
SAN JACINTO COLLEGE 

JOB DESCRIPTION 

   DATE 1/3/17  
 

TITLE:  Associate Vice Chancellor for Student Success  

  

DEPARTMENT: Associate Vice Chancellor Student Success Partnerships 

 

SECURITY SENSITIVE: Yes 

 

FLSA STATUS1:  Exempt 

 

BAND:   40 

 

FUNCTION: Work with college instructional administrators, public education 

administrators, university officials, and community entities to create, maintain and grow 

educational partnerships between segments 

 

CURRENT INCUMBENT(S): Pamela S. Campbell 

 

REPORTS TO: Deputy Chancellor and President of the College 

 

SUPERVISES: Dual Credit Directors (3), Sr. Administrative Assistant, 

Coordinator of Shared Services, Shared and Dual Credit 

Educational Planners  

 

MAJOR REPONSIBILITIES: 

               Frequency 
Essential Job Functions2                                          D, W, M, Q, A3   %Time 

1. Provide leadership and coordination for institutional 

work with independent school districts (ISD), granting 

agencies, and other entities in secondary education 

D/W 9% 

2. Provide college-wide vision and planning in 

collaboration with dual credit directors, director of 

shared services, campus leadership to articulate program 

aspirations, directions, standards, and points of view to 

internal and external constituencies and to ensure 

consistency and outstanding quality of services across 

campuses  

D/W 9% 

3. Monitor and oversee dual credit and early college high 

school memoranda of understanding and update 

agreements, as appropriate 

A 4% 

                                                 
1 FLSA status and Salary Grade determined by the Human Resources department 
2 All job functions  MUST add up to 100% 
3 D=daily, W=Weekly, M=monthly, Q=quarterly & A=annually 



4. Coordinate with college leadership on P-16 strategies, 

especially in the areas of HB 5 Initiatives, Pathways, 

and implementation of acceleration models in 

mathematics 

W/M 9% 

5. Provide leadership in developing, evaluating, and 

maintaining services and programs offered to P-16 

partnerships to ensure quality in overall program and 

responsiveness to unique ISD needs 

D/W 8% 

6. Collaborate with Institutional Research to insure 

appropriate assessment is ongoing and that assessment 

results are disseminated, analyzed, and used as the 

foundation for strategic planning and decision-making 

M/Q 5% 

7. Provide support and information to campuses on the 

development and operation of early college high school 

programs 

D/W 8% 

8. Work collaboratively with Associate Vice Chancellor of 

Student Services to provide effective support to high 

school students, including information on testing, 

recruitment, registration, admission, financial aid, 

educational planning, transition plans for dual credit and 

ECHS students, and counseling 

W/M 9% 

9. Represent SJC at district and external meetings and 

functions including THECB P16 Institutes, Student 

Success Initiatives, local Chamber of Commerce 

meetings, campus committees, college readiness 

functions, Dana Center Math Pathways, All Kids 

Alliance, etc. 

M 7% 

10. Serve as member of Texas Association of Community 

College Texas Success Center College Leadership Team 

HB 5 Task Force 

M/Q 4% 

11. Provide leadership to maintain the quality and 

consistency of the mandatory student success courses 

and the Points of Contact 

M/Q 6% 

12. Collaborate with the CETL to provide training for part-

time faculty teaching student success courses 
Q 3% 

13. Provide guidance for continued implementation of 

Pathways advising in dual credit and ECHS populations 
M/Q 4% 

14. Respond to ISD, student, and faculty concerns regarding 

student issues 
W 4% 

15. Prepare Program Review, Budget, and set Departmental 

Goals 
A 4% 

16. Prepare and deliver presentations and workshops 

regarding various college programs and initiatives at 

conferences, community events, and board meetings as 

requested 

A 1% 

                      



  

 

          Frequency 

Additional Job Functions:                 D, W, M, Q, A         %Time 

1. Audit program files and systems to ensure 

quality control. Investigate and respond to 

quality concerns raised by students, parents, or 

ISD partners 

Q 1% 

2. Provide training to office staff on new processes 

and    procedures, including TEHECB rule and 

process changes 

M 2% 

3. Develop job descriptions and screen, interview, 

hire, and train new employees A 1% 

4. Prepare and deliver presentations and 

workshops regarding various college programs 

and initiatives at conferences, community 

events, and board meetings as requested  

A 2% 

 

 

REQUIRED/MINIMUM QUALIFICATIONS 

 

Knowledge, Skills and Abilities:  Knowledge of State of Texas rules and regulations 

regarding Dual Credit/Early Admission and Advanced Technical Credit   

Ability to communicate effectively and efficiently at all levels 

Ability to work well with students, parents, ISD partners, faculty, staff, and fellow 

administrators 

Knowledge of K-12 and post-secondary systems and processes 

Ability to analyze and manipulate student and program data in electronic data base 

Extensive knowledge of Banner Student and Finance modules 

 

Education and Experience: 

 

 Required Education:    

 

Master’s degree in academic field. 
 

 Preferred Education:   

  

Doctoral degree in education or core academic field.  

 

Required Experience:  2 or more years’ experience as Program Coordinator 

or Director of programs providing services to students.   
 

Preferred Experience:   Banner software experience.  Experience instructing 

or advising students at the 9-12 or post-secondary level.  

 



 

Licenses/Certifications: 

 

 Required Licenses/Certifications: 
 

 Preferred Licenses/Certifications: 
 

         Frequency 

Work Environment        D, W, M, Q, A 

Office Environment D 

  

  

  

  

  

  

 

 

                  Frequency 

Physical Activity4:                           D, W, M, Q, A   

Lifting up to 50 pounds of force  M 

Twisting, bending, opening, stretching D 

Keyboarding D 

Answering phones D 

Walking, standing D 

Sitting D 

  

        

 

 

             

 Employee Signature       Date 

 

 

             

 Leader Signature       Date 

 

 

For HR Use Only: 

Position Number  

Position Class  

Position Ecls  

Salary Table  

                                                 
4 Examples include: walking, running, sitting standing, etc.  Lifting up to 10, 25, 50 or over 100 pounds of 

force. 



Eskl Code  

 
NOTE:  This job description is not an employment agreement or contract.  The Chancellor/Vice 
Chancellor/President and/or designee has the exclusive right to alter this job description at any time without 
notice.   
  
Employees of SJC are expected, as required in their specific job functions, to participate in maintaining 
standards required for accreditation; to participate in college task forces, activities, meetings, committees 
and councils; to interact and work cooperatively in order to assist students, staff, faculty and the community 
in the accomplishment of various goals; to represent one’s self and the college in a positive, professional 
manner consistent with the core values which include a passion for learning, service and involvement, 
creativity and innovation, academic excellence, dignity and respect, and integrity; and to safeguard sensitive 
or confidential information from intentional or unintentional disclosure.   
  
Employees are expected to maintain current working knowledge of policies, procedures and guidelines 
necessary to answer work-related questions and to provide assistance to students, staff, faculty and the 
general public in a timely and courteous manner.  Employees are also expected to perform other duties as 
may be assigned by their supervisor and to contribute to the team efforts of the department and to assist the 
college in achieving its strategic goals.    
  
Employees must abide by all laws, college policies and guidelines. 
  

The San Jacinto College District is committed to equal employment opportunity for all employees and 
applicants without regard to race, creed, color, national origin, citizenship status, age, disability, pregnancy, 
religion, gender, sexual orientation, gender expression or identity, genetic information, marital status, or 
veteran status in accordance with applicable federal and state laws. 


