'é dagree from an accredited 1nst1tut1on. .

. e Study in mar(a'gement ‘and- semmun;cation " ~

v

o

r':‘ g -

- OR.™ . A background of educgnon and” expenence subs

N ) . ’ \ ~, T
4, Key Demonstrated abihty to ‘coprdindte the compdetion of
Admimistrative mapagement | "tasks by District and College admlnis- s

‘Abilities , , trators. AN N
. ST \ :
N ~ Abil d 1n

t;;}/ to '‘commynjfate effecnv(lgg both ormlly a

' ;o wri d‘} with fndividuaks and g M (\‘

DemOnstrated ability to inswre compllance ﬂnt,h

. . man’datory affirmative action policies’ and laws
feder’ state, county, and local Jur1sdidtion§

. - .
UA ility l:o assume publi¢trelations responsibilities™ = .
~ frepreSentatlve ‘of the Chancellor-Supermtendent )

when so designated'

” ~
N
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Accountinq Officer ‘
Y ' “ .

Serves as the District administrator responsible to the Director of Fiscal "' ..

, Services for the administration of Distr/Lct accounting functions: payroll, ~

accounts payable and receivable, and ‘general accoynting. . o

. s 'S L’ e Pt *

Qualifications: . . oo

1, Credentials .~ None required, oo Q

2. Professional Successful experience with significant responsibility
Experience in public agency accounting functions. N

3. Education Professional training.in pxib\ic agency accounting

techniques. . :
OR. A backgx;ouhd of education and ekperience, substantially
equivalent to requirements 2 and 3.

4, Key . ‘ Demonstrated ability to direct the maintenance of com-
Administrative prehensive community college accounting systems,
Abilities ) . , 2

Ability to implement federal, state, county, and local
policy and regulations affecting community c‘Qllege
accounting systems and methods. .
C' Demonstrated ability to communicate effectively,/b{th '
. - orally and in writing, with administrators, faculty, and

classilied staff. . :

Y - - , . ]

, Demonstrated ability in effective supervision of upport °.
staff. ) . -
' vd

3 ~

A

-t




Auxiliary Services Offiter

“Serves as the District administrator responsible to the Director of Fiscal

Services for the administration of the accounting systems for the District's
. bookstores, foogl sgrvices, student bodies, and student financial/)d

services.

»

.8 °ox
. Qualifications:

1. <Credentials

© "2, Professional
Experience

3. +« Education

4, Key
Administrative
Abilitles

Nong required,

Succe‘ssful experience with significant responsibility

in college accounting involving. bookstores cafeterias

and fidancial aid progrdms and similar operations . - .
y \ -

SubStantial professional training in colIege business

procedures related o cost and 1nventox;y control and

, accounting services for operations such as bookstores,

food services and financial aid disbursement.

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

Demonstrated ability to direct the maintenance of account-
ing” systems 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 disbursément.prdgrams.

) , N ' .
Demonstrated ability to c&dmmunicate e’ffectively, both
orallyand in writing, with- administrators faculty, and .
_ .

classified staff, - A . S
Deménstrated-ability in effective supervision of support ) \\
staff, v
\‘\\‘
- o : N
, .
~ N \\
N .
l "y 1 '.‘ “
/0 | V
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Certificated Personnel Officer wo s

Serves as the District administrator respons1ble to the D.irector of Personnel

.- for the administration of District policies regarding certificated employees

) \—,_"*' - ) . S “t,
Qua'hfications - o . - @ e

1. Credent;als: California communlty college supervisor credential

= <. California community college instructar’ credential
in a subject area taught in this Dlstmct

L

\

2. Professional” . Successful certificated employment 'in hlgher educa,

'z Experience " tion, including. demonstrated effectivé experiende in
, s o the selection and evaluation of certihcated employees.
T 3! Educatibn ) ,‘ _ Advanced study Jin commumty college ed\.lcation and

rot personnel administration

p R . . . //
.. _OR A background of education and ekperlense subm

equivalent to requu;ements 2 and 3. -

. - , »r,
- " .

4. Key. = - Demonstrated ability to 1mpleﬁ1ent federal, state, ‘county,
" - Administrative ‘and local laws and reguldtions concerning certificated
. Abilities community ‘college’ personnel.

i

h Knowledge of and ability to impiement effective certifi-
cated staff development techniques and programs.

.Knowledge of civil rights laws and affirmative action
» ) ,on pi';nc1ples as they applgto community colleges.

DemonStrated skills in oral and written communica tion,
and the abllity to work well with people.

. ~ ‘ Ability to coordinate effective professional growth and
- sabbatical leave _programs for certificated employees,

- ‘Ablllty to develop and maintain a system of personnel
. records for certificated employees which meets federal,
» _ o state, and District requirements.

N v
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Classified Personnel Officer . o ‘

Serves as the District admmistrator respo sible to the Director of Personnel

for the admin stration of District policies regar&'ing Flassified employees .

Qualifications:
1. Credentials
2. Professional
Experience
3. <Education
L OR
4. Xey
Administrative
Abilities
7
L

None required. S = «;// .

\A\backgr\mmd of education, and exXperience substantially

N — L}
..*?:&?

¥
LN - _ -

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

Bacheior's degree from an accredited institution.
Advanted'study in higher education and personnel
administration.

equivalent to requIremmits-Lan)ée&‘ o T

Ability to implement federal state, county, and local
laws and regulations concerning classified _community
college persqpnel. —

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

Knowledge of civil*rights laws and affirmative action
principles as they apply to community colleges. .

-
De}ionstrated skills in oral and written communication,
and the ability to work well with others.

