
SAN JACINTO COLLEGE 
JOB DESCRIPTION 

DATE: 01/03/17  
 
TITLE:  Director, Student Success Center 
 
DEPARTMENT:  Student Success Center  
 
SECURITY SENSITIVE:  Yes 
 
FLSA STATUS1: Exempt  
 
SALARY GRADE: 25 
 
FUNCTION: Coordinates day-to-day tutoring operations for the Student Success 
Center. Directs center planning and implementations of the program and other student 
success initiatives. Coordinates all aspects of the Student Success Center, including 
hiring, supervising, training, and evaluating approximately 45 employees. Supervises 
and coordinates current initiatives including: TSI reviews, student workshops, tutor 
workshops, SSC Advisory Committee, etc Establish work priorities and work schedules 
for all tutors, full-time and part-time employees. Manages the Student Success Center 
budget including fiscal year predictions for the employees’ pay, supplies, events, etc… 
 
CURRENT INCUMBENT(S):  
 
REPORTS TO:  Provost  
 
SUPERVISES:  Full-time Administrative Assistant, Tutors from the Student Success 
Center, Office Assistants (FWS), and Supplemental Instruction Leaders (Responsibilities 
for Supplemental Instruction currently apply only to the South Campus). Total number of 40 
plus part-time employees are supervised on a daily basis.   
 
MAJOR REPONSIBILITIES:   
 
 
           Frequency 
Essential Job Functions2                                      D, W, M, Q, A3        %Time 
Coordinates day-to-day tutoring operations for   the 
Student Success Center. Directs center planning and 
implementations of the program. Supervises and 
evaluates the performance of full-time Administrative 
Assistant. Coordinates all aspects of the Supplemental 
Instruction program, including hiring, supervising, and 

D 25% 

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 

                                                 



evaluating approximately 23 plus SI leaders. Supervises 
all part-time employees in the Student Success Center 
including approximately 40 plus tutors and Federal 
Work Study students. Establishes work priorities and 
work schedules for all tutors, SI leaders, and full-time 
and part-time employees. 
Collaborates with other program directors to reach as 
many students as possible, including counter parts 
from each campus across the district, in order to 
promote San Jacinto’s one college vision. Maintains 
and develops partnerships with faculty members to 
promote and encourage center usage and faculty 
involvement. 

M 2% 

Approve payroll for all employees including SSC and SI: 
monitor all aspects of bi-weekly and monthly payroll. W 3% 

Provide ongoing analysis of effectiveness including 
operational rules and procedures for the Student Success 
Center and SI. Monitor center visits and numbers to 
evaluate center usage. Analyze GPA, retention, and 
persistence data and run reports for administrators and 
quarterly assessments. 

M, Q 8% 

Manages  the Student  Success Center and Supplemental 
Instruction budgets totaling approximately 
$270,000 plus per campus, including fiscal year 
predictions for the centers’ pay, supplies, events, etc. 
Forecasts and provides budget updates throughout the 
fiscal year to campus provosts. 

M 6% 

Coordinates SI program. Responsibilities include 
monitoring program bud get, scheduling SI session, and 
compiling a schedule of daily SI sessions. Solves any 
room and technology issue that comes up with the SI 
leaders. Supervises all aspects of the program including 
training, evaluating, and assessing the program. Maintains 
interactions and relationships with faculty who utilize the 
program on a regular basis. This includes conducting 
evaluations, requesting Feedback, and conducting 
assessments. 

D, W,M,Q,A 14% 

Trains tutors in collaborative learning methodologies to 
provide exemplary and comprehensive tutoring services 
for students. 

D 9% 

Plans and leads Sl and tutor meetings and training 
sessions; 
Assist leaders and t u tors I n planning stud y sessions; 
recruits, interviews, and hires leaders and tutors. 

D, W, M 9% 

Handles Student Success Center and Supplemental 
Instruction problems, situations, or concerns that occur D 2% 



from students, faculty, and tutors, as well as manages 
equipment records, status, and repairs. 

         
          Frequency 
Additional Job Functions:                 D, W, M, Q, A         %Time 
Maintain liaison with various departments regarding 
programs. Q 2% 

Coordinate Conversation Hour class for ESOL & ESL 
Students. Groups meet 4 times a week for approximately 
1.5 hours a day. 

D 2% 

Recruit,  train, and evaluate tutors for both centers and 
Supplemental Instruction leaders by the CRLA and 
Supplemental Instruction guidelines, develop appropriate 
record keeping and evaluation systems for use with 
student tutors and leaders, prepare workshops for tutors to 
execute. 

M 4% 

Compile and maintain a variety of records, logs, files, and 
reports for the tutoring center. Q, some daily 5% 

Other duties as assigned including conducting classroom 
or other needed presentations. D 2% 

 
 
REQUIRED/MINIMUM QUALIFICATIONS 
 
Knowledge, Skills and Abilities: 
Knowledge of learning assistance programs, operations and techniques;  
Tutoring techniques 
Microsoft Office (Word, Excel, PowerPoint, Access, Outlook, OneNote, etc.)  
Preferred knowledge of Banner and TutorTrac systems ability to make small or large 
group presentations 
Supervise assigned staff  
Prepare and monitor budget  
Exercise sound judgment in job situations 
Coordinate a multi-purpose learning center 
Multitask in a high traffic environment 
Evaluate and train staff and tutors 
Administer budget 
Learn new technology quickly and remain up to date with training 
Communicate effectively orally and in writing with tutors, supervisors, faculty, campus 
departments, administrators, campus leadership, and counterparts  
Seek help when necessary 
Establish cooperative working relationships with persons contacted in the course of 
performing assigned duties. 
 



 
Education and Experience: 
 

Required Education:  Bachelor’s degree 
 
 

Preferred Education: Master’s degree    
 

Required Experience:  Previous management experience, previous experience in 
a higher education setting 
 
Preferred Experience:  Leadership experience in a tutoring center setting  

 
 
Licenses/Certifications: 
 
 Required Licenses/Certifications:   
 
 Preferred Licenses/Certifications: CRLA (College Reading and Learning 
Association) or ATP (Association for the Tutoring Profession) 
 
         Frequency 
Work Environment        D, W, M, Q, A 
Office Setting O 
  
  
  
  
  
  

 
 
                  Frequency 
Physical Activity4:                           D, W, M, Q, A   
Sitting O 
Standing O 
Walking O 
Lifting up to 10 pounds O 
Looking at a computer monitor O 
  
  

        
 

4 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. 
 


