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V-1 FOREWORD

Fayetteville Technical Community College is comedtto providing quality education to the citizeffis o
the greater Fayetteville area through the streafjits programs and the expertise and dedicatiatsof
personnel. The organizational structures and ipositescriptions contained in this manual have been
established to ensure that the FTCC organizatigiaal and position responsibilities are clearly
delineated and that all employees are treatedair and equitable manner.

As a public institution, Fayetteville Technical Canmnity College offers excellent employee fringe
benefits through its insurance and retirement @iogrand leave benefits. College facilities are enod
and support services are excellent.

For over three decades, Fayetteville Technical Conity College has upheld high educational
standards and has contributed significantly togitesvth of the area. We are proud of this tradition
Each employee, as a member of the FTCC organizas@xpected to uphold these high standards by
performing his/her job in a dedicated, professianahner and by personally reflecting a positive
attitude.
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V-2 NONDISCRIMINATION STATEMENT

The Board of Trustees and the administration oeRayille Technical Community College are fully
committed to the principles and practice of equapyment and educational opportunities.
Accordingly, Fayetteville Technical Community Ca@ledoes not practice or condone discrimination, in
any form, against students, employees, or appboamthe grounds of race, color, national origin,
religion, sex, age, handicap, or political affiigat. Fayetteville Technical Community College coitsm
itself to positive action to secure equal oppottiuni

Fayetteville Technical Community College supportd adheres to the protection available to members
of its community under all applicable Federal Lamduding Titles VI and VII of the Civil Rights Aabf
1964 and 1991, Title IX of the Education Amendmaait$972, Sections 799A and 845 of the Public
Health Service Act, and Equal Pay and Age Discrations Acts, the Rehabilitation Act of 1973, the
Americans With Disabilities Act of 1990, and ExdeatOrder 11375.

For information concerning these provisions, contac

Audrey Berry

Vice President for Human Resources/Affirmative AotOfficer
Fayetteville Technical Community College

P.O. Box 35236

Fayetteville, NC 28303
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Building and Grounds
Curriculum
Finance
Human Resour ces
Planning

IV-3.1

02/2010




PRESIDENT

BOARD OF TRUSTEES

PRESIDENT

ADMINISTRATIVE
ASSISTANT TO THE

PRESIDENT

SECRETARY TO THE
PRESIDENT

VICE PRESIDENT FOR

VICE PRESIDENT FOR

BUSINESS AND
FINANCE

ACADEMIC AND
STUDENT SERVICES

VICE PRESIDENT FOR

VICE PRESIDENT FOR

ADMINISTRATIVE
SERVICES

HUMAN
RESOURCES

VICE PRESIDENT FOR
INSTITUTIONAL

VICE PRESIDENT FOR

ADVANCEMENT

LEARNING
TECHNOLOGIES

VICE PRESIDENT FOR
LEGAL SERVICESAND

EXECUTIVE DIRECTOR,
NC MILITARY

RISK MANAGEMENT

BUSINESS CENTER

IV-32

7/2008




ACADEMIC AND STUDENT SERVICES

VICE PRESIDENT FOR
ACADEMIC AND STUDENT |—SECRETARY

EXECUTIVE

SERVICES
I
I I I I
ASSOCIATE ASSOCIATE ASSOCIATE ASSOCIATE
VICE PRESIDENT VICE PRESIDENT VICE PRESIDENT VICE PRESIDENT
FOR FOR FOR FOR

CURRICULUM STUDENT CONTINUING OFF-CAMPUS

PROGRAMS SERVICES EDUCATION PROGRAMS
EXECUTIVE EXECUTIVE EXECUTIVE EXECUTIVE
SECRETARY SECRETARY SECRETARY SECRETARY

1V-3.3

7/200§




CONTINUING EDUCATION

Subchart - Academic and Student Services

VICE PRESIDENT FOR
ACADEMIC AND STUDENT
SERVICES

SENIOR ACCTS. TECHNICIAN '

EXECUTIVE ASSOCIATE VICE PRESIDENT
SECRETARY ([ | FOR SENIOR SECRETARY
DIRECTOR OF
CONTINUING EDUCATION f} RecistrRARp [recorps cLerk@g ] &1 FT. BRAGG OPERATIONS
| CONT ED H
| | | | |
DIRECTOR OF DIRECTOR OF DIRECTOR OF DIRECTOR OF EMERGENCY

