
SAN JACINTO COLLEGE 
JOB DESCRIPTION 

DATE: 01/03/17 
  

 
TITLE:     Director, Dual Credit 
 
DEPARTMENT:    Dual Credit 
 
SECURITY SENSITIVE:   Yes 
 
FLSA STATUS1:  Exempt 
 
SALARY GRADE:  29 
 
FUNCTION: Manages the operations of the dual credit office, supervises 

personnel in that office; interfaces with constituent ISDs; 
provides information and reports to appropriate parties on 
enrollment, grading, schedules; represents the College at 
ISD and community events  

 
REPORTS TO:    Associate Vice Chancellor, Student Success Partnerships 
 
SUPERVISES:  Coordinator, Dual Credit 
    Dual Credit Educational Planner 
    Senior, Administrative Assistant(s)  
 
MAJOR REPONSIBILITIES:   
 
 
           Frequency 
Essential Job Functions2                                      D, W, M, Q, A3        %Time 

Coordinates with ISD administration officials and private schools for 
opportunities to partner and expand dual credit in academic and 
technical areas. 

D 5% 

Acts as a liaison and meets with college employees, ISD administrators, 
counselors, parents, and students of constituent high schools, private 
schools, and home schools to facilitate the admission, testing, and 
registration of students in the Dual Credit and Early College High 
School (ECHS) programs.  Addresses grade concerns, complaints, and 
discipline issues with appropriate contact in a timely manner. 

D 50% 

Coordinates visits to constituent high schools and facilitates 
Parent/Student Orientation Sessions, annual dual credit/ECHS events 
and ceremonies on the college campus as well as on high school 

W 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 

                                                 



campuses and other venues. Provides informational and promotional 
materials for these events as needed. 
Meets with Associate Vice Chancellor, Student Success Partnerships, 
and other Dual Credit Directors to coordinate, standardize, and 
synchronize efforts, including program review, operational and 
discretionary needs, and Chancellor’s Dual Diploma Ceremonies. 

M 5% 

Makes presentations at professional meetings, college fairs, and college 
nights regarding the Dual Credit and ECHS programs. W 5% 
Works collaboratively with the Deans of Technical Education and 
Allied Health to develop new opportunities for dual credit opportunities 
in those respective areas and in support of Credit for Prior Learning 
(CPL).  Evaluates requests for CPL college credit. 

Q 5% 

Meets with department chairs and college faculty for orientation or 
other needs about dual credit/ECHS programs. 
 

W 5% 

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

Oversees creation of handouts, brochures, website development, and 
student outreach for the programs on campus and for the district. M 5% 

Seeks opportunities to create additional dual credit opportunities for 
constituent high schools. Q 5% 

Build and manage budget, review and approve payroll and department 
purchasing needs.   W 5% 

 
 
REQUIRED/MINIMUM QUALIFICATIONS 
 
Knowledge, Skills and Abilities: 
Knowledge of college admissions policies and procedures. Knowledge on guidelines and 
regulations such as Lower Division Academic Course Guide Manual, Guidelines for 
Instructional Programs in Workforce Education, Workforce Education Course Guide 
Manual, SACSCOC Principles, TEA and THECB guidelines regarding dual credit, early 
college high school, and technical credit. Knowledge of State and Local technical 
articulation agreements and applicable regulations. Knowledge of federal regulations 
applicable to sexual harassment, Title IX, and VAWA. An understanding of the Texas 
Essential Knowledge and Skills (TEKS) to compare TEKS and curriculum of San Jacinto 
College courses. Extensive knowledge of Banner Student Module for admissions, 
advising and registration processes. Knowledge of high school curriculum as it relates to 
college readiness and dual credit coursework. 
 
Knowledge of college curriculum and academic, technical, and health science fields in 
order to expand dual credit/technical offerings. Proficient with computer skills/software. 
Ability to communicate effectively with school district personnel, private school 
personnel and home school contacts at a variety of levels, including administrators, 
counselors, coordinators, directors, parents and faculty.  



 
Ability to communicate effectively with potential dual credit students and parents and to 
clearly identify program attributes and expectations. Ability to oversee dual credit 
students and maintain accurate and correct record-keeping on their progress in the 
program. Willingness to meet with college Associate Vice Chancellor for student Success 
Partnerships, deans, department chairs and faculty to plan for future needs.  
 
Ability to project for student growth and plan for space, personnel, and any additional 
needs to accommodate that growth. Interpersonal skills appropriate for First Time in 
College families. Excellent oral and written language skills, public relations skills, 
organizational skills, and communication skills. Ability to maintain confidentiality.   
 
Education and Experience: 
 

Required Education:   
Bachelor's degree required. 
 

Preferred Education:    
Master's degree preferred. 
 

Required Experience:   
College teaching, counseling, or other college experience required. Minimum of five (5) 
years teaching, counseling, or other college experiences or a combination high school and 
college experiences.  

 
Preferred Experience:    

Public school teaching or counseling experience preferable. 
 
Licenses/Certifications: 
 
 Required Licenses/Certifications:   
 
 Preferred Licenses/Certifications: 
 
         Frequency 
Work Environment        D, W, M, Q, A 
Ex. Exposure to potential dangerous materials M 
  
  
  
  
  
  

 
 
 



                  Frequency 
Physical Activity4:                           D, W, M, Q, A   
Ex.  Lifting up to 50 pounds of force   D 
  
  
  
  
  
  

     
 
             
 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. 

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

                                                 