Démonstrated ability to develop and maintain personnel
classification systems for community college classified

A \employees. L ‘
.
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Commur\\i.cations and Rublic ny/ormation Of ficer , '
s A ) Co ‘
Serves as the Distr1ct administrator resp%nsible to the Chancellor-Superintendent
. for recommending and implementing tlge strict's communications and public - .
information program\_s\directed to Disfrict emplo ees, the news media and the
community. } .
Qualifications: . 5
1. Clredentials None req:;?d. Lo .o
2. Professional Successfdl experience inscollege communications work
Experience including public informa tion wr1t1ng, and edittng. ,
3. Education Bachelor's degree from an accredited 1nstitution with
a major in journalism, English, or closely related 4
field. S N L
OR A background of education and experience substantially .

equivalent to requirements 2 and 3

4, Ke‘y - .+ Demonstrated proficiency in %ublic.informatiOn_, writing, B
Administrative and editing. . R '
) Abilities — - .

Knowledge of community college publications design and
production processes. f ‘

Demonstrated ability to supervise the work of writers ‘
photographers, and graphi\designers . )
Ability to anticipate and respond to the communications
needs and interests of the community

-

i L

Ability to prepareé concise written communications of
official policy and procedural matters to certificated
and classified personnel i . . o

’

Ability to maintain effective relationships with repre-
sentatives of the local press and other communications
'rr\edia o ¢ ’

7.




-\ .Data Processing Officer «
)

Serves as the District administrator responsible to the Assis tant Superintendent -

; - for managing the activities of the District's administrative data processing

center, coordinatin comput operatiorrs with the activities of programming.
g e& )

.

Quallficatlons o ' o - _ ‘ ' “«
1, Crec}e»x{tlals - None‘requ‘i_red. ) - ’ » i .
3 z P .

2. . Profess1onal ', Successful experience in the operation and supervision
Experience- . of higher education- admin1strative data processing
" » ' systems., ' il

. N * - C '
3. Education ' Professional.-training in data processing, preferably

 with a major in mathematics, statistics or other .
closely telated field.

. N o » L4
.

( _ QR A bacrcground of education and experience substantially
.. ' . -equivalent to requirements 2 and 3. |
4. Key Knowledge of operations and principles of electronic
, Administrative computer systems, peripheral equipment computer - -
, " Abilities " programming, and systems analysis. )
W . . . Y

[ 4

Demonstrated ability to manage a staff of data processifg
operations and programming personnel.
. Demonstrated ability to design computer programs and
. _ o ) test for functional performance;: ability to operate all’
District computer and aux1liary equipment.

,Ab&ty to schedule and manage computer programming
and operations working effectively with data processing

< ° _ personnel. . , , ‘\
j C | Ability to 1‘:1teract with College personnel and data.
i g processitglsystems users in establishing standards,
- Jprocedures, and schedules for data entry, . - .o ‘

Knowledge of current hardware, software, and cha nging
computer technology applicable to community%colleges .

-
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Educatdional Information Officer

Serves as the District adm1nistrator respons1ble to the Assistant Superintendent
for the development and operation of the District's educational information

system.

<

S

Qualifications:

1. Credentials

%o

2. Professional
Experience

3. Education

<

OR

\

’

4, Key
Adminis trative
Abilities’

‘e

"and research design. . e

. A background of education and eXperience substan-

¥ * —

California community college supervisor credential.
California community college instructor credential ’
ina sub]ect area taught in this District.

Successful higher education gdministrative and/or
teaching experience, including démonstrated ability
in information systems design, statistical analysis,

Advan¢ed study in computer programming, statistics,
mathematics or other'closely related feld. v

“tially equivalent to requirements 2 and 3.

. 3

Demonstrate’d ability te develop resegarch 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 .

. * 4

Ability to develop computer modeling systems for
“usé in community college simulations, projections,
and ‘trend analyses. . PR \

Abihty to design and direct demographic and atti-

. tudinal studies for student and community needs ?-

assessments .
Understa'nding of educational information elements
and reporting functions, as required by governmental -

"agenctes and District andg College administration. ~

-, "

‘Demonstrated ab’ility to_communicate effectively, both. °
orally and in writing, witheadministrators, faculty,
classified staff and the public as well as govern—f
mental agencles .

-' * "
. ¥ .
. - ‘e .
. - .. .
”1\ N "7.,'\4- .- .. .
, J -
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' N .




| P e LTy
Educational Program Officer ’ ” . ' v - *.\
/ - “ K Al
Serves as the District administrator responsible to the‘, Director of Educational v
Program Coordination for technical and operational assistance in plannmg, "
coordinating, and evaluating the educational programs of the District, T
Qualifications: — ) o RN
1. Credentals “California. commupity college superwisor credential.
'+ California community college instructor credential in '
. a, sub)ect area taught in this Distri;:t S TR
2. Professional Successful hlgher education admlnistrative and/or . *
Experience teaching experience, preferably including curnculum LR
development. . ) Lo ’ ‘ ]
- N " —
3. EZducation onanced study in hlgher edqcatlon curnculum plannmg

and evaluation
‘OR. TA background of education and experience substantially
. eouwalent to. requirements 2 and 3

3 4
-1.‘ Key . ‘Knowledge,of educational delivery systems and under-
Administrative standing of the technical application of such systems *
Abilities - ' to communi‘ty colleges and their instmctional processes.
. ‘ Abihty to utilize educational}nfomxation systems £
S research and reporting purposes.. ° o

. Ability to perform job market analyses and student

. needs assessments for community colleges, and abili
. to utilize effectively these and other studies in

o curriculum development. -

- . ~e » .
— R ~ - v ’ *‘

~

Y ‘ ;3‘ « Ablli‘ty to design and assist instructors to de51gn and

develop inst ructlonal materials.

. . ¢

. Wor\k\&g knowledge of the functions of student personnel

3 acti¥ities and their relaticSnship to the instructional - R
g arogram ‘

= Demonsn}te oihty to communicate effectively, both
- orally and’ in.wniting, with admimstrators, faculty, classi-
fied staff, and the publi¢, as well as governmental agencies.

:

o . /71 Ability to coordgnate the wark of others in the development

of annual educationat .program_plans and conducting comni-
o T prehéns ive program evaluatio ’

" 6 . ' " : ’}.zf




External Funding and Develooment Officer

bl .

a

Serves as the District administrator respons ible to the District Director of
Educational Program Coordination for external funding and project development.