DIRECTOR OF
BASIC SKILL SPROGRAMS

[ SENIOR SECRETARY ||

—| AHS COUNSEL OR(S) |

INDUSTRY TRAINING

COMMUNITY SERVICES/
OCCUPATIONAL EXTENSION

SECRETARY

[SENIOR SECRETARY ||

PROGRAM COORD
FOR INDUSTRY

TRAINING

| |PROGRAM COORD FOR|l_|
AHS/GED/CITIZENSHIP

SECRETARY Il

PROGRAM COORD FOR
HRD/COMP EDUCATION/ABE

SECRETARY I

| | PROGRAM COORD FOR
ABE/ESL/FAMILY LITERACY

—I SECRETARY |1 I

| |SECRETARY

EVENING
CENTER
SUPERVISOR (PT)

EQUIPMENT
CONTROL
TECHNICIAN

PROGRAM COORD FOR

| BASIC SKILLS STUDENT SERVICES

SECRETARY 11

RECRUITER(S)

ADMIN SECRETARY
FOR DEFENSIVE
DRIVING PROG

| | PROGRAM COORD FOR
WORKPLACE/ABE/INTERNET

ASSESSMENT
RETENTION
SPECIALIST

SECRETARY ||

CASAS CURRICULUM
SPECIALIST

SECRETARY 11

PROGRAM COORDINATOR
FAST - FT.BRAGG

PROGRAM COORDINATOR
(GED TESTING)

| SENIOR SECRETARY'

| SECRETARY |1 I

FOR
COMMUNITY
SERVICES

PROGRAM COORD

SECRETARY I

BUSINESS SERVICES

AND PROTECTIVE
SERVICES

FOR
EXTENSION
EDUCATION

PROGRAM COORD

SECRETARY
1

|| EVENING/CENTER
SUPERVISOR(S) (PT)

SECURITY (PT)

| |EVENING/CENTER

IV-3.3.1

| SENIOR SECRETARY |

BUSINESS

SERVICES
COORD

SMALL BUSINESS
CENTER COORD/
REAL INSTR

SECRETARY
Il

INSTRUCTOR
LAB
TECHNICIAN

PROGRAM COOR
FOR
FIRE/AIRCRAFT
TRAINING

SENIOR
SECRETARY

D

PROGRAM COOR
FOR LAW

ENFORCEMENT
TRAINING

D

| |SECRETARY
"

i

INSTRUCTOR/CONT ED
LAW ENFORCEMENT

COORDINATOR/
INSTRUCTOR
EMT

—I SECRETARY Il I

COORDINATOR/

INSTRUCTOR
CNA

—I SECRETARY || I

10/2009




CURRICULUM PROGRAMS
Subchart - Academic and Student Services

VICE PRESIDENT FOR
ACADEMIC AND STUDENT

SERVICES
DATA ASSOCIATE VICE PRESIDENT
MANAGEMENT FOR — EXECUTIVE
TECHNICIAN CURRICULUM PROGRAMS SECRETARY
I I I I
DEAN OF DEAN OF DEAN OF DEAN OF
BUSINESS COLLEGE TRANSFER HEALTH PROGRAMS ENGINEERING, PUBLIC SERVICE
PROGRAMS AND GENERAL AND APPLIED
EDUCATION PROGRAMS TECHNOLOGY PROGRAMS

