
SAN JACINTO COLLEGE 
JOB DESCRIPTION 

DATE: 1/3/17  
 
TITLE:    Director, Pathways Initiative and Special Projects 
 
DEPARTMENT:   Pathways Initiative  
 
SECURITY SENSITIVE:  Yes 
 
FLSA STATUS1: Exempt 
 
SALARY GRADE: 34 
 
FUNCTION:  The Pathways Initiative Leader translates strategic directions from the 
Pathways Leadership Council (PLC) into plans to develop and actions to implement 
Pathways at San Jacinto College.  The Pathways Leader forms and guides several task forces 
planning Pathways implementation; ensures that the plans are transferred into actions within 
the College coordinates continuous analysis and improvement of implemented plans; and 
uses experience, best practices, plans, processes, and teams to implement Pathways. All 
employees of San Jacinto College are expected to demonstrate the values of the institution. 
 
REPORTS TO:   Assistant Vice Chancellor, Teaching and Learning 
 
SUPERVISES: None  
 
MAJOR REPONSIBILITIES:   
 
 
           Frequency 
Essential Job Functions2                                      D, W, M, Q, A3        %Time 
1. Creates Pathways charter(s) with timeline 

• Mapping Timeline 
• Course Materials Timeline 

 

 5% 

2. Ensures appropriate communication; creates 
communication strategy.  Attends American 
Association of Community Colleges (AACC) 
Pathways, Texas Pathways and Frontier Set 
meetings and conferences and oversees follow-up 
and assignments for Pathways Institutes, including 
needed work with the Office of Institutional 

 15% 

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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Research and Effectiveness and, as needed, 
departments and divisions. 

3. Creates the required teams.  Creates the required 
teams and delineates objectives for teams and 
associated work groups and works with departments 
and divisions across the College on Pathways-
related initiatives and activities. 

 10% 

4. Assigns Team Leaders.  Assigns Team Leaders and 
oversees coordination and collaboration among 
teams, as needed 

 

 5% 

5. Tracks activities of the teams to ensure they are 
meeting timelines; reports to Leadership Council 
 

 10% 

6. Provides guidance and advice to teams 
 

 5% 

7. Coaches Team Leaders when appropriate 
 

 5% 

8. Assigns Facilitator as needed for teams.  Assigns 
Facilitators as needed for teams and provides 
orientation to work and oversee activities. 

 

 5% 

9. Mitigates and implements corrective measures when 
Teams make unrealistic recommendations or 
recommendations that are contradictory and or/ 
redundant to recommendations of other Teams.  
Assesses recommendations from Teams and work 
groups to ensure that recommendations for different 
teams are not contradictory and/or redundant and are 
achievable and allowable within the context of the 
College and state and federal statutes and guidelines 

 10% 

10. Analyzes resource needs to implement Pathways 
 

 10% 

11. Collaborate with Institutional Research to insure 
appropriate assessment is ongoing and that 
assessment results are disseminated, analyzed, and 
used as the foundation for strategic planning and 
decision-making 

 5% 

         
          Frequency 
Additional Job Functions:                 D, W, M, Q, A         %Time 
1. Administrative duties as needed to oversee Pathways  

budget  
 10% 
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2. Reviews Pathways budgets 
 
 

 5% 

  
 

  

 
 
REQUIRED/MINIMUM QUALIFICATIONS 
 
Knowledge, Skills and Abilities: 
 
1. Applicant must be willing to work a five day workweek, Monday – Friday; must be 

willing to work additional hours and travel, as needed; 
2. Applicant must have excellent communication skills, demonstrated tactical leadership 

abilities and proven results;  
3. Proven teaching success in higher education;  
4. Demonstrate knowledge and achievement in curriculum management;  
5. Possess effective and consistent organizational, conflict resolution, management, and 

organizational skills;  
6. Possess strong verbal, written, and interpersonal skills;  
7. Demonstrate sound working knowledge of personal computer hardware/software, 

business management software (i.e. Banner), and the Internet;  
8. Administrative experience, including ability to establish priorities and make difficult 

choices among competing demands and to make decisions in a consultative and informed 
manner;  

9. Previous experience and ability to effectively and consistently lead and motivate faculty 
and staff.  
 

Education:  Bachelor’s degree from regionally accredited institution or applicable industry 
experience required. Master’s degree from regionally accredited institution preferred.  
Experience: Five years in community college or industry setting to include teaching or 
training and /or administration required. Five years teaching and three years progressive 
leadership or equivalent experience preferred. 
 
Education and Experience: 
 

Required Education:   
• High school diploma or equivalent 
• Bachelor’s degree from regionally accredited institution 

 
Preferred Education:  Master’s degree from regionally accredited institution  

 
Required Experience:  Five years in community college or industry setting to 
include teaching or training and /or administration required. 
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Preferred Experience:  Five years teaching and three years progressive leadership or 
equivalent experience preferred. 

  
Licenses/Certifications: 
 
 Required Licenses/Certifications:   
 
 Preferred Licenses/Certifications: 
 
         Frequency 
Work Environment        D, W, M, Q, A 
  
  
  
  
  
  
  

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

        
 
 
             
 Employee Signature       Date 
 
 
             
 Leader Signature       Date 
 
 
 
 
 

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