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MINIMUM QUALIFICATIONS

1) Master's degree from a regionally accredited institution in a discipline related to the assigned
area, AND

2) One (1) year of formal training, internship, or leadership experience reasonably related to the
administrator’s assignment, AND

3) Demonstrated cultural competency, sensitivity to, and understanding of the diverse
academic, socioeconomic, cultural, disability, and ethnic backgrounds of community college
students and staff.

OR

1) Possession of a lifetime California Community College Chief Administrative Officer
Credential,

AND
2) Two (2) years of recent management experience in an institution of higher education,
AND

3) Demonstrated cultural competency, sensitivity to, and understanding of the diverse
academic, socioeconomic, cultural, disability, and ethnic backgrounds of community college
students and staff.

DESIRABLE QUALIFICATIONS

Knowledge

Applicable sections of California Education Code.

Budget, accounting, and fundraising principles.

Content and course outlines.

Current trends which affect the assigned program.

Delivery systems for instructional and instructional support programs and services.
District organization, operations, policies, procedures and objectives.

District's collective bargaining process.

Goals and objectives of assigned programs.

Goals of the District's educational master plan.

Governance systems for California community college districts.

Local, State, and federal laws governing programs and services of community college
districts.

Modern business practices, procedures, and equipment, including computer hardware and
software.

Oral and written communication skKills.

Principles and techniques of instruction and training.

Program and staff evaluation principles.

Public relations and marketing technigues.

Management, supervision, and public administration principles.

Technical aspects of field of specialty.

Trends in educational program offerings.
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Skills and Abilities

Communicate effectively both verbally and in writing.

Demonstrate analytical and assessment abilities.

Develop and control budgets.

Develop and direct delivery systems and implementation procedures for assigned programs
and services.

Influence and persuade people to follow a prescribed course of action.

Maintain excellent interpersonal relations with college, program and district staff, students
and community groups.

Train, select, assign, supervise, and evaluate staff.

Certificates, Licenses, Special Requirements

A valid California driver’s license and the ability to maintain insurability under the district’s vehicle
insurance program.

WORKING CONDITIONS

Work Environment:
Work is performed indoors where minimal safety considerations exist.

Physical Demands:

This position is based in an office environment where the primary duties involve sedentary work,
although it does necessitate occasional movement around the campus and to off campus locations.
The individual in this role will frequently engage in communication with members of the campus
community using various methods requiring the ability to convey and understand accurate
information. The role demands a significant amount of time spent viewing computer screens and
reading printed materials, accounting for about 50% of the work. Operation of office equipment such
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