ADMINISTRATIVE
SECRETARY

SECRETARY

ADMINISTRATIVE

ADMINISTRATIVE

SECRETARY

DIRECTOR OF
EVENING PROGRAMS

SENIOR
SECRETARY

IV-3.3.2

ADMINISTRATIVE
SECRETARY




BUSINESS PROGRAMS
Subchart - Academic and Student Services/Curriculum Programs

VICE PRESIDENT FOR
ACADEMIC AND STUDENT

SERVICES

ASSOCIATE VICE PRESIDENT

CURRICULUM PROGRAMS

FOR

DEAN
OF
BUSINESS PROGRAM S
ADMINISTRATIVE
SECRETARY | (S)f—— SECRETARY
I ]
BUSINESS COOPERATIVE COMPUTER

MANAGEMENT SECRETARY Il | EDUCATION TECHNOLOGY
DIVISION CHAIR COORDINATOR DIVISION CHAIR

BUSINESS
ADMINISTRATION
DEPARTMENT CHAIR

HOTEL AND
RESTAURANT
MANAGEMENT

DEPARTMENT CHAIR

COMPUTER
PROGRAMMING
DEPARTMENT CHAIR

COMPUTER INFORMATION
TECHNOLOGY
DEPARTMENT CHAIR

BANKING AND MARKETING AND CULINARY
FINANCE PROGRAM RETAILING TECHNOLOGY CULINARY INFORMATION NETWORKING
COORDINATOR [ | PROGRAM DEPARTMENT ~ [7|  LABTECH sgs;gms&g@;k | | DEF;EFE:T*"\’/I\‘S,\"-TC’S; AR
COORDINATOR CHAIR
PUBLIC HUMAN RESOURCES HEALTH CARE
GENERAL WEB
ADMINISTRATION MANAGEMENT MANAGEMENT
EROGRAM = PROGRAM T ECHNOLOGY occupaTional | | | TECHNOLOGIES
TECHNOLOGY DEPARTMENT CHAIR
COORDINATOR COORDINATOR DEPARTMENT CHAIR DA Y 1R
OPERATIONS ELECTRONIC POSTAL SERVICE
MANAGEMENT | | |  commerce TECHNOLOGY
PROGRAM PROGRAM PROGRAM

COORDINATOR

COORDINATOR

COORDINATOR

ACCOUNTING
DEPARTMENT
CHAIR

PARALEGAL
TECHNOLOGY

DEPARTMENT
CHAIR

SIMULATION AND
GAME
DEVELOPMENT

OFFICE
ADMINISTRATION
DEPARTMENT
CHAIR

ADVERTISING AND
GRAPHIC DESIGN
DEPARTMENT
CHAIR

MEDICAL OFFICE
ADMINISTRATION
DEPARTMENT
CHAIR

1V-33.2.1

10/2009




COLLEGE TRANSFER AND GENERAL EDUCATION PROGRAMS
Subchart - Academic and Student Services/Curriculum Programs

VICE PRESIDENT FOR
ACADEMICAND STUDENT
SERVICES

ASSOCIATE VICE PRESIDENT
FOR
CURRICULUM PROGRAMS

SECRETARY |

DEAN

OF COLLEGE TRANSFER AND
GENERAL EDUCATION

ADMINISTRATIVE
SECRETARY

PROGRAMS

SOCIAL SCIENCE/HUMANITIES

SCIENCES DIVISION CHAIR/

DIVISION CHAIR/

GENERAL STUDIES
DIVISION CHAIR/

DEVELOPMENTAL STUDIES

DIVISION CHAIR/

ASDEPARTMENT CHAIR AA CO-DEPARTMENT AGE CO-DEPARTMENT AA CO-DEPARTMENT CHAIR
CHAIR CHAIR
|
[ |
BIOLOGY AND CHEMISTRY/PHY SICS/ PSYCHOLOGY/ ASSOCIATE IN ENGLISH MATH ACA DEVELOPMENTAL
DEV BIOLOGY PHYSICAL SCIENCE & DEV SOCIOLOGY | | FINE ARTS (COLLEGE TRANSFER) (COLLEGE TRANSFER) PROGRAM | ]| ENGL ISH/READING
DEPARTMENT CHAIR CHEMISTRY DEPARTMENT PROGRAM DEPARTMENT PROGRAM DEPARTMENT CHAIR COORDINATOR PROGRAM
CHAIR COORDINATOR CHAIR COORDINATOR COORDINATOR
HUMANITIESHISTORY/ FOREIGN LANGUAGES/ COMM UNICATION DEVELOPMENTAL READING
BIOTECHNOLOGY POLITICAL SCIENCE | | COMMUNITY SPANISH PROGRAM | | MATH | ] | PROGRAM
PROGRAM CHEMISTRY LAB PROGRAM INTERPRETER COORDINATOR PROGRAM COORDINATOR
COORDINATOR TECHNICIANS COORDINATOR DEPARTMENT CHAIR COORDINATOR (PENDING)
BIOLOGY LAB
TECHNICIANS
1V-33.2.2 11/2009




