
SAN JACINTO COLLEGE 
JOB DESCRIPTION 

Date: 04/27/17 
  

 
TITLE:   Deputy Chancellor and President  
 
DEPARTMENT:  Deputy Chancellor and President 
 
SECURITY SENSITIVE: Yes  
 
FLSA STATUS1:  Exempt 
 
SALARY GRADE:  50 
 
 
FUNCTION:   This position is recognized as the current second in command to the 
Chancellor, and functions as the administrator in charge in the absence of the Chancellor.  
Responsible for the direction of the three main campuses, Student Services, Center of 
Teaching and Learning Excellence, accreditation and assessment, college preparatory, 
learning assessment, student success, and the Pathways project.  Participates in the San 
Jacinto College Strategic Leadership Team.  Is principally responsible for directing 
College’s core values, “one-college” vision, the achievement of the College’s strategic 
plan, and annual priorities on the main campuses. 
  
 
REPORTS TO:  Chancellor 
 
SUPERVISES:  Provost (3) 

Associate Vice Chancellor, Student Success 
Assistant Vice Chancellor, Instructional Effectiveness, 
Assessment and Accreditation 
Associate Vice Chancellor, College Preparatory 
Program Leader, Pathways Project   
Associate Vice Chancellor, for Learning 
Director, Center for Excellence in Teaching Learn 
Associate Vice Chancellor, Student Services 
Senior Executive Assistant 
 
 
 
 
 
 
 
 



 
 
 
MAJOR REPONSIBILITIES: 
           Frequency 
Essential Job Functions1                                      D, W, M, Q, A2        %Time 

1. Oversee instructional programs, functions, and 
activities from an institutional level  25 % 

2. Oversees student services programs, functions, 
and activities from an institutional level  25% 

3. Oversee budget for all areas  5% 

4. Lead assessment and institutional effectiveness, 
including accreditation activities  10% 

5. Lead collaboration among campus 
constituencies in instruction and student services  15% 

6. Support chancellor’s office with reports, 
consultation,  community relations, personnel  15% 

7. Oversee personnel and professional 
development activities  5% 

 
 
 
REQUIRED/MINIMUM QUALIFICATIONS 
 
MINIMIM QUALIFICATIONS 
 
Knowledge, Skills and Abilities: 
 Strong communication skills and facility in interpersonal relationships.   
 Ability to utilize computer technology to access data, maintain records, generate 

reports, and communicate with others.   
 Proven ability to deal effectively with individuals and teams from diverse 

backgrounds, funding agency officials and business/industry/community leaders.   
 A thorough understanding of the teaching and learning process. 
 A commitment to the philosophy of a comprehensive community college 
  Demonstrated commitment to the college’s values and strategic directions. 
 Experience and demonstrated competencies in planning, budgeting, resource 

allocation, and in the development and evaluation of instructional programs and 
services 

 A strong commitment to innovation 
 Knowledge and proven track record of supporting the use of technology to support 

teaching, learning, and the delivery of instruction. 
 Recent experience building collaborative programs and initiatives and demonstrated 

success in developing partnerships with universities and K-16 connections. 

1 All job functions  MUST add up to 100% 
2 D=daily, W=Weekly, M=monthly, Q=quarterly & A=annually 

                                                 



 Demonstrated leadership in designing and sustaining a rigorous academic program 
that provides support for ranges of student ability from college preparatory to Honors 
students. 

 Commitment to the design and delivery of courses and programs to meet the needs of 
the various constituencies in the local business community. 

 Skills and ability to formulate strategic plans. 
 Ability to make timely decisions appropriate to the situation, circumstances, and facts 

available and to meet deadlines for assigned projects or reports. 
 Ability to safeguard sensitive or confidential information from intentional or 

unintentional disclosures. 
 Ability to screen, hire, supervise and evaluate faculty, administrators, and staff and to 

establish appropriate developmental plans. 
 Ability to represent the college in a professional manner 

 
 
Knowledge, Skills and Abilities:  Proven experience in instructional delivery, 
curriculum development, teaching, professional development, and student services; 
excellent communication skills; ability to lead individuals and groups; understanding of 
collaboration within educational environment 
 
 
Education and Experience:  Doctorate degree in education or discipline field, seven 
years of progressive administrative leadership within education 
 
Required Education:  Doctorate degree from accredited institution 
 
Required Experience: 15-20 years of progressive administrative leadership 
 
         Frequency 
Work Environment        D, W, M, Q, A 
Ex. Exposure to potential dangerous materials M 
Ex. Office Environment D 
  
  
  
  
  

 
 
                  Frequency 
Physical Activity3:                           D, W, M, Q, A   
Ex.  Lifting up to 50 pounds of force   D 
  
  

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

                                                 



  
  
  
  

        
 
   
             
 Employee Signature       Date 
 
 
             
 Leader Signature       Date 
 
 
 
 
 
 
 
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. 



 


