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ASSISTANT SUPERINTENDENT / VICE PRESIDENT, STUDENT SERVICES

DEFINITION:
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functions supervised.

e Provide direction and leadership to all administrators, faculty, and classified staff assigned
to student services functions, programs, operations, and activities on an assigned college
campus.

e Develop, update, and implement policies and procedures, guidelines, standards, and
outcomes to assure that students are afforded optimum supportive services while pursuing
academic and vocational fields of study.

e Serve as a member of the Superintendent/President's Executive Cabinet team and
participate in establishing and achieving institutional goals in accordance with the district's
educational master plan; direct the development of short- and long-range plans for all
student services functions in coordination with the leadership of other district entities.
Contributes administrative leadership to strategic planning and enrollment management to
improve the Student Services programs.

Provides leadership in implementing and utilizing technology to enhance Student Services
programs and services.

e Provide direct supervision and direction to Admissions & Records, Financial Aid, and
Educational Partnership Departments.

e Direct and oversee dual enrollment registration processes, including collaborating with
Academic Affairs in the oversight for CCAP and concurrent enrollment offerings. Oversee
the collaboration with local high school districts.

e Provide input on collective bargaining and contract administration activities; may serve on
the district’s negotiating team with unions; maintain confidentiality regarding issues related
to negotiations and collective bargaining matters; ensure compliance with labor union
contracts; and address faculty and classified confidential grievances.

e Supervises the preparation for and production of annual commencement exercises.

e Leads and collaborates with college instructional/non instructional leadership to ensure
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