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CCC Registry

The California Community Colleges Registry is a large-scale database containing the
names, qualifications and desired position(s) of potential California Community
College faculty, support staff and management job applicants. The database is
utilized by the 72 Human Resources offices, representing the 112 California
Community Colleges. This web site provides a number of services for individuals
seeking employment as a faculty, support staff or administrator at a California
Community College.

https://www.cccregistry.org/jobs/index.aspx
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Higher Education Recruitment Consortium (HERC)

HERC offers the largest database of higher education and related jobs in the world.
We are a non-profit consortium of over 600 colleges, universities, hospitals, research
labs, government agencies, and related non- and for-profit organizations.
Consortium member institutions share a commitment to hiring the most diverse and
talented faculty, staff, and executives. Hiring decisions often involve two careers.
HERC provides jobseekers with the most job opportunities and unsurpassed search
technology, enabling dual-career couples to find the right jobs within a commutable
distance of one another.

Re-gionaluHERCs - The Place to Focus Your Job Search
HERCs are organized by geographic region. If you want to focus on jobs in a specific

region and explore information about that area, visit a regional HERC site.
http://www.hercjobs.org/

Y HERC Higher Ed Careers SmartBrief

https://www.smartbrief.com/getLast.action?mode=sample&b=herc
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American Association of Community Colleges
This is a national website for community college
employment. The Job Bank features an interactive resume
builder where prospective employees can create resumes
and apply online. If you apply online your application is

routed to the employer.

http:llwww.aacc.nche.edu/Resoﬁrceleareers[PagesIdefauIt.aspx

HigherEdJobs is the leading source for jobs and career
information in academia. During 2014, more than 5,340
colleges and universities Rosted over 159,410 faculty,
administrative and executiive job postings to the company's
web site. One of the keys to HigherEdJobs is their focus,
not just on higher education but also on job and career

information.

HigherEd

https://www.higheredjobs.c
om/company/about.cfm

@ Community College Jobs

Founded in 2009, CommunityCollegeJobs.com is recognized throughout academia as

the #1 website for finding jobs and careers at community colleges. In 2014, 742 colleges in
all 50 states advertised 12,876 jobs on CommunityCollegeJobs.com.

According to CCJobs they are the most authoritative source for finding community college
employment. More than 200,000 professionals have signed up and created MyCCJobs
accounts to find jobs and to easily manage their job searches on their website.
http://www.communitycollegejobs.com/

Denise Swett, EdD

Vice President, Student Services
Foothill College, CA
650.949.7524
swettdenise(@foothill.edu




Foothill-DeAnza CCD Office of Human Resources and Equal Opportunity
Administrator Job Description

DIRECTOR, CAMPUS LIFE

DEPARTMENT: Student Affairs and Activities
COLLEGE: Foothill
SALARY GRADE: A2/A3 Level G

POSITION PURPOSE: | —
Under the direction of the Dean, Student Affairs & Activities, direct the Campus Life program including the development of social, cultural, recreational,
and governance programs that expand involvement within the campus community and promote exposure to various cultures, experiences, ideas,
issues, and life styles; and to serve as the advisor for the Associated Students of Foothill College, (ASFC) and work closely with faculty advisors and
clubs. The position includes responsibility for leadership development training, activity programming; student organization coordination; coordination of
commencement and new student orientation sessions. . U

NATURE and SCOPE: | ! 3 it
This position plays a leadership role in developing a comprehensive student activities program and supervising the Associated Students of Foothill

College. Additionally, the Director, Campus gife coordinates and implements the new student and parent’s orientations; plans and produces the
annual commencement exercises and develops and monitors departmental and student govemment budgets. ;o |

| . b . 7 1l
The director is also responsible to implement an extensive leadership program for the Associated Students to prepare and support them in their
shared governance roles at the college. F ! :