Qualifications:
1. Credentials
\_‘
2. Pro{essional
~- Experience
3. Education‘

5

~OR

Key
Adminis trative
Abilities

~

\ project development to attract grants from funding -
? agencies, . . .

Y s . ) . \
‘ . Y- -
. - ) . }
California community college supervisor credential.
California cqmmunity college-instructor gtedential in

@ subject area taught in this District h »

P

Successful experience in college grant development
from federal, state, and private foundation Sources,
including grant applications, budget administration,
project management, evaluation and renewal.
X L

. Advanced study in higher education admiﬁistration and
curriculum development. .
A background of education and experience substantially
equivalent to requirements 2 and 3N
Demonstrated ability to manage project apblication?and
revisions with funding agencies at the federal, state,

« and regional levels of government and with
foundations. ¢

Knowledge of fundirg sources ava ilable in higher educa-
tion for community colleges and the procedures used in™

~

. Knowledge of curriculum innovation techniques and their
application to community college ins/tructional prog,rams

Demonstrated ability to coordinate and review grant appli~
cations prepared by college adhinistrators and faculty .
members for:S bmission to funding agencies.

Demonstrated ability to analyze and-evaluate project
effectiveness and to prepare interim and final prOJect
reports\bu%d upon research and development activittes .

Ability to’ communicate effectively, both’orally and in
writing, with administrators, faculty, and cla%sified
. staff, as well as governmental agencies. . '

-
3 »

7 r}f / . . "
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. T

Plant and Facilities Officer ) T

Serves as the District administratdr responsible to the Assistant Superintendent

for plant and facilities activities throughout the District, - o

\ ’ '
= »
.

Qualificationg,\: Co. " \
1. Credentials None required. \
2. Professional * Successful manage\ment expe&tence, with 1ignificant
" Experiénce responsibility for the maintenance and repair of large

* buildings, including supervisory.responsibility for a
program of buildings and grounds mainténance.
3. Education -~ Substantial’ professional training in\\plant and facilities
development, constriction, and fMaintenance,
OR <~ A background of educét{on and experiénce substantially
equivalent to requirements 2 and 3. \

-~ v

N ¢
4. Key Knowledge of methods, equipment, and supplies ,
Administrative used in community college building maintenance and
Abilities groundskeeping. \ ‘
. S
e .

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

. 'Ability to lemefitylaws affecting the construction
. L and repair of ¢ llege buildings Zxas well as applicable
- state and local building safety and health codes. ‘ .

Demonstrated ability to estimate constructior costs and
. " maintenance budget\gyuirements., . .. \

., [

¢ Demonstrated abiiity.to perform effective on-site
* inspection of new construc\io

s I -
’ . Ability to establi®h and/maintain cOqperative pelations
N - with subordinates, administrators, ar&hitects, engineers,
' and construction and maintdhance personpel.

N
. A .m
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"

Qualifications:
1 .~ Credentials

2. 'Professional

EXperience
N\ 3. Education
OR
4, Key’
. Administrative
Abilities _

»

\

4

" None required.

Substantial professional training [n\\p

+ A background of education and experience substantia Y
' equivalent to requirements 2 and 3. \‘

Successful management experience in college purchﬁing-—- -
inventory, and re at dfkds .

-~ -

lrcrage P
business procedures related to purchasing, v

|
!

Knowledge of f current community college purchasing(
systems and g practices

Demonstrated ability to manage centralized purchasin\g
and stores operations

\

\\ -
Ability to implement federal, state, county, and local

laws and regulations concerning community college \
purchasing and inve ntory beerations . :

‘Demonstrated ability in effective./supervision of
support staff,

-&)"-‘
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( »
President
—rteslcelt

‘ : ! \
Serves as the chief administrator of the College ‘and assists the Chancellor--
. Superintendent in providing educational leadership for the District, the
Colleges, and the community. . .-

s

Qualifications:

1. Credeénfials

2. Profestional
Experience

3. Education

4., Key
Administrative
. Abilities
]
4
. 5
- -

t

N "
California community college chief administrativée
officer credential. California community college -
instructor credential iy a subject area taught in this
District. ’ ! 7

Success¥tul col'Iege admlnistrative and teaching experience,
including top-level responsibility for educational program °
development and assessment, fiscal managemen®, and
personnel ddministration.

Méster'é degree from an accredited institution. Graduate)
study in community college administrat}on and finance, *

Demonstrated ability to direct the planning, development, °
and organization of balanced community college instruc-
tional 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 14ws 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 pyblic information in the services area of
the College. fb

»*
?

Demonstrated effectiveness in the motivation of individuals .

. 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.

- Abilitv to communicate effectively, both orally and in

writig, with administrators, faculty, classified staff,
and the public, as well as governmental agencies."

81 °




v

Dean of Instruction

¥ and plans
.
Qualifications:
1. Credentials
a A2
2. Professional
. Experience
]
3. Education
\ &
; or
. 4 Key ‘
g Administrative

©  Abilities

" educational technology in community college'instruction.

5 . o T7

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

California community college supervisor credential,
California community collegéﬁg/structor credential in
a subject area taught in this District.

Successful college administrative and teaching exber-
ience, with demonstrated ability in leadership and -
coordinative roles. Successful experience in personnel
evaluatlon ‘curriculum design, development and evalu-
ation as well as budget prepar%%;n and admini$tration.

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

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

Thorough knowledge of community college curriculum and
schedule development,

Demonstrated knowledge of the principles of c’omm%
college budgetary management and professional per-
sonnel practice. -

Knowledge of and,ability to stimulate innovative use of

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

Ability to administer a comprehensive and equitabje
formance evailuation program for community collége
instructional personnel.

/] " .
Ability to communicate effectively, both orally andin v
writing, with administrators, faculty, classified stgff,

and the public, as well as governmental-a gencie's .