EARLY CHILDHOOD EDUCATION CENTER
Subchart - Academic and Student Services/Curriculum

Programs

DEAN OF ENGINEERING,

PUBLIC SERVICE AND APPLIED
TECHNOLOGY PROGRAMS

I

SECRETARY |

DIRECTOR OF

EARLY CHILDHOOD
EDUCATION CENTER

EARLY CHILDHOOD
EDUCATION CENTER
COOK

I

ASSISTANT DIRECTOR
OF EARLY CHILDHOOD

EDUCATION CENTER

CHILD CARE
LEAD TEACHER

CHILD CARE
LEAD TEACHER

(1)

CHILD CARE
TEACHER (8)

I

CHILD CARE
TEACHER (8)

CHILD CARE
TEACHER
ASSISTANT (9)

I

CHILD CARE
TEACHER
ASSISTANT (9)

1V-3.3.2.3

9/2009




HEALTH PROGRAMS
Subchart - Academic and Student Services/Curriculum Programs

VICE PRESIDENT FOR

ACADEMICAND STUDENT
SERVICES

ASSOCIATE VICE PRESIDENT

FOR

CURRICULUM PROGRAMS

DEAN
OF

HEALTH PROGRAMS

ADMINISTRATIVE
SECRETARY | (S) SECRETARY
ASSOCIATE EMERGENCY MEDICAL PHYSICAL THERAPIST SPEECH LANGUAGE
DEGREE NURSING SCIENCE ASSISTANT PATHOLOGY ASSISTANT
DEPARTMENT CHAIR DEPARTMENT CHAIR

DEPARTMENT CHAIR

DEPARTMENT CHAIR

PRACTICAL NURSING PHARMACY RADIOGRAPHY
DEPARTMENT TECHNOLOGY DEPARTMENT CHAIR
CHAIR DEPARTMENT CHAIR
RESPIRATORY THERAPY SURGICAL DENTAL HYGENE NUCLEAR MEDICINE
DEPARTMENT TECHNOLOGY DEPARTMENT TECHNOLOGY
CHAIR DEPARTMENT CHAIR CHAIR DEPARTMENT CHAIR

DENTAL ASSISTING

CENTRAL STERILE DEPARTMENT
PROCESSING CHAIR
PROGRAM COORD
IV-3.3.24 9/2009




ENGINEERING, PUBLIC SERVICE AND APPLIED TECHNOLOGY PROGRAMS
Subchart - Academic and Student Services/Curriculum Programs

ACADEMIC AND STUDENT

VICE PRESIDENT FOR

SERVICES

l

ASSOCIATE VICE PRESIDENT

CURRICULUM PROGRAMS

FOR

l

COLLEGE TECH
PREP COORDINATOR

DEAN OF ENGINEERING,

APPLIED TECHNOLOGY PROGRAMS

PUBLIC SERVICE AND

DIRECTOR OF
EARLY CHILDHOOD
EDUCATION CENTER

(L2 FTCC 1/2 CCS)
I

SECRETARY
(L/2FTCC 1/2CCS

SECRETARY | (S)

ADMINISTRATIVE
SECRETARY

I
BUILDING TRADES
TECHNOLOGIES
DIVISION CHAIR

1
ENGINEERING
TECHNOLOGIES
DIVISION CHAIR

1
INDUSTRIAL/TRANSPORTATION

TECHNOLOGY
DIVISION CHAIR

1
PUBLIC SERVICE
DIVISION CHAIR

I

ELECTRICAL/ELECTRONICS ARCHITECTURAL AUTOMOTIVE SYSTEMS CRIMINAL JUSTICE
TECHNOLOGY H TECHNOLOGY H TECHNOLOGY DEPARTMENT
DEPARTMENT CHAIR DEPARTMENT CHAIR DEPARTMENT CHAIR CHAIR
CARPENTRY ELECTRONICS AC/HEATING/ BASIC LAW
DEPARTMENT CHAIR H ENGINEERING TECHNOLOGY | H REFRIGERATION ENEORCEMENT

