The Qualifications Required of the Director, Including Formal Education, Training, and Work Experience in Fields Related to the Objectives of the Program

The full-time program Director will possess at least a master’s degree, preferably a specialist’s or doctoral degree in either Education Administration, Student Personnel Services, Guidance and Counseling, or related area. The Director shall be responsible for the overall administration and supervision of the SSS program.

In addition, he/she will counsel students, conduct special in-service training as needed, and facilitate the program’s relationship with the college. He/she will be accountable for the attainment of all program objectives. The minimum requirements for a program Director are:

· Successful teaching experience at the secondary and/or college level;

· A demonstrated ability to work with minority and/or low-income students;

· A demonstrated ability to work with educationally and/or culturally deprived students;

· Demonstrable management and supervisory skills;

· Ability to lead training sessions in the following areas: career exploration, values clarification, race relations, personal coping skills, academic needs assessment, group/team building exercises, and peer tutoring.
Position Description

The Director is responsible for all aspects of organizing, administering, and supervising the SSS program for disadvantaged students. A primary objective is the coordination of a special helping program aimed at improving and facilitating the chances for both academic progress and personal growth of SGC SSS students.

Duties and Responsibilities

1. Keep the Vice-President for Academic Affairs apprised of programs, activities, policies and status of the SSS programs on an ongoing basis.

2. Supervise all staff members.

3. Provide copious referral services for students on matters such as specialized counseling and testing, financial aid and vocational rehabilitation services.

4. Research and create new methods and procedures for delivery of the academic, tutorial, and counseling components.

5. Research and create strategies to encourage completion of associates degree program as well as transfer to senior institutions to earn a bachelors degree.

6. Coordinate the provision of learning support course work and services with participating academic disciplines.

7. Meet with college faculty members to acquaint them with the program services in order to gain their acceptance and foster positive relationships.

8. Be familiar with and sympathetic to the problems faced by students matriculating at SGC.

9. Research, organize and create means of effectively helping students with academic and/or personal problems.

10. Establish and maintain an office and record keeping system in line with the current budget. Monitor program budget on an ongoing basis.

11. Collect, maintain, and interpret policies related to compliance of federal guidelines.

12. Collect, analyze, interpret, and disseminate vital data by submitting timely and accurate reports to college, federal or other agencies.

13. Teach Strategies for Success in College course for SSS students.

14. Write lesson plans, organize classroom materials, and research methods for updating the SSCL 0099 course.

15. Conduct program evaluation regularly to identify areas that may need changing or updating.

16. Conduct annual evaluations of program personnel. Review the job description for each staff member and identify areas that may need to be redefined or revised in order to meet program goals.

17. Meet with staff members to set goals and discuss activities for the upcoming year.

18. Have regular staff meetings and provide opportunities for staff development.

19. Attend conferences and workshops necessary to learn procedures regarding grant preparation and to develop personal/professional skills.