» ,




78 -

edn of Student Servicés ‘

-~

Serves as the College administrator responsible to the President for managing
- the student setvices program in accordance with District policies, procedures .

and plans,

"Qualifications:

1. Credentials
2. Professional
Experience
~ 3. Education
OR

4, l?ey
Administrative
. Abilities

%

California community college supervisor credential
California community college instructor credential in
a3 subject area taught in thig District, or California
community collegé counselor credential. .
Successful college administrative and teaching exper-
ience, including responsibilities for development and
evaluation of student personnel services and activities.

L

-

* Graduate study in colleget\a'dministration, including -+

management and student personnel services,

‘o

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

-

Demonstrated ability to function as an effective leader
in the development and admtnistration of a comprehensive
community college student services ~prograrn.

Interpersonal skills needed to enforce student discipline,
encourage the development of effective innovative pro-

‘grams, and wggk{ooperatively with local, community,

and educational agencies,

Ability to assure conformance of communfy college )

‘student personnel programs with applicable federal

state, and local laws and regulations. f\

'Ability to communicate efféctively, both orally and

in writing, With adminigtrators., faculty, classified

» staff, and the public aswell as‘governmental
- .agencies . . . v

-~ 'y
l\\/
* L3 v o [} T
. [ . R
w * -
v ' L3 »
“« )
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. 3 » '(Y
Administrativé Assistant to the Pr‘esident (CSM only) .

Serves as

administrative

tz.e College administrator responsible to the President for the
coordinatiof of administrative activity to insure timely implementation of

decisions, and for a program of public ‘ﬁiformation developed

in cooper/ation with the District public information officer,

Qualifications:

1
1.

predentials .

4

H
+

;e

/y )
2. ' Professional

"4,

EXperience

Key
Administrative
Apilities

(2

.

3

. None required. - .

Successful administrative experience with d{ncreasing
levels of responaibility, preferably including significant
writing and editing. assignments. -

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

A oackground of education and experience substantially

equivalent to requirements 2 and 3,
Demonstrated ability to prepare press raleases for news
mediay to organize write, and edit repo?ts

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

Ability to ofganize and conduct meetings, visitations,
and ceremonial eyents involving the President.
Ability to develop and maintain eifective liaisgn between
the President's Office and other College administrative
units, as well as with appropriate staff at the Distfitt !
Office, ) ’ .- :

Ability to represent the President's Offi-ce_at variqus

~

meetings and events,
’ N

I S Ability to codsdinate College -level administr{ative
‘ ‘ dctivity, including the timély complétion of assigned
'/ ) management ks - . ;

X . Demonstrated abilLty to communicate effectively, both
4 . orally and in writing, with administrators faculty, and
- Nclassified staff.. o

. .
. .
o LN . %, .

.
, vos
. \ . -~ . .

. . s .
. , . N
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Director of Admissions and Records

Serves as the Colhlege administrator responsible to the Dean of Student

Services for managing admissions and records .
. Qualifications: . ' A )
. S 3
. " 1. Credentials California community college supervisor credential,
California community college instructor credential
% ina subject area taught in this District, or California
N community college counselor credential. .
' 2. Professional Demonstréted successful college administrative and/or
- Experience teachin\géexperience . and familiarity in working with
> data*pro es§ing\reponing and information systems.
3. Education Advanced study in higher education administration,
. preferably including course work in student personnel .
- i .
P ‘:’ serviceg /
) CR A background of education and experience substantial}.y
s ‘ “ equivalent to requirements 2 and 3.
X ’ e ’ ' -~
, 4. Key _Demonstrated‘ability to plan, organize, and supervise -
Administrative the admission and registration of college students,

‘Abilities

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

| Demonstratecf ability to interpret complex data reports,
, a o ' ‘and to prepare enrollment projections, student profiles,
’ and other research reports. ~ (

i

. - Ability to interpret federal, state, and local laws and
) regulatians concerning community coflege admissions,
, g student registration, veterans affairs, and ftnancial

aid programs, ‘ - T e

Ability to communicate effectively, both orally and in

. Wwriting, with-students, administrators, faculty, and
classified staff. ¥ ‘




o
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Dlrector of Career and Occupatiomal Education (CSN only) S \k ‘\
4
Serves as the College administrator responsibIe to the Dean of Instruction
for managing career education programs-. : < - ¢
Qualifications: s £ T N
1. Credentials 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,.
'2. Professional Demonstrated succes$ful community college,vocational
- Experience education administrative or supervisory eXperience in
" an occupational, vocational, or career education .
program.: ,

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

3. Education Master's degree from-an accredited institution with
course work in vocational education and careex/

\«counseling . =

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

-~

-, Key A / ~1Knowledge of federal, state, and localregulations

Administrative — governing the;administration and fiscal support of

Abilities career-education. -

.t 'Demonstrated ability to direct ‘and work: codperatwely " -
w1th 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, and classified \
staff ‘. 3

g




Director of College Readlness Program (CSM only)

Serves as the College administrator responsible to the Dean of Student
Services for the administration of the College Readiness Program.

Qua lifications:

1. Credentials

~

2. Pfofessional
Experience

3. Education
OR.

! . "4, Key
- Administrative
Abilities -

Il b S LA A

P

"California community college supervisor credential

or supervis ory experience i§ desirable., “ .

' Knowledge of academic support systems,

‘ Ability to communicate effectively, both orally and

-

N

and appropriate California community cdllege
counseling credential. California community college
instructor credential in a subject area taught in this
District,

+

Demonstrated combination of successful college
counseling and teaching experience

-

Administra tive

}‘.

