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DEFINITION:  
 
Under the supervision of an appropriate supervisor, the Director of the MESA Program provides 
vision, leadership, direction and coordination for the program.  The Director coordinates, 
implements and maintains the activities and services of the MESA program in accordance with 
Federal, State, and District policies, guidelines, and laws; performs technical duties to ensure 

; prepares state-mandated 
program and budget reports, and serves as liaison to provide specialized information and 
technical assistance to faculty, staff, auditors, and outside agencies relating to the MESA 
program. The Director establishes partnerships with colleges/universities, districts, 
business/industry, and other community stakeholders to leverage resources and support to 
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disseminates informational materials to internal and community stakeholders; develops, 
reviews, and modifies program operational policies, manuals, handbooks, and other 
materials required for program operations. 

 
• Prepares and submits quarterly, mid-year and annual performance reports on program and 

participant progress; develops and recommends appropriate budgets and budget narratives 
for multiple programs; supervises expenditures and maintains fiscal responsibility; adheres 
to responsibilities and requirements for all grant reporting program regulations; ensures 
maximization of funds to adhere to and implement specialized grants and programs; and 
maintains time and effort reports. 

 
• Participates on recruitment committees to hire personnel; conducts staff and team meetings; 

implements staff development programs for personnel; and conducts performance 
evaluations of staff and other personnel. 

 
• Attends a variety of meetings, including District management meetings, Board Meetings, 

School Board Meetings, community meetings, target school meetings, advisory council 
meetings, faculty meetings, and County/Regional advisory committee meetings; represent 
the college’s MESA programs on Regional Consortiums and other regional or statewide 
workgroups. Facilitates a variety of meetings and presentations on and off campus (e.g. 
STEM classroom presentations, tutor meetings, high school and community presentations, 
etc.) for the purpose of providing primary services, following district guidelines and 
regulations for primary student services, and communicating and/or receiving information 
regarding the MESA program. 

 
• Coordinates and supervises various program activities; advising, campus tours, other field 

excursions, Financial Aid and financial literacy programs, orientation, Academic Excellence 
Workshops, Saturday Academies, and Summer Bridge/Summer Academies. 

 
• Participates in on-campus strategic planning committees, Student Success Committees, and 

college teams to support the development, implementation, and evaluation of strategic 
planning efforts by faculty, administration, staff, and students. 

 
• Works with the Office Institutional Research, appropriate supervisors, and consultants to 

provide framework and create grant proposals in coordination with state and federal offices 
and agencies. 

 
• Collaborates with faculty, other categorical, district, and community partners to coordinate 

academic and other student development opportunities for program participants. 
 
• Maintain an understanding of current ideas, research and practices pertaining to the areas of 

responsibility for this position, through continued study, participation in professional 
development opportunities and organizations. 

 
• Performs other related duties as assigned. 
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4 Ability to see for purposes of reading printed matter. 
4 Ability to hear and understand speech at normal levels. 

3 Ability to communicate so others will be able to clearly understand a normal 
conversation. 

1 or 2 Ability to lift 10 pounds. 
1 or 2  Ability to carry 10 pounds. 