DEPARTMENT CHAIR

DEPARTMENT CHAIR

I

PLUMBING
DEPARTMENT CHAIR

CIVIL ENGINEERING
TECHNOLOGY
DEPARTMENT CHAIR

AUTOBODY REPAIR
H DEPARTMENT CHAIR

BUILDING CONSTRUCTION
TECHNOLOGY
DEPARTMENT CHAIR

l
SURVEYING

TECHNOLOGY
PROGRAM COORDINATOR

[

HORTICULTURE
TECHNOLOGY/MANAGEMENT
DEPARTMENT CHAIR

MACHINING
H TECHNOLOGY
DEPARTMENT CHAIR

TRAINING (BLET)
PROGRAM COORDINATOR

CRIMINAL JUSTICE TECHNOLOGY/
FINANCIAL CRIME/COMPUTER
FRAUD AND LATENT EVIDENCE
PROGRAM COORDINATOR

COSMETOLOGY
DEPARTMENT
CHAIR

I

FUNERAL SERVICE
EDUCATION
DEPARTMENT CHAIR

HEALTH, PE/FITNESS
CENTER PROGRAM
COORDINATOR

WELDING
H DEPARTMENT CHAIR

EARLY CHILDHOOD
ASSOCIATE

DEPARTMENT CHAIR

IV-3.3.25

EARLY CHILDHOOD
ASSOCIATE/TEACHER
ASSOCIATE

EARLY CHILDHOOD
ASSOCIATE SPECIAL
EDUCATION

EMERGENCY PREPAREDNESS
TECHNOLOGY/FIRE
PROTECTION TECHNOLOGY
DEPARTMENT CHAIR

11/2009




STUDENT SERVICES
Subchart - Academic and Student Services

VICE PRESIDENT FOR
ACADEMIC AND STUDENT

SERVICES
ASSOCIATE VICE PRESIDENT EXECUTIVE
FOR — SECRETARY
STUDENT SERVICES
ADMINISTRATIVE DEAN OF ENROLLMENT
SECRETARY MANAGEMENT
COLLEGE CONNECTIONS I I
PROGRAM — SECRETARY 11 DIRECTOR OF DIRECTOR OF
COORDINATOR COUNSELING STUDENT FINANICAL
SERVICES AID SERVICES
1 1
DIRECTOR REGISTRAR/
OF CURRICULUM SENIOR SECRETARY |
ADMISSIONS SECRETARY — INFORMATION SENIOR ASSISTANT DIRECTOR
DESK SECRETARY OF STUDENT FINANCIAL
AID SERVICES (2)
SENIOR ASSISTANT
SENIOR ASSISTANT SECRETARY REGISTRAR/ CAREER FAMILY SUPPORT
SECRETARY DIRECTOR OF CURRICULUM CENTER — SERVICES
ADMISSIONS SUPERVISOR ASSOCIATE (LPT)
ACCOUNTS RECORDS
TECHNICIAN (4) CLERK
ASSISTANT RECORDS CLERK
RECRUITER - RECORDS (1FT,1PT)
- COUNSELOR
MAIN CAMPUS (2FT)  |—1 CLERK REGISI'%RAR/S/[EI:I?FEI’\(;ULUM (3FT) . e
rm nnnn
ESC (1PT) (BFT) Y SECRETARY 1I
T VETERANS
SECRETARY | SERVICES
RECORDS CLERK SECRETARY | (3FT|
RECRUITER - SECRETARY | (IFT) e s HRS/\(NK )) (1PT/20 HRSWK) COORDINATOR
FB(1FT) ——  (1PT/28HRSWK) e COUNSELOR/
(1PT/20 HRSWK) SPECIAL
POPULATIONS
RECORDS CLERK e TeRANS
PROGRAM SECRETARY 11 (1FT) I_l_I L SERVICES
COORDINATOR FOR _— FB(1FT) — TECHNICIAN
TESTING —  ENROLLMENT SLCFT)
SUPPORT SERVICES SECRETARY 11 SECRETARY |
- (1PT/28 HRSWK)
ADMISSIONS :
EVALUATOR/TESTING STUDENT OFFICE SEESE;:_:?Y ! L SECRETARY I
ADMINISTRATOR || ASSISTANT () GPT) — COUNSELORS
(7FT, 1PT)
ADMISSIONS I
| EVALUATOR ] DIRECTOR OF
@) STUDENT ACTIVITIES
ADMISSIONS SECRETARY | T
**] EVALUATOR/TESTING
ADM INISTRATOR (SLC) SENIOR
SECRETARY
ADMISSIONS
**| EVALUATORFBIPAFB ||'H  SECRETARY II
INTRAMURAL
(2FT)
COORDINATOR (PT)