Advanced study in community college cBunseling and
guidance. . ~ ’

A ba ckground of education and experience substantially
equiva lent to requirements 2 and 3. o

Demonstrated ability to serve as facil'itator for growth

- among students,. faculty, and administrators in order

to help both the student and the institution adjust to
potential cultural and ethnic dissimilarities., o .

including °’ .
tutorial services and peer counseling. ) . ‘

Demonstrated abilit}} to develop an,effective colle’%e-
community relations program for the recruitment of
non-traditional Students. '
Demonstrateqd ability in effective supervis ion of

support staff,

-

. ' T ?

in writing ,~with students, administrators, faculty, ]
and classified staff, ; . s




Director qf Corrununity’Relations ‘ ‘

Serves as the College administrator responsible to the Pres ident for
managing a comprehensive progsam of non-credit community education

in accordance with District policies,

Qualifirations:

1., Cre‘dentials
v

2. .Profe‘ssional
" Expetience

‘ v
\' .
3. Education

" OR

4. Key' |
Administrative
"Abilities

equiva}(ent to requirements 2 and 3.

»

procedures, and-plans, . o .

x P

4

. .
2 . N . . {

California community college supervisor_credential.-

| California community college instructor credential

‘in a subject area taught in this District, .-

Combination o"f successful college adult education
administrative and teaching experience, preferably - o
including administrative experience in non credit -

curricu Jm development ’

~ -

Advanced study in adult and community education. C ‘

A background of education and experience substantially .

3 f
Ability to intera ct effectively’wvith the community and
College staff in the development and administration of L.
a comprehensive program of community education. - C
. - N r’.

. Demons trated ability to research and respond to .various

socio-economic community ‘constituencies relative to
their 1nterest in spedific educational -programs.

Demonstrated ability to cultivate and mainta1n liaison
ithgivic, sewic,e, and professional organizations o

t dev;elop educational programs addressed’ to community

problems interests, and needs.

Ability to communicate effectively, both orally and in
faculty, classified sfaff,
ell as governmental agencies.

: i ?

writing, v{!ith administrators
and the pub




D:Lroctor of Continuing Educatlon

Qualifications

Sy -

2. Profess i'ona 1
"+~ Experience

»

3. Education -

"4 iZey

Administrative

. Abilities™

~

’ 'Qo-_"

- California community college supervisor credential.
_. California .community CQllege instructor credential
< -in a subject area taught in this District.

* -Credentials’ -

curriculum deveélopmeint and adult education.

”

'Advanced Study in community college curriculum

TA'lga'ckground ‘of'edtication,and experience substantially
eq,pival"ent-to requirements 2 and 3.

. . : ‘ '\
Serves as the. College admlnistrator responsible to the Dean of Instruction ‘\,
. for managing the continu,ing education program of credit-bearing courses.

’

. 4

A combmation of sucges sful college administrative
and teaching expe.rience, including experience in o

development and adult education. .

—_‘ Y . H Y

Knowledge of effedtive personnel practices, and ability

to manage a large, enterprise employing primarily part-
time instni‘CtOrs. ’

~
4

« - '\ .

Demonstrated ablllty to work with and respond to a

L broad range of commumty interests and groups.

}

Understanding of the unique characteristics o§ community
college adult education and the abilities required for ‘
creative adult education zzlrvogram development '

) .
Abflity to communicate effed:tively, both orally and in
writing, with adrninistrators faculty, classified staff

. and the public;, us« .vell as governmental agencies.

) * »
N .

Y
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Diréctor of Coumseling Service ‘

Serves as the College administrator résponsible to the Dean of Studeht\
Serv;'ces vfor maintaining comprehensive counseling services, -

. - . N
Qualifications: . 3 ' \
' , e :
1. Credentials California community college supervisor credentiai
‘ v ‘ and an appropriate California community college -

counseling credential. Califorrfia community college
. instructor creggntial in a subject area taught in this

, District. - °
2. Professional . Combinétion of'successful college counseling,

. Experience . " teaching, and administrative experience. Super\'fisory 5
. experience desirable.

’.)-

)

) v ; ) kS
. &2. Education °* Gz;édqate level training in community college counseling
and student services. ... th )
OR A background of education and experience substantially
. equivalent to requirements 2 and 3.

4. Key Demonstfated a%lity to dirfct the development of
Administrative activities, progrdms, and .practices which embody
7 'Abilities professionally recognized community college counseling
' ) and guidance philosophy. "

. Ability to plan-and administer effective counseling staff
: R 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 émployers
and _‘students' in cooperative education, '

.libility to communicate effectively, both orally and in

writing, with administrators, faculty, and classified
staff. )

Ie




, )
DlVlSlon DL:ctx

Serves as the Cotlege admlnls“tret.or T, spon51bl the Dean of Instruction ‘
for instructional division management ai‘rcH.e\aQe hl \\ ’

_:'r Qualific'ati&_ms: \
.17 Credenuals Califormia communlty college supervisor credential.
Callfornma communn.y college 1nstructor credential _
in a subject area taught in this District. ) T

R Professu;n\al A comblnatlon of successful community college
Bxperience " administrative and/or teaching experience in ome
b&‘ of the disciplines-of the division, preferably

including experience in currisulum development and

R . evaluation, Demonstrated competence in classroom

teaching at the community college levely

i r \/Iaster"s degree from an accredited institution
ralid California teaching credentlal for a vocational

sub)ect , / ha ,

w
[4)]
(3
A
[63]
ot
[
o]
3

OR A background of education and experience substannally ]
. equivalent to requirements 2 and 3. .
b4 . pa——
4, KXey ‘£ Demonstrated ability to provide arg:ademlc leadership
Administratl\{e in the development and maintenatice of an effective
Abilities 1nstructional program.

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

Abihty to cleal with matters of schedule load and
N ‘support in both qualitative and quantitative ways.,

‘Ability to administer a comprehensive divisional
program‘of staff perforr;:ance eva luation and develop—

ment. 9
- Demonstrated ability to commgln_v:ate effectively, both

orally and in writing, with administrators, fdculty,

and classmed staff.




