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SAN JACINTO COLLEGE 

JOB DESCRIPTION 

DATE: 1/3/17 

  
 

TITLE:  Director of IT/Computer Training  

 

DEPARTMENT: Continuing and Professional Development 

 

SECURITY SENSITIVE: None 

 

FLSA STATUS1: Exempt   

 

BAND: 29 

 

FUNCTION: Insures department success by planning, implementing and maintaining 

and expanding high quality IT class offerings via open enrollment, contract training, and 

grant training using face-to-face, hybrid, and online delivery methods to meet specified 

revenue goal.  Interfaces with national vendors to secure and maintain authorized trainer 

status for the Training Space. Manages the offsite computer training facility and testing 

center creating contract training opportunities, marketing facility rentals and IT testing to 

meet revenue goals. 

 

CURRENT INCUMBENT(S):  

 

REPORTS TO: Dean, Corporate Training 

 

SUPERVISES: Sr. Administrative Assistants, Training Coordinator, Instructors  

 

MAJOR REPONSIBILITIES: 

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

1. Plans, creates, and implements an open enrollment 

schedule of IT courses for basic business applications, 

web design and programming, project management, 

computer programming, networking, and IT 

certifications to generate revenue in excess of expenses. 

Q 25 

2. Maintains an open enrollment schedule via CMFs 

and according to adopted procedures; makes daily class 

decisions to make or cancel classes based on 

enrollment, solves all problems that arise with class 

scheduling, class instruction, class registration and/or 

D 20 

                                                 
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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student dissatisfaction.  Counsels perspective or 

continuing students. 

3. Markets and secures contract training with local 

businesses in the service area.  Works with the 

marketing department to create marketing collateral.  

Maintains a presence with the credit IT department,  the 

Chambers of Commerce, and internal and external 

organizations to sustain a network of businesses in the 

service area 

 

D 15 

4. Plans, creates and implements a schedule of classes 

for grant training.  Creates CMFs and registration 

forms, collects and verifies registration against funding 

agencies requirements, performs class closeout 

procedures; prepares invoice requests, approves final 

invoices for submission, prepares monthly TIF reports, 

and monthly performance reports.  

W 5 

5.  Establishes and maintains an area budget and a 

Training Center budget.  Makes income and expense 

decisions based upon revenue in excess of expense 

goal. 

D 3 

6. Recruits, interviews, hires, trains, supervises and 

schedules instructors according to college guidelines. 

Conduct quarterly instructors’ meetings. Reviews 

instructors’ performance and evaluations; takes 

corrective actions if warranted. 

M 3 

7. Reviews and creates curriculum and new class 

offerings according to demand, market trends and the 

WECM. Reviews and selects textbooks for all courses, 

reviews and selects software and hardware for all 

courses, classrooms and labs. 

Q 5 

8. Manages the Advanced Manufacturing programs and 

related contract classes.  Markets the program to meet 

revenue in excess of expense goals.  Manages the 

related labs via the college ITS department interface. 

Q 15 

9. Represents the department or division in district and 

other internal and external job related events 
M 3 

10.  Performs other duties as assigned 
D 2 
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  Frequency 

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

1. Substitute teaches in an emergency 
A 1 

2.  Creates weekly reports to Dean 
W 1 

3. Supervise Program Assistants and Program 

Managers. D 1 

4.  Coordinates Program Advisory Committee but 

will be an ex-officio member. A 1 

 

 

REQUIRED/MINIMUM QUALIFICATIONS 

 

Knowledge, Skills and Abilities: Proficient in the Microsoft Office suite of applications, 

knowledgeable of IT industry certifications and training trends, organizational skills, 

project management, budgeting and supervisory skills, effective oral and written 

communication skills 

 

 

Education and Experience: 

 

 Required Education:  Bachelor’s degree in related field 

 

 Preferred Education: Master’s degree in related field 

 

Required Experience: 5+ years in a technical environment, 3+ years working 

with adult based programs 

 

Preferred Experience: 3+ years in a training environment, sales and marketing 

experience; network support experience 

 

 

Licenses/Certifications: 

 

 Required Licenses/Certifications: 
 

 Preferred Licenses/Certifications: 
 

         Frequency 

Work Environment        D, W, M, Q, A 

 Office Environment D 
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                  Frequency 

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

Ex.  Lifting up to 50 pounds of force   W 

  

  

  

  

  

  

        

 

 

             

 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.    

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

force. 
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Employees must abide by all laws, college policies and guidelines. 
  

San Jacinto College is an equal opportunity employer and does not discriminate on the basis of race, color, 
religion, age, sex, national origin, disability or veteran status. 