IV-3.3.3

9/2009




OFF-CAMPUS PROGRAMS
Subchart - Academic and Student Services

VICE PRESIDENT FOR
ACADEMIC AND
STUDENT SERVICES

RECEPTIONIST

SECRETARY | (PT)

ASSOCIATE

VICE PRESIDENT FOR [—] EXECUTIVE

OFF-CAMPUSPROGRAMS SECRETARY
SECRETARY I1/ FACULTY

DIRECTOR OF SENIOR
FORT BRAGG & SECRETARY SPRING LAKE CAMPUS
POPE AFB OPERATIONS
ADMISSIONS ACCTS TECHNICIAN
RECORDS CLERK EVALUATOR BOOK STORE ASSISTANT f= COUNSELOR
(2PT) FINANCIAL SERVICES
COMPUTER LAB TECH TESTING
ADMINISTRATIVE SRVS = ADMINISTRATOR/
SECRETARY | (2PT) RECRUITER (1FT, 2PT) ADMISSIONSEVALUATOR
EVENING/WEEK END RECORDS
ADMISSIONS EVENING/WEEKEND SUPERVISOR (2 PT) -- CLERK
EVALUATOR (PT) SUPERVISOR
(BPT) :
| . RECRUITER
EVENING -~
EVENING (FORT BRAGG)
SECRETARY (2 PT) SECRETARY (PT)

FITNESS
LAB TECHNICIAN (PT)
CURRICULUM

SECURITY
ADMINISTRATIVE
SERVICES

CURRICULUM &
CONTINUING EDUCATION
FACULTY

IV-3.34

9/2008




ADMINISTRATIVE SERVICES

VICE PRESIDENT FOR EXECUTIVE
FOR SECRETARY
ADMINISTRATIVE SERVICES
DIRECTOR OF I DIRECTOR OF
MANAGEMENT INFORMATION FACILITIES
SERVICES I SERVICES
DIRECTOR OF I DIRECTOR OF PUBLIC
INSTITUTIONAL EFFECTIVENESS SAFETY AND SECURITY
AND ASSESSMENT I
PRINT SHOP DIRECTOR OF
SUPERVISOR CAPE FEAR
BOTANICAL GARDEN

1V-34 7/2008




CAPE FEAR BOTANICAL GARDEN
Subchart - Administrative Services

CAPE FEAR VICE PRESIDENT
BOTANICAL GARDEN FOR
BOARD OF DIRECTORS ADMINISTRATIVE
SERVICES

DIRECTOR OF
CAPE FEAR
BOTANICAL

GARDEN

PROGRAM GROUNDS GROUNDS
COORDINATOR SUPERVISOR SUPERVISOR
GROUNDS
TECHNICIAN

IV -341 12/2006




FACILITY SERVICES

Subchart - Administrative Services

VICE PRESIDENT
FOR
ADMINISTRATIVE
SERVICES
[
PLANT DIRECTOR SENIOR
OPERATIONS |H OF - SECRETARY
EACILITATOR FACILITY SERVICES
GROUNDS MAINTENANCE HOUSEKEEPING || ENVIRONMENTAL TELEPHONE SWITCHBOARD MAIL MAIL
MAINTENANCE SUPERVISOR SUPERVISOR SERVICE SYSTEM OPERATOR CLERK DISTRIBUTION
SUPERVISOR TECHNICIAN TECHNICIAN CLERK
[
HOUSEKEEPING
GROUNDSKEEPER SHIFT
MAINTENANCE LEADER
TECHNICIAN 111 I
GROUNDS
TECHNICIAN(S) HOUSEK EEPER(S)
MAINTENANCE
L TECHNICIAN (S)
10/2008