KEY DUTIES and RESPONSIBILITIES: | |

1 Develop and direct the campus Student Activities program. = fHays 3 ok -

2. Develop and conduct studies and qinalyses to identify needs for new programs and services and evaluate the effectiveness of current programs.
Propose and implement new programs and program changes. _ — %

3. Develop and monitor depariment b; dgets; manage student group budgets; ensure expenditures fall within State Education Code requirements;
authorize expenditures. ; . Lo

4. Supervise Student Activiies Specia(ist : _ ' |

5. Advise, train and supervise a diverse group of student leaders; authorize and supervise student travel,

6 Authorize contracts with perfonners]rtravei groups and other vendors. . ‘ ‘ oo ;

7 Advise and supervise the development, review and enforcement of Associated Students documents, including the constitution, election code and
policies and procedures. i ' ?

8. Develop, coordinate and facilitate personal and leadership development workshaps and retreats for student leaders and members of recognized
student organizations. : ; %

9. Plan and produce annual commengement exercises; serve as chairperson for campus commencement committee. EL

10. Develop, review and update student organization advisor and student handbooks. ' ‘

1. Advise, supervise and guide faculty and staff advisors of recognized student organizations.

12. Refer students to community organjzaﬁons and social service agencies for assistance as appropriate.

13. Prepare statistical records and repqrts related to assigned student services areas; gather and analyze program data; make recommendations and
‘implement approved changes. | ‘ |

14. Attend meetings, workshops and cémferences; represent the campus and promote college enraliment.

15.  Select train and supervise student staff and student workers.

16. Perform related duties as assigned}.

|
EMPLOYMENT STANDARDS I
Knowledge: '

o Direction and goals of a community college student activities and leadership pragram.

Policy and procedure development,

Mofivational strategies, interpersonal conflict intervention and resolution and goal setting.

Laws, policies, and procedures relating to student travel, supervision and funding authorization.
Needs and interests of culturally diverse groups of student leaders and organizations. :
Interviewing techniques. | '

Methods and practices of recordkeeping and report preparation.

Principles of training and providing|work direction to ofhers.
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Skills and Abilities:

[ ] [ ] L] L

Education and Exoariénce:

" Develop and monitor an operationi':ﬂ budget 1

i
|
I
I

Oral and written communication skillsf. ;

Correct English usage, grammar, spelling, punctuation and vocabulary.

Applicable sections of State Education Code and other applicable laws.

District organization, operations, policies and objectives.

interpersonal skills using tact, patience and courtesy.

Budget preparation and control. _

Methods and techniques of deveIoPing and implementing student programs, services and aclivities

Regulations, principles, and practicies of effective student government and student activities

Methods and techniques of leadership, management, organization and supervision

Methods and techniques of negotiétion, mediation, and conflict resolution.

Principles and practices of budget preparation and administration

Event planning P '

Computers and software applications that support student services functions

Applicable state and federal laws and District policies, procedures, and current educational and student support services
Manage a collegiate student activily program in an effective, competent and economical manner; direct the activities of and provide -
leadership for assigned program and services | ' o e

Plan, implement, coordinate and evaluate program activities; continuously review services and implement modifications as ﬁeeded
Collaborate with other administrat?rs, college staff, community and professional groups, and all segments of the student body.

Represent the college in meetings with community groups and committees and maintain effective contact with representafives of business,
industry and government | .

Manage and effectively resolve issues, complaints and conflicts
Make presentations to a variety 01J constituency groups

Coordinate multiple project activities and tasks 3 |
Communicate effectively, orally a}d inwriting ¢ SR

!