, , . 87
3 . ) \
s i .
. Dlre(:tor of Instructional Services -
) oemes‘ as thre College dmlmstratorr'i'esponsmle to the Dean of Instruction
for asveloping and mtammg a8 comprehensive learning resources progr
,\m support of ins ctlon.
- Qualifications;_. . \ ,'
) 1, Zredentials California community college supervisor credential.
California commumty college instructor credential ?
. 1na sub;act‘area taught in this District: . //‘
. - ' o . ~— . .
C2. Professional A combination of successful higher education admin-
- . Experience istratave apd teaching experience, prefera bly
¢ : including ekperience in i1nstryctional development
andnstructional support services such as library,
media, audio-visual aar1d mstr;\:{lonal materials
" ‘ development centers.” Demons ed competenterin
N . classroom teaching at the college level. ‘
Zducation Advanced study in community college jnstructional '
development,and instructional support :serv1ces .

{ OR A background ¢f education and experignce substantially n
’ equivalent requirements 2 and 3, , '

Y

1. Key Knowledge of the nmethods of comm m‘.ty\coljiege
Administrative curncuh.:;J c‘levelopment particularly.m the area of
Abilities individuatized instruction. ; . ~

~ -

-

) . .
> U4 - Demonstrated ability 40 motivate instructional ad is,-

: . trators and faculty in instructional development, #hking ©
full advantage of current educatlonal technology.

;o Ability to magé the operatigns of{the library, media,
: audiotvisual, and‘instmctio(?l materials development . .
centers. A . : .

7 .

Knowledge Qf appropriate hardWare and software for use
. in community cdllege instructional development programs.

Demonstrated ability to communicate effectively, both
orally and in writind, with'administrators , faculty, and -
. classified staff: _ - VA

Ability to prepare clear and comprehensive reports on
instructiongl programs and services to meet mandated
federal, state, and county reporting requirements.

‘ 92




Director of Operations . /

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

4

‘geaerﬁl support operations, ) ) e e— .
Qualifications: :
1. Credentials None required, _ )
’ - ‘ - -
2. Professional - Successful experience in college administration, -. .
E,xperience . accounting, ang finance, including personnel, plant,
“ and facilities management, ™\
3. Educatio( X Master's degree in bus1ness administration or public
school administration, preferably including course
- . ' work in publ agency accounting,
' OR . A background of education ang experigpce suostantially
equivalent to requirements 2 and 3. . .
4, Key Ability to supervise Efxe development and control of
Administrative . the College budget.
_Abilities

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

' - Ability tg implefhent legal codes and District
g - policies related to budgetary development and control
‘ . 1 and to personnel practices \ .

Ability to supervise effectivel the'operation of
campus security » and the Collegya bookstore and
. - cafeteria, )
¢
Kno'Wledge of methods, equipment and supplies used .
in building ma1ntenance and groundskeeping,

Ability to assess capital improvement and.maintenance
> T needs for the College campus and physical plant, -

Ability to communicate effectively, both orall‘y and in
writing, with admlnistrators faculty, and classified
. staff . .




Director of Special Programs and Services

Q}ialifica tions: ,
7 1. Credentials
2. Professional
Experience * -
3

Education

lo):

Key
Adminis trative
" Abilities

*

1)

-

.

A

Serves as the College administrator responsible \ of Student
Services for managing the special services program, i ’

\\. . .
L oo
PR ’\\ \‘"
Califafnia ~community college supervisor credential.
Califdbfia community college instructor credential
D?trict' or

—————

in a subject area taught in-this
California community college cou selor credential,

_Acom Ination of successful college administrative
“and t aching experience, including expeséence in
-working with such groups as the handicapped,
financially disadvantaged ethnic minorities, and
student government. , ’
Advanged stu\iy in community college counseling,
guidance, spew:ial education, human relations and
organization skills .

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

Interpersonal skills necessary to work with special
student groups cited above. .

Demonstrated ability to organize, supervise, and
provide leadership to students in student govemment ©
and other student activities. .

‘Demonstrated ability to relate to cornmunity and
student groups of all e,thnic backgrounds.

!
. Ability: to- communicate effectively, both Orally and
in writing, with administrators , faculty, and\/
‘classified staff. . ‘




Q

Supervisor of Buildings and Grounds

Serves as the College administrator responsible to the Director of Operations
[for the maintenance of buildings and grounds. . ; ‘f“j}; : )

/

. N . {
Qualifications: . L . e

1. ‘Cre‘dentials " “None required.

. o < , NI
2. Professional Successful experience ih college plant maintenance -~
Experience and groundskeeping, including superv1sory respon-
, e sibility,

4 >

T

3. Education .Professional training in fields‘related to b;‘;ilding
. © constructioh and mamtenancekhorticulture and
N . electrica l/mechanical training.
y ‘ . ‘ :
S OR. A background of educatiqn and experience substantially
_equivalent to requirements 2 and-3.

4, Key " 7 . . Detalled k"nowledge of methods, equipment, a[nd
Administrative supplies used in community college builang main-
Abilities .. tenance and groundskeeping procedures,

_Demonstrated ability. to plan and- implement a com-
prehensive plan for buildings and grounds maintena nce,

‘ Demonstrated ability to plan and coordinate the work
- _E of building{‘a nd grounds personnel,
. . 'Abili to instruct buildings and grounds personne?
on the technical aspects of groundskeeping and
building maintenance. . .

[y \ '
Ability to develop and’ administer thhe buildings and
‘ grounds budget, and to direct the ‘preparation of
T ' ) necessaxy“forms and reports. SN B

’ ‘ Ability to communicate effectively, both orally and
“ in writing with administrators faculty, and classified
€~ " - . staff, '

*

-




Super{/isor of Fiscal anﬂ/g:sonnel Services (CSM only) . -

e '
ﬁerves as the College "admi trator esponsible to the Director of Operations
for the management of College fiscal and personnel services.™

v

*

Quallflcatlons: ~ J o \ |

. :‘C&red‘entlals_. None required. ! < "
;. 4 “NLJ ' N
2. AProfe“ssiona!* Successful adminiWrative experience with increasing
~ Experience responsmlllty in the areas of accounting, finance
\ and personhel management. . ‘ ‘ .

