
SAN JACINTO COLLEGE 

JOB DESCRIPTION 

DATE: 1/3/17 

  
 

TITLE:   Dean, Student Development 

 

DEPARTMENT:  Dean of Student Development 

 

SECURITY SENSITIVE: Yes 

 

FLSA STATUS1:     Exempt  

 

SALARY GRADE:  34 

 

FUNCTION: Serve as the chief student development officer for their campus.  

Responsible for leading, supervising, evaluating, coordinating, and directing all 

educational planning and counseling, counseling, crisis intervention, accessibility 

services, career services, international student programs (South Campus), veterans 

services (Central Campus), student success and retention initiatives, and student 

engagement and activities. 

 

CURRENT INCUMBENT(S):    

 

REPORTS TO: Associate Vice Chancellor, Student Services 

 

SUPERVISES: Director, Educational Planning & Counseling  

Coordinator, Career Services  

Coordinator, Student Engagement & Activities  

Manager, Veterans Success Center – College-wide (Central 

Campus) 

International Counselor (South Campus) 

Senior Administrative Assistant   

 

MAJOR REPONSIBILITIES: 

           Frequency 
Essential Job Functions (10 or less)2              D, W, M, Q, A3        %Time 

   

2.  Ensure systems of monitoring and control are 

delivering effective performance of the student 

development areas and to take corrective action 

D 10 

                                                 
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 



where improvements are necessary to meet service. 

and financial performance standards as measured 

against established and/or competitive benchmarks. 

 

3.  Develop, recommend and manage the assigned 

campus budgets within student development area to 

ensure available dollars are effectively utilized.  

Ensure operational costs are in line with relevant 

budgetary controls. 

 

W 5 

4.  Work with Associate Vice Chancellor for Student 

Services to plan, implement and evaluate the 

programs and services of the campus, and to 

recommend the development and implementation of 

new programs and services that support the 

College’s strategic plan. 

 

W 10 

5.  Ensure regular evaluation of assigned staff and make 

appropriate recommendations in accordance with 

College policies and procedures. 

 

W 5 

6.  Facilitate timely, professional communication and 

problem resolution strategies with student 

development employees. 

 

D 5 

7.  Management and motivation of student development 

personnel through specific initiatives and through 

own actions. 

 

D 5 

8.  Works with Campus Provost and leadership team to 

determine campus needs and implement services   

 

W 10 

9.  Work in cooperation with the various departments, 

campus employees, and district grant personnel to 

plan, implement, evaluate, and provide reports for 

programs and services on the campus that support 

grant initiatives and institutional goals. 

 

D 5 

10. Work with counterparts to achieve expected goals 

and objectives of the college. 

 

D 15 

                      

    

 

 

 



      

          Frequency 

Marginal Job Functions:                 D, W, M, Q,            %Time 

1. Ensure consistent uniform application of all 

functions, processes, and services within the student 

development area on the campus. 

 

D 2 

2. Promote excellence, creativity, leadership, 

cooperation/teamwork and accountability 

throughout the campus student development team. 

 

D 2 

3. Represent SJC, as required, by participating in state 

and local councils, committees, boards, 

organizations, and state and national conferences. 

 

M 1 

4. Maintain a personal and professional commitment to 

the success of SJC and its students.  Recommend 

strategies to meet the needs of a diverse community 

and student body. 

 

D 2 

5. Implement the College’s completion agenda, strategic 

enrollment management plan (recruitment and 

communication) and the College’s strategic 

transformation plan on the campus and demonstrate, 

through long term and annual operational plans, 

how the strategy will be achieved on the campus. 

W 2 

6. Implement programs and services on the campus that 

support both the accomplishment of the College’s 

mission and the continuation of the College’s 

accreditation status. 

 

W 2 

7. Serve as back-up investigator for violations of the 

Code of Student Conduct, sexual harassment 

allegations, discrimination, and general student 

complaints. 

 

M 1 

8.  Other duties as assigned. 
 3 

 

 

MINIMIM QUALIFICATIONS 

 

Knowledge, Skills and Abilities: 

 Knowledge of current trends and practices in student services and the ability to 

create and implement “cutting edge” progressive initiatives. 



 Ability to organize and implement change. 

 Ability to behave in a considerate manner with others regardless of ethnicity, 

gender, age, disability, or beliefs. 

 Ability to interview, select, train, supervise, and evaluate a diverse staff. 

 Strong written and verbal communication skills with the ability to establish personal 

and professional credibility with both internal and external constituents. 

 Broad knowledge of higher education issues, policies, principles and organizational 

models. 

 Skills to maintain a fair and decisive leadership style with the ability to make 

independent judgments. 

 Ability to analyze and evaluate outcomes and effectiveness of projects/programs. 

 An innovative character thriving on challenge, who is customer and quality driven. 

 Ability to generate and identify opportunities to improve present programs and/or 

operations. 

 Demonstrates the determination to achieve objectives, particularly when subject to 

time/cost constraints. 

 Knowledge of policy formulation and methods of analysis to establish practical 

policies and provide effective guidance in decision-making. 

 Ability to schedule, assign, delegate, monitor, and evaluate the work of assigned 

staff. 

 Ability to keep up-to-date on changes in technology and provide recommendations 

regarding the direction of the campus’s strategic plan. 

 Ability to safeguard sensitive or confidential information from intentional or 

unintentional disclosure. 

 Ability to meet deadlines for assigned reports and projects. 

 Ability to interview, select, train, supervise, and evaluate a diverse staff. 

 Ability to provide feedback, support, and encouragement to staff. 

 

 

Education and Experience: 

 

Required Education:  A master’s degree in counseling, student personnel, or educational 

psychology, or related field from a regionally accredited college or university. 

 

Preferred Education:  

 

Required Experience: Four (4) years of higher education administration experience.  

Experience in three or more of the following areas:  student life, new student 

orientation, student discipline, academic advising, career and personal counseling, 

recruitment, retention and disability services, or international advising.  Previous 

leadership experience within a campus operation with line management experience 

required.  Budget experience required.  Must have knowledge and experience in 

utilizing a student database software system. Knowledge and experience with 

administering and evaluating assessments.  Experience with creating and fostering 

retention and recruiting initiatives. 



 

Preferred Experience:  Knowledge and experience with Banner student database 

preferred.   

 

 

Licenses/Certifications: 

 

 Required Licenses/Certifications: 
 

 Preferred Licenses/Certifications:  Licensed Professional Counselor (LPC) 

 

         Frequency 

Exposure to Potentially Dangerous Materials    (D,W,M Q,A): 

  

  

  

 

 

        Frequency 

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

Example:  Sitting   D 

  

  

  

  

  

  

 

 

 

        

             

 Employee Signature       Date 

 

 

             

 Leader Signature       Date 

 

 

For HR Use Only: 

Position Number  

Position Class  

Position Ecls  

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

force. 



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. 

 