Compile and analyze data and prepare reports |
Work a flexible schedule including evenings and v?eekends R b
Work with the diverse academic, socioeconomic, cultural, linguistic, and ethnic backgrounds, and abilities of students and staff

Sensitivity to, and understanding of, the diverse academic, sacioeconomic, cultural, linguistic, and ethnic backgrounds, and%abiiilies of

community college students, staff, and the general public |

Master's degree in education, psg!cho!ogy, business administration, guidance counseling, sociology, or reasonably related ﬁeld;

1.
2. One year of formal training, intemship, or leadership experience reasonably. related to the administrator's administrative assignment.
Preferred Qualifications: : ; _
1. Two years supervisory experience working ip an educational setting
2. Previous supervisory and budgetary experience.
WORKING CONDITIONS: |
Environment:
1. Typical office environment.
2. Subject to travel to conduct work
Physical Abilities:

2 e o i

Hearing and speaking to exchange information in person and on the telephone and make presentations.
Dexterity of hands and fingers to?operate a computer keyboard. ‘

Vision sufficient to read various lpateriats. ‘ :

Sitting for extending periods of time.

Bending at the waist.
Lifting and carrying objects up to; 20 Ibs.




ANNOUNCEMENT OF EMPLOYMENT OPPORTUNITY

| Foothill College
Dean of Counseling

Job #

Closing Date: March 3, 2015

The Foothill-De Anza Community College I.?iétrict is currentIy
accepting applications for the management position of Dean of
Counseling at Foothill College.

DUTIES AND RESPONSIBILITIES OF THIE POSITION INCLUDE:

Under the direction of and reporting to the I&ssocia{e Vice President
of Student Services, the Dean of Counseling is primarily responsible
for the leadership, management and supervision of the Counseling
Division, the Assessment Center, Transfer!program, Pass the Torch
and Puente. The Dean must have a vision for the Counseling
Division that complements the college’s mission, Institutional Core
Competencies (ICCs) and student success and completion. The
Dean is charged with managing the core c?unseling functions:
academic, career, and personal counseﬁnq. college governance
participation, program review/SLSAOs, research best practices,
training and professional development and] other duties as/assigned.

The Dean is responsible for implementing Lnd maintainingI Student
Support and Success Program (3SP) components being provided by
areas under their supervision including assessment, counseling,
education planning and early alert. This pasition manages, evaluates
and coordinates the service areas within Counseling Services as well
as the Assessment Center, Transfer program, Pass the Torch and
Puente, in accordance with legal requirements, District policies and
sound educational principles and practices. The dean will supervise,
coordinate, and evaluate a diverse staff of|faculty and classified
employees; review programs and services to ensure that they are
consistent with the College’s goals and to ensure diverse ethnic,
cultural and gender perspectives are included. Assistin preparing
catalog material, class schedules and othﬁr program information as
needed. Participate in the development and implementation of
policies and procedures. Coordinate the Gounseling Center services
and activities. Collaborate with other administrators, supervisors, and
instructional faculty to develop and coordipate programs and services
across the campus and curriculum to meet the needs of a diverse
student population. Oversee the counseling and advising:of all
students. Develop and oversee operations, systems and details
including work schedules, staff assignments, coordination of day and
evening services and schedule of counseIing related classes.
Administer annual budget. Participate in college-wide and student
services planning initiatives and activities, Cultivate relationships
with local high school districts, regional occupational programs, adult
education and other relevant community ?gencies. ‘

{ :

]

|
(I |
1 1
|

MINIMUM QUALIFICATIONS: ' ‘_

1. Understanding of, sensitivity to, and respect for the diverse
academic, socio-economic, ethnic, cultural, disability, religious
background and sexual orientation of community college
students, faculty and staff. ot
Master's degree from an accredited university or college.