1V-34.2




MANAGEMENT INFORMATION SERVICES
Subchart - Administr ative Services

FOR

VICE PRES DENT FOR

ADMINISTRATIVE SERVICES

EXECUTIVE DIRECTOR OF
SECRETARY | IMANAGEMENT INFORMATION
SERVICES
[
[ [ [ |
MIS SYSTEMS APPLICATIONS NETWORK
SUPPORT ADMINISTRATOR DEVELOPMENT ADMINISTRATOR
MANAGER MANAGER
INSTRUCTIONAL COMPUTER SYSTEMS PROGRAMMER/ SENIOR
LABS SUPPORT ADMINISTRATOR ANALYST(S) || NETWORK
SUPERVISOR TECHNICIAN(S TECHNICIAN (FT 2) TECHNICIAN(S
(FT 3/PT 2) (FT 1/PT 2) (FT 2
NETWORK
INSTRUCTIONAL LAB COMMUNICATIONS

TECHNICIAN(S)
(FT 7/PT 10)

I

SECRETARY I1

COMPUTER

SPECIALIST (FT 1)

TRAINING —

1V-3.4.3

TECHNICIAN
(zero authorized presently)

11/2009




OFFICE OF INSTITUTIONAL EFFECTIVENESS AND
ASSESSMENT
Subchart - Administrative Services

VICE PRESIDENT
FOR

ADMINISTRATIVE SERVICES

SENIOR

DIRECTOR OF
INSTITUTIONAL EFFECTIVENESS
AND
ASSESSMENT
I SECRETARY |1
SECRETARY (FT1) | (FT 1)

DATA MANAGEMENT
TECHNICIAN (FT 1)

DATA MANAGEMENT
TECHNICIAN (FT 1)

IV -34.4

7/2009




PRINTSHOP
Subchart - Administrative Services

VICE PRESIDENT
FOR
ADMINISTRATIVE SERVICES

PRINT SHOP SUPERVISOR

Highspeed Copying Internal Control
PRINT SHOP PRINT TECHNICIAN I
TECHNICIAN I (2)

Typesetting Operations Printing Operations
ILLUSTRATOR/LAYOUT PRINT SHOP TECHNICIAN I
TECHNICIAN PRINT SHOP TECHNICIAN |

1V-34.5 12/2006




PUBLIC SAFETY AND SECURITY
Subchart - Administrative Services

VICE PRESIDENT

ADMINISTRATIVE SERVICES

DIRECTOR OF PUBLIC
SAFETY AND SECURITY

SECURITY

OPERATIONS OFFICER

(CAPTAIN)

RECORDSCLERK

I
1st SECURITY
SHIFT LEADER
(LIEUTENANT)

SECURITY SHIFT
SUPERVISOR
(SERGEANT)

2nd SECURITY
SHIFT LEADER
(LIEUTENANT)

SECURITY
OFFICER(S)

SECURITY SHIFT
SUPERVISOR
(SERGEANT)

I
3rd SECURITY
SHIFT LEADER
(LIEUTENANT)

SECURITY
OFFICER(S)

SECURITY SHIFT
SUPERVISOR
(SERGEANT)

1V-3.4.6

SECURITY
OFFICER(S)

12/2006




BUSINESS AND FINANCE

PRESIDENT

ADMINISTRATIVE VICE PRESIDENT FINANCIAL
ASSISTANT | FOR — ACCOUNTANT
BUSINESS AND FINANCE

AUXILIARY
SERVICES —
COORDINATOR

CONTROLLER

PROPERTY CONTROL DIRECTOR OF
AND SERVICES — BUDGETSAND
SUPERVISOR FINANCIAL SYSTEMS

1V-3.5

7/2008




Subchart - Business and Finance

VICE PRESIDENT
FOR
BUSINESS AND FINANCE

ACCOUNTING, PROCUREMENT, AND ACCOUNTSRECEIVABLE

CONTROLLER
[ I I 1
ACCOUNTING PROCUREMENT ACCOUNTS PAYROL L EMPLOYEE
MANAGER MANAGER RECEIVABLE SUPERVISOR BENEFITS
MANAGER SPECIALIST
SENIOR ACCOUNTS PURCHASING SENIOR SENIOR
TECHNICIAN-AP - TECHNICIAN - ACCOUNTS ACCOUNTS
) TECHNICIAN (1) TECHNICIAN (1)
ACCOUNTS ACCOUNTS ACCOUNTS ACCOUNTS
TECHNICIAN-AP |4 TECHNICIAN(S) - TECHNICIAN(S) TECHNICIAN(S)
(1) (2 (4 (2PT)

SENIOR ACCOUNTS
TECHNICIAN -
FA GRANTS (1)