3. Edlca¥on Bachelor's degree from an accredited institution ,
* required. Course work in business administration
and accounting desirable. ¢ - B

{ " OR h A background of education and e{cperlence ststan-
oo - tially equivalkent to requirements-2 and 3.

4, Key' . ‘ Demonstrated ability to perform gccounting functions
Administrative necessary for the detailed develdépment and control
Abilities of the College budget.

. \ (
\ In-depth understanding of ¢ommunity college ‘
budgetary structure and terminology . '

' K . Z
\ Ability to implement legal and local policy regulation's\"‘\?
in the administration of community college fiscal an\d

. personnel services. K T

. Demonstrated ability to communicate effectively, both,
orally and in writing, with admlnlstratprs faculty,
' and classified staff, )
\ Ability to coordinate the work of various administrative .
. units in the managem:r:i of fiscal and personnel °
‘ operations. ‘ . s

+
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R + POSITION /Z . ASSIGNMENTS FOR: ’1976 77 =
DISTRICTMBQSLTIONS’ . /xif// . ~ el r}.‘ T
;T e Chancg%i@k»%ﬁigrantendent"’ © « , Glemnn Smlth ' A
T ant Superlﬁtendgnt fgr Plann;ng Cllfford Denney . ‘.
and Development "¢ “"» v - L. N * coe
. ‘Director of Educational” Program'., . Robert St;ff L
A - Coordination - /-, e e, C, : LT T
TR Dtrector of Fiscal Servapes “f;,~. v Irene ,Bluth oLl
% Pirecter. of Persburel. Z ...ttt rcalvin Apter- -, ' isl
Administrgtive Assistant to' Ehe . -, ~Paul.Burghardt o
Chancellor=Siuperisiitendént - .- 4 S T . B
"Accounting Officer et T //Qériene Williams = .. o
‘Auxiliary Services Officer . if‘ c ' 7 Marvin Miller ' N
Certfflcated Persohnel OffIceg ~""“Fg * John Mullen ) ,
Classified Personnél ©fficer 'x  Carol Greeh - . -
-Communications: andeubllc Informatlon ’ 'John Hubbard . :
© Officer . . e ' )
' .Data Progessing Officer ., -  +. " . Ron ld ‘Smith” ,
Educatdiphal Information Ofilcer e o xYT . James. Upfon .
Educational Program Officer " » , .» . - g‘;fFlqu ElKigs | % =" '
‘Externdl Fundlng ;and Development .7 7. v v Robert, Behnett.;; .-
+ - Offiecer : L ‘ Co -';.',' o
" .. Plant and Fac111t1es Offlcer o ) ~\~Don Starkey BRI R
I Purcha51ng'0ff1cer‘ e ,;r - :fn»-';Bl%l Hudson : - )
L ‘ . Lo ce, R Coe :
SO Y A e o
CQLLEGE*POSITIONS .o cee T . A L ~
L ) * . . L R Ma oY -
Capdda’ College - el » ,
. S . ' b :I,..‘.":r’ e T -~
President : = -, . . % . William.Wenrich . s
Dean of Instruction” ~ . 2 Samuel Fergusonyf"u,'g:;»
./ Dean of Stnden Servives' "--. . .William ‘Walsh'’ ) o
" Director‘ of Admissions ‘and "Recdtds ,” ' Lois Chanslor = . .-«
' Director of Comhunity Edycation - . " Ruth Nagler .* el
. 'Director of.Contlnulng ‘Bducagtion. - ‘. ;Gllbertd Vlllarreal L :
. ' . Director of..Counseling Sérvrces VR S -“Joseph ‘Marchi I
pdl» Drvr510n‘%1rector, Bus1ﬁess/Technology ; ‘Arthur “Katz oo g
‘0 Division“Director; ; Humand'ties ., ¢ ¥);mGQrald Messner e
. D1v151qp D1rector! Phy51cal Educatio chard-Andersom— ",
“i, Athlg¥ics .. - T e ’ Jer el e e
A va1sién DarectorL¢Sc¢ nces and- ﬁ_‘7‘- b thn Forsythe S
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{cont.)
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' . Director

; uSuperv;sor of FLscal and berepnnel .

ds 9{)

Corlege of San Mateo

fLanada College (cont.)

ZiriDivision Director,' Social Science
"Director of Instructidnal Serv1ces

Director of Operations

‘Director of  Special Programs and

- Serv1ce9
Superv1sor‘ofﬁBu11d1ngs and Grounds

- President
Dean of Instruction
Dean of Student Services
Admlnlstratlve JAssistan
President. ’

Admlssions and Records
" Director of Career anhd Occupational-
. Educatlon .

Director
Director
‘Director

of Community Education
of Continuing Education,
of Counseling Services
Diractor, Bu51ness
Director, Language Arts
Director, Fine and

;

Division
Division.
Division

Performlng Arts

Division Director, Heéalth and Service

4Careérs 3
DlVlSlon Dlrector, Mathematlcs and
.Science ~ ,‘\

N t]
) 5 R

'DlVlSlOD D1rector, Physxtal Educatlon/

Rthletlgg

.D1 vlslqn Dlrector, So¢ial Science .

DlVlSLOH Director, Technology

Director of Instructional. Serv;ées

Director Jf Operations .-

Dlrector of Spec1al Progxams and
SerVLCes .

gervétesa a;» R g S

.....

§ppefvlgbr ofuBulldangs anq Grou

C s e -
* W \

of College Readiness Program

o

K]
o

. James Hardt T
» Michael.Kimball® .|

! s

L
. - .. .
a A —

. \ Y - o [ ¥ L3
~ 2 Kegen :
. ‘ b
Y

Byron Skinper.