_One year of administrative experience, formal t'r;aining,
intemship or leadership in any related field.

w o

PREFERRED QUALIFICATIONS:

1. Progressively responsible administrative experience in a college
or university environment. '

2. Meet minimum qualifications for the counseling discipline.

3. Demonstrated success as a college counselor or faculty
member. - !

4. Demonstrated ability to provide administrative leadershipin a
college culture that values consultation. '

5. Demonstrated ability to develop creative and innovative
solutions. . |

6. Knowledge of student services and academic programs and
strategies to promote retention and student success.

7. Knowledge of budget development, personnel selection and
program evaluation. j

8. Knowledge of curriculum development.

9. Understanding of assessment tools and placement testing
standards. : g

10. Knowledge of DegreeWorks or other online student educational
planning tools. '

11. Knowledge of and experience with early alert programs.

12. Understanding of, and ability to implement student equity
programs and services. |

13. Ability to use a computer and software such as MS Office,
Banner student information system, scheduling software and
other technological communication tools. o

In addition, successful candidates will demonstrate the

following knowledge and abilities:

1. Ability to communicate effectively both orally and in writing,
including complex proposals and presentations.

2. Ability to supervise and/or manage a complex student services
program serving a diverse student population.

3. Ability to lead, advocate and network in the interest of the

students and the College mission.

Ability to deronstrate strong supervisory skills.

Knowledge of budget management. |

o




6. Knowledge of legal and ethical standards of the counsellng to attend interviews. All interviewing costs mcurred wm be the

profession in the community college settmg ; responsibility of the applicant. b
7.  Knowledge of the California Education Code and Title 5. o
8.  Knowledge of the Student Success &ISupport Program. For more information about our application process contaci
9.  Knowledge of accreditation reqwrements | Employment Services

1, # Foothill-De Anza Community College District

APPLICATION PACKET: | . 12345 El Monte Road
1. A District application to be completed at - Los Altos Hills, California 94022
http:/iwww.fhdajobs.net * | i (650) 949-6217 .
2. Acover letter detalling your quah ications, skills and Email: employment@fhda. edu
. abilities as they relate to the position. , http://www.fhda.edu 5" |
3. Acurentresume of all work expenence formal educatzon < Hiid ‘ o]
.and training. *This position will become Open Until Filled after the initial
4. Al college transcripts scanned mto Word or PDF format Closing Date. Any complete applications received while the
, position is Open Until Filled will be reviewed by the hiring
We do not accept JPEG or other file formats for transcripts. All committee only upon committee request. |
Foothill De Anza CCD employees and external cand:dates must _ o Eoro
" submit transcripts. , ‘ o

If any required application materials are omitted your application : ’ ' L
materials will not be considered. , f

Application materials not required for this position will not b |
accepted. { - e B

[12]

Starting Salary Range: $112,342,68: $123,854.16 ' ' - , T
Full Salary Range: $112,342.68: $143,520.84 ' y e |
| i
i ; iy, |
Annual salary plus benefits; and is based on appllcants venf ed . |
education and experience.. o , o 5 S
Excellent benefits package which includes medrca{coverabe for b
employee and eligible dependents, dental, vision care, employee P
assistance program, long-term disability, retirement heneﬁts and ‘ 1
basic life insurance.

For information on our benefits package that includes medlca! for
employees and dependents, visit our web site:
http:/fhr.fhda.edu/benefits
TERMS OF EMPLOYMENT: Full-time, permanent.

STARTING DATE: July-August 2015 | ‘ b

Persons with disabilities who require reasonable accommodation to
complete the employment process must rjotify Employment
Services no later than the closing date of fhe announcement.

The successful applicant will be required to provide proof of
authorization fo work in the U.S. l '

The Foothill-De Anza Community, College District does not relmburse | ‘
applicants for travel, lodging or any otherjcosis incurred by applicant i

. 2



yHSTE0 ‘A

56255
01e80"

1V'166'021$

0i$

@) H eviey

EWLIL

89°€9$

15080'

6'996'

€1

(1%

12'059

Els

12’195

1£'159'01%
£L618'22L8

L}760

i

A%

2'980'70L$  (G9)1 evrey

EWLL

91'0.%

PoLOTELS

Zriey

a1

cy'ses
gt}

8r'69%

LIEE00LS
0ZS0v'021$

1%
%€l$

W r eviev

eWUL

1r'el$

gg'es.’