ACCOUNTS
TECHNICIAN(S) -
SPONSORSH I PILOANS (2)

ACCOUNTS

OFF-CAMPUS (2)

L TECHNICIAN(S) -

IV-35.1

2/2009




AUXILIARY SERVICES
Subchart - Business and Finance

VICE PRESIDENT FOR
FOR
BUSINESS AND FINANCE

SERVICES

AUXILIARY
COORDINATOR

SUPERVISOR

BOOK STORE |

SENIOR
| BOOKSTORE
ASSISTANT(S)

| ASSISTANT(S)

BOOK STORE |

1V-3.5.2 2/2009




BUDGETSAND FINANCIAL SYSTEMS
Subchart - Business and Finance

VICE PRESIDENT
FOR
BUSINESS AND FINANCE

DIRECTOR OF BUDGETS
AND
FINANCIAL SYSTEMS

SENIOR ACCOUNTS FINANCIAL
TECHNICIAN - ACCOUNTANT
CONTRACTS & GRANTS

IV-3.5.3 2/2009




PROPERTY CONTROL AND SERVICES
Subchart - Business and Finance

VICE PRESIDENT
FOR
BUSINESS AND FINANCE

PROPERTY CONTROL
AND
SERVICES
SUPERVISOR

EQUIPMENT CONTROL WAREHOUSE
TECHNICIAN TECHNICIAN

IV-354 2/2009




HUMAN RESOURCES

VICE PRESIDENT EXECUTIVE
FOR — SECRETARY
HUMAN RESOURCES
I I
HUMAN RECORDS
RESOURCES CLERK
ANALYST

IV-3.6

3/2006




INSTITUTIONAL ADVANCEMENT

VICE PRESIDENT
FOR

INSTITUTIONAL ADVANCEMENT

ACCOUNTS
PUBLIC EXECUTIVE TECHNICIAN GRANT

RELATIONS SECRETARY (INSTITUTIONAL COORDINATOR
ASSISTANT ADVANCEMENT)

IV-3.7

7/2003




LEARNING TECHNOLOGIES

VICE PRESIDENT
FOR
LEARNING TECHNOLOGIES

EXECUTIVE
SECRETARY

LIBRARY MEDIA SUCCESS TECHNOL OGY INNOVATION EXECUTIVE DIRECTOR OF
SERVICES SERVICES CENTER AND APPLICATIONS ECONOM IC DEVEL OPMENT
DIRECTOR DIRECTOR DIRECTOR DIRECTOR AND EMERGING
TECHNOLOGIES
EDUCATIONAL SUCCESS CENTER INSTRUCTIONAL
LIBRARIANS TELEVISION FACILITATOR/ || DESIGNER
PROGRAMMING COORD. INSTRUCTORS
SENIOR
SECRETARY
SENIOR SENIOR MEDIA
LIBRARY PRODUCTION WEBMASTER
ASSISTANTS SPECIALIST
LIBRARY MEDI A DATA
ASSISTANTS PRODUCTION MANAGEMENT
SPECIALIST TECHNICIAN
SENIOR SENIOR
SECRETARY AUDIO-VISUAL SENIOR
TECHNICIAN SECRETARY
AUDIO-VISUAL
TECHNICIAN

1V-3.8

11/2009




LEGAL SERVICESAND RISK MANAGEMENT

VICE PRESIDENT EXECUTIVE
FOR LEGAL SERVICES — SECRETARY
AND RISK MANAGEMENT

V-39

8/2008




V-4 PRESIDENT

PRESIDENT






FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE

1V-4.1 President

vV-4.1.1 GENERAL SUMMARY STATEMENT

The President is the chief executive officer of the College and is responsible directly to the Board
of Trustees.

IV-4.1.2 SPECIFIC RESPONSIBILITIES:

Receives direct supervision from the Board of Trustees

Exercises direct supervision of the Executive Council and indirectly supervises all of the
College's employees.

1V-4.1.3 ESSENTIAL DUTIES - Duties may include, but are not limited to, the following:

Convey excellence and student success while motivating and supporting others in their efforts to
provide high quality and accessible programs and services to students.

Exemplify high administrative integrity, setting high standards for him/herself, accepts full
accountability, and demonstrates ethical, fair, honest leadership and exemplary personal
qualities.

Demonstrate strong communication and interpersonal skills