John Rﬁoaés '5 C o

Ella Gray

Lenard Lowenstein -

(5
.

t

..David Mertes-
Lois Callahahn,
.Allan ‘Brown

N K .
Herbert. Warne L

-Vern Gillmore g

. Jackman LeBlanc s

. Aline Fountain. ;

Cecelia Hopkins L
Wilson: Plnney .-

' Leo Bardes SR
John Wllliams Ot

Gllbert GosSett ‘f

i Clrfford G;fflh

‘Michael ClemenS«
Paul Lin' | < .-
Winfxed Smlth .
Williaf Frleerchs‘
Phlllp Morse‘ E

Lynn&PQntacq

Chester.W1lllams» -

\\"L
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- S R
A COLLEGE POSITIONS (cont.) . 8
. Skyline College . = - . o )
' Presideﬁt o SR ﬁl'&5:*“““?y Jdohn Petersen )
. . Dean of Instruction { B .. “Gus Petropoulos
* ... . Dean of Student'Sekrvices _ .. ©.7 James Wyatt '
' Difector of Admxsslqns and Records - Rex' Bu

' Director.of Commuhity Eddcation TRy
Di.rector..of Conrtinuing Bducation . % = " Edw@&éﬁ@%f@%ﬁ—*

. * Director of Counseling Serv1ces e "+ .Lela Sonntag
’ Division-Director, Business . S ' Harold Hartzell
Division,DlreCtor, Engllsh/ = . ' .  Marvin Shaw
.- .- 'Foréign .Landuage . ) ’ Lo
e Divxs;on-D;rgctor, Phys1cal Eduqatlon/ Walte¢ Rilliet

Coee “,Athletlcs C : .. = oo :
'Uy_j“.- Division Dlrector, Sc1ences/ * . . - 7" " Donald Biederman
B 'Mathematlcs/Technolog;és R P O

DlVlSlon,Dlrector, Fine Anrts/:’ Judith Watkins
shv i f.Sqcial Seiences. - - o . -

o Dlrector of Instructlonal Servlces"_ - : s
el “Dirkctor, of, Operatloﬁs - . ‘David Blddlnger‘
P Dlrector -of Speclal Prggrams and ' “Josué Hoyos' .
R Servlceszgil. ’ L
SO Supervhsor Qf Buildlngs and Grounds Leland Neelege s
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ADMINISTRATIVE SALARY SCHEDULE

.

- '1976-77

32,704
27,505
23,795

18,599

s

19,341

35,65é, '.3;,156 T
';fﬁb 473 31,§9§f‘
26}02;'!(26N763
20,083 2@;555 21, 567, k - 23}0§£”1

v IR
1 % o L -

33,446 34,188 | 34,930
3

28,247 | 28,989 | 29,731

24,537 | 25,279 128,247
[t I ., »

Range B -

Range A

. coe I A

\\K . ' ' ‘ ) iy, " . ~' > . A} ;I ;": .
Dean‘g?jihgﬁfﬁﬁffhn ~ e o e .
Dean of Student ServiGes -—= - . ' o« c0 Tl Coa
Dlstrlct Dlrectors - . e :

of Communlty Educatlon oo e ,

of Admissions and. Records. . - . - | o S

of Special SerV1ces e ' v

of Counseling . ST s

Directors - v ' . _

of Continuing EdUCatlon o N

Director of Instructiondl Services (CSM) -

Director of Career Edugation’ B

Certlflcated Personnel Officer

Educatxonal Progeam Off;cer

Director
Director
Director
Director
“Division
‘Director

.
LR

’

Dlrector of Operatlons '\

External. Funding and Development Officer - . _
Educatlonal’informatlon Officer .o )
Director of Instructional Services (Canada, Skylin dhe
‘Diréctor of/College Readiness . Coe

- Assistant to the Chancellor-Superlntendent ' .
Communications and Public Informatlon Offji : o
Purchasing .Officer - <if/}0e‘
Auxiliary Services Off1Cer

‘ Classified Personnel .Officer ’ : .t
Data Processing Officer ° : ‘ !
Plant ‘and Facilities Officer :

Accountlng Offlcer ’ .
Assistant to‘the Pres1dent (CSM) . e
Superv1sor of Fiscal and Personnel Serv1ces (CSM)

A
fSuperv1smr~ 1ld1ngs and

ey
erknyy g,
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_ADMINISTRATIVE SALARY SCHEDULE

L 1976-77 . o - .

Steps

T

" Class

32,704
27,505
23,795
18,599

19,341

33,446 34,188 | 34,930'| 35,672 1.37,156 |7
3 L , . .
3.30 473
, ( " » . .

26,0;;‘, 26“763

T~ %
'

20,825 21, 561

28,247 | 28,989 | 29731 31,957 |

24,537 | 25,279 . 28,247

20,083

123,051

Range A

Range B

e

2
:
* - - v N »
C ' . Coege
N ‘ " ., . . ~ N st -
' ~ N -

¢ ’ ¢

Dean—of-Instriction VT S oo
Dean of Student Serviceés - *': X
DlStrlCt Dlrectors - o N IR

— . . v g
— —— ..

of Communlty Educatlon . T
of Admissions and.Records . - L.
of Special Serv1ces oy ] L f
of Counseling . T o
Directors o ' . )
of Continuing EdUCatlon o R A
Director of Instruction&dl Services (CSM) -
Director of Career Edugation’ '
Certlflcated Personnel Offlcer

Educat:onal Program Offjcer

External- Funding and PDevelopment Offlcer
Educatlonal’informatlon Officer

Director
Director
Director
Director
Division
Director

.
LN

¥

Dlrector of Operations - -\ : . -

Direc¢tor of Instructlonal Services (Canada, Skylingf)
‘Diréctor of/College Readiness ’ . :
-Assistant to the Chancellor-Superlntendent ‘ .

Communlcatlons and Public Informatlon Qffj o
Purchasing Officer - <::::iff;;mm

Auxiliary Service's OfflCer
Classified Personnel .Officer !
Data Processing Officer

Plant‘and Fatilities Officer .

Accountlng Offlcer ‘ ) .
Assistant to'the Pre51dent (CSM) . e .
SupeIV1sor ‘of Flscal and- Personnel Serviceg (CSM) y
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