61'901'€51S

4%}

AL
8Z'189
6188

‘TS

(]

151

8e°09%
8£°90504$
85'0L0'921$

Zy'eseeels

()N eviey

eWHL

80'9.$

0g0v2"
56e88"

t1$
gk

55298
1Z788'01%
150190818

19°69%

09'866'11$
89°G8B'EPLS

16'992'0L$
96°207'vT1$

(zo)1 eviey

SHUL

1Z'6.%
11781
126

‘18

col$

11598
SH'eze LS
v iv6'eELS

YO'eBY'CIS
8'898'6¥1$

(lOm ey

EWLL

82728%
L0

Loeys'eLis

7i$

osLs
evEs0'els
G 111'629'951$

A

(09N eviev

EL

15988

61'250'5HS

T 6T9E9

08$—

|{69) 0 evieY

EHMIL

0v'06$

ye'6eLGle

881$

‘95 86°089'%1$

0L

9.1

(sc)d eviey

eHlL

9F'veL

P102-€102
FINAIHIS ANYTVS SALLVAULSININGY
1901810 3937109 ALINANINOD YZNV 3a - TIHL004




¥HSCR0 ATd

"sjuawannbay Aijqifis (euonippe Jof OOGPUEH SAJEASILILIPY O} 13y
T ojeasuipe Jo Jequaw AYno) SE (Y PUB Yyil) SPIEME 10} 0 [E10) @ UEY) SI0LL OU aNE08!
-AEwojEASIIMIPE Uy *SPIEME [EUoppe o} 8|qibija aq Jou [/eys 1nq 1ousIq 8y} Jo eafojdius 5jqibia ue SuEwa) ays 4o &y se fuo) Se WelBard vy 8y} Ul paLLEs SUEME BLY) SM30Al 0 aNUAU0D IEYS JOJRASILILIPE By} PUBME U] 34130y

Jeak 1ad 0OS°ZLS LIMWIXE
SUUN Y9 + E4 Yvd © SIEak  Jagy teaf sad 052683 AT
SWUN YD + Z#YVd © sieah ey leaf sod 0g 264 £HYVd
SWUNYDd + 1 Yvd © sieak yJagy 1eaf sad 0Q0ES . Zhvyvd
sHun yod + dejg doy je 183k | 9 sieak  Jay teaf 1ed 000Z$ LYV
_ Yvd
Jeafk Jad 0SS LWINWIXEIN
&4 vy © steaf p ey seaf Jed 005ES Y
2V © sieak pasyy Jeaf Jed pooES SHYYY
ki Vv @ sieak yaeuy Jeaf 1ad pOOES ZHYWY
deng dop 12 deak | g sreak ¢ Il . lesfiad 000ES LEVYY
AL

'sMOjjoj SE pied 3q i PUE SATESINLING 2IE SJUsWaKou 3y | “pieme Jxeu 8y Joj Aidde o) sjqible 2q (|BysS Jojensiuipe ay) ‘sieak Jnoj Joj panedal
. UBBq SBY PIEME BU) Joly "RIBME SU} J0 Suswwaljnbal au 1351 JSNU JojeaSiUIWPE Uy TYYd) PIEMY IUSWSAIIY [EU0ISSap0id/(VVY) PIEMY JUSWRSASIIDY SARERSUPY

"a@iiap |I0}I0P E PEUEYE GABL O SICJERSIIDE Joj Jeaf Jad O0Y'Z$ PUSINS [BI0iI00

'SONINYYZ 40 S3dAL ONIQUYOIY SALON

°6'8e$
EeILL'08

60°SYS
sworLe
#1'051'v6$
£18v8
WeLy'es

(69)3 evrRY EWLiL

i (go)d eviRY SWUL

60" LPL0LS

P0'ESS.
££'622'6%
66°15L01L8

EvieY UL

¥102-€102
FINAIHIS ANV VS FALLYVHLSININGY
LORLSIO 3937709 ALINNWINOD VZNY 30 - TIHLOO0d



