
SAN JACINTO COLLEGE 
JOB DESCRIPTION 

DATE: 01/03/17 
  

 
TITLE:     Associate Vice Chancellor, College Preparatory 
 
DEPARTMENT:    Associate Vice Chancellor for College Preparatory 
 
SECURITY SENSITIVE: Yes 
 
FLSA STATUS1:  Exempt 
 
SALARY GRADE:  40 
 
FUNCTION: Work with instructional administrators, faculty, and staff 

on the improvement of teaching and learning in college 
preparatory and adult basic education 

 
REPORTS TO:    Deputy Chancellor and President 
 
SUPERVISES:  Director, Diverse Student Populations 
    Senior Administrative Assistant  
 
MAJOR REPONSIBILITIES:   
 
 
           Frequency 
Essential Job Functions2                                      D, W, M, Q, A3        %Time 
Provide leadership across instructional college 
preparatory and Adult Basic Education (ABE) programs 
to ensure currency and outstanding quality in curricular 
materials and instructional methodologies 
 

 
 

D 

 
 

20% 

Provide leadership in college preparatory and ABE 
instruction in curriculum development, faculty 
development, instructional design, use of instructional 
technology, and student learning support 
 

 
 

D 

 
 

10% 

Provide leadership in developing, evaluating, and 
maintaining services and programs in college 
preparatory and ABE, including participation in the 

 
 

D 

 
 

5% 

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 

                                                 



hiring of instructional faculty and staff, to ensure 
quality in overall program and responsiveness to unique 
campus needs 
 
Work collaboratively with Student Development to 
ensure that effective student support services are in 
place on all campuses for college preparatory students 
and faculty, including testing, registration, financial aid, 
advising, and counseling 
 

D 10% 

Work collaboratively with campus tutoring services to 
ensure effective tutoring strategies are in place for 
college preparatory students 
 

Q 1% 

Direct grants and other awards in all college preparatory 
and ABE areas 
 

W 2% 

Coordinate with Testing Center coordinators and 
appropriate Enrollment Services staff on testing 
methodologies and processes 
 

Q 2% 

Coordinate with college leadership for P-16 strategies, 
especially in the areas of Houston Pathways and the K-
16 Bridge Program, which includes curriculum 
alignment, faculty collaboration, and partnerships with 
ABE providers 

W 2% 

Ensure consistency in processes and systems across 
college preparatory and ABE programs D 10% 

Oversee assessment strategies for college preparatory 
and ABE in order to identify areas of success and areas 
for development and to ensure that college objectives 
and state-level initiatives are addressed  

Q 2% 

Oversee and lead programmatic changes, based on 
assessment findings, across the College to ensure 
implementation in a timely manner, with appropriate 
follow-up on progress  

D 19% 

Serve as a member of state-level work groups around 
college preparatory programs, ABE, funding, 
assessment, accountability, and data reporting 

Q 1% 

Work with instructional administrators and faculty on 
development of strategies to improve teaching and 
learning  

D 10% 

Work with professional development and educational 
technology teams and institutional research to tie 
professional development activities to assessment 
findings  

D 1% 



 

Provide leadership and oversight in college preparatory 
and ABE program development, including new course 
proposals, new program proposals, and program 
revisions 

 
M 

 
1% 

Serves on Strategic Leadership Communication, 
Pathways Council, Curriculum Committee, District 
Deans Meetings, ISSC, and other groups to ensure 
representation for College Preparatory Student’s needs. 

 
 

D 

 
 

1% 

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 

  

         
          Frequency 
Additional Job Functions:                 D, W, M, Q, A         %Time 
Coordinate with deans, faculty, and department chairs 
in designing faculty evaluation systems, communication 
processes, and professional development plans  
 

 
D 

 
1% 

Supervise Men of Honor and Women of Integrity to 
ensure all standards of the program are met and the 
program grows and is scaled consistently across the 
district. 

 
D 

 
1% 

Supervise and scale Service Learning across the district 
to scale consistently and equity. 

 
M 

 
1% 

 
 
REQUIRED/MINIMUM QUALIFICATIONS 
 
Knowledge, Skills and Abilities: 
Familiarity with and understanding of college preparatory and Adult Basic Education 
instruction and support services and knowledge of transfer, general education, technical 
education preparation, program review, and assessment 
 
Education and Experience: 
 

Required Education:   
Doctorate in academic, education, or technical field 

 
Preferred Education:    

 
 
 



Required Experience:   
Seven years of experience in community college, with five years progressive 
administrative experience. 
 
Preferred Experience:    

 
 
Licenses/Certifications: 
 
 Required Licenses/Certifications:   
 
 Preferred Licenses/Certifications: 
 
         Frequency 
Work Environment        D, W, M, Q, A 
Office Environment M 
  
  
  
  
  
  

 
 
                  Frequency 
Physical Activity4:                           D, W, M, Q, A   
Ex.  Lifting up to 50 pounds of force D 
  
  
  
  
  
  

        
 

      11/9/2016   
 Employee Signature      Date 
 
 
             
 Leader Signature       Date 
 

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

                                                 



 
 
 
 
 
 
For HR Use Only: 
Position Number  
Position Class  
Position Ecls  
Salary Table  
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. 
 


