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SAN JACINTO COLLEGE 

JOB DESCRIPTION 

DATE: 1/3/17 
 

TITLE:  Compliance Officer 

 

DEPARTMENT:  Dean of Compliance & Judicial 

 

SECURITY SENSITIVE:  Yes 

 

FLSA STATUS1:  Exempt 

 

SALARY GRADE: 25  

 

 

FUNCTION: Uphold federally mandated Clery, Title IX, and VAWA compliance  

requirements.  Investigates cases involving student discipline for all four campuses.   

Collaborates with various college leaders and staff on student discipline cases and  

complaint processes.   

 

CURRENT INCUMBENT(S):   

 

REPORTS TO:          Compliance and Judicial Affairs Dean 

 

SUPERVISES:        N/A 

 

MAJOR REPONSIBILITIES:   

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

1. Adjudicate cases and determine developmentally 

appropriate educational sanctions for students 

charged with violations of the Student Code of 

Conduct and for student-related grievances. 

 

D 20 

2. Provides consultation for students with 

problems, questions, and/or concerns regarding 

allegations of sexual misconduct (e.g. sexual 

assault, stalking, domestic violence). 

 

D 15 

3. Communicates with students, faculty, staff, 

parents, attorneys, and others regarding student 

conduct matters.  

D 15 

                                                 
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 
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4. Foster positive working relationships with the 

San Jacinto College Police Department and 

collaborate with them on Clery Act reporting. 

 

M 10 

5. Develops and maintains student conduct records 

in the Maxient Discipline Tracking software in 

accordance with all federal laws and college 

policies and monitors and ensures compliance 

with federal and state laws including the Clery 

Act, Title IX, and Drug Free Schools. 

 

D 10 

6. Provides educational programming and outreach 

for the college community including faculty 

advising, faculty orientation, and new student 

orientation. 

 

M 7 

7. Assist with the development and maintenance of 

the college’s web page on matters related to 

student conduct/student grievances. 

 

Q 5 

8. Represents the Compliance & Judicial Affairs 

Dean as a member of the College’s Campus 

Assessment, Response, and Evaluation (CARE) 

Team with other administrative units to address 

and resolve issues including threat assessment 

strategies. 

 

Q 5 

9. Have thorough knowledge of applicable laws 

and regulations regarding student discipline, 

student records, victim's rights, and the 

adjudication of cases involving sexual 

misconduct as related to students.   

Q 5 

 

 

 

 

    

          Frequency 

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

1. Assists with student programming and learning 

outcomes in the area of student rights and 

responsibilities designed to improve student 

M 4 
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development while achieving institutional 

objectives.  

 

2. Assist with the development, administration and 

revision, as appropriate, of departmental policies 

and procedures and student conduct policies and 

processes consistent with College community 

standards and professional best practices.  

 

A 2 

3. Assists with the appointment of hearing 

board/hearing officer members and provides 

training for staff, faculty, hearing boards, and 

others on appropriate resolution of student 

conduct matters. 

 

Q 1 

4. Perform others duties as assigned. 
M 1 

 

 

REQUIRED/MINIMUM QUALIFICATIONS 

 

Knowledge, Skills and Abilities: 

 Strong interpersonal, analytical, and organizational skills  

 Able to exercise sound decision-making and judgment   

 Strong problem solving, oral and written communication skills 

 Demonstrated experience with and/or commitment to working effectively with 

individuals from diverse backgrounds, in support of an inclusive and 

welcoming environment 

 Must possess strong PC computer literacy and good organizational skills 

 Must possess outstanding customer service skills and have the ability to work 

with multiple projects and within deadlines 

 Must be willing to work with interdisciplinary programs and on committees 

within the college 

 Must embrace a philosophy of servant leadership and foster a positive 

working environment   

 Evidence of progressive leadership in student affairs  

 Knowledge of and experience with federal, state, and local law and 

regulations pertaining to students such as the Clery Act, VAWA, FERPA, 

Title IX as well as state laws related to students. 

 Knowledge of and experience with nationally recognized best practices in 

student conduct administration, including strategic planning and assessment 

 

Education and Experience: 
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Required Education:   

 Bachelor’s Degree from a regionally accredited college/university 

 

Preferred Education:    

 Master's degree in a related discipline from a regionally accredited 

college/university 

 

Required Experience:   

 2 or more years of Legal Assistant, Paralegal, counseling, or student conduct 

experience.   

Preferred Experience:    

 

Licenses/Certifications: 

 

 Required Licenses/Certifications:   
 

 Preferred Licenses/Certifications: 
 

         Frequency 

Work Environment        D, W, M, Q, A 

Ex. Exposure to potential dangerous materials M 

Position is housed in one location, but this position will 

require extensive travel to all four campuses 

D, W 

  

 

 

                  Frequency 

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

Ex.  Lifting up to 50 pounds of force   D 

Travel throughout the District involving extensive 

driving and walking 

D, W 

  

        

 

             

 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. 
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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. 

 


