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Position Description

TITLE
Position Status:







FLSA Status:
Department:




 


Reports to:

Effective Date:
 
_________________________________________________________________________
Position Definition/Purpose
Distinguishing Characteristics

Essential Functions and Duties (The following is a general representation of the key duties and responsibilities of this position.  Other duties may be assigned.)

Position Specifications/Qualifications (To perform this position successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skills and abilities required at entry.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.)
Education and Experience
Licenses
Physical Requirements and Working Conditions
Ability to work in a standard office setting, use standard office equipment and physically attend meetings both on and off campus, ability to communicate in person or through appropriate means. Ability to work weekends and evenings when appropriate or needed is required. 
Knowledge of:  
(Samples)
· Theories, principles and operational practices applicable to area of assignment.

· Leadership and managerial theories and principles, including the principles and practices of effective supervision

· Budgeting principles and practices
· Applicable laws, rules, ordinances and regulations
· Policy development and implementation

· Computer applications to be able to use systems applicable to respective department.

· Techniques for effective presentations and communication in a multicultural environment.
 Skill in: 
      (Samples)
· Applying theories, principles and procedures in the area of assignment.

· Providing leadership; motivating staff and colleagues.

· Supervising and evaluating staff, directly and through subordinate supervisors.

· Establishing and maintaining effective working relationships at all organizational levels.

· Time management and multi-tasking.

· Making effective presentations to individuals and/or groups
· Developing/directing departmental activities.

· Interpreting applicable laws/regulations/policies.

· Preparing clear and concise written materials.

· Handling difficult and sensitive situations, using sound independent judgment within policy and legal guidelines.

· Effectively communicating (orally and listening) with individuals at all levels inside and/or outside of the College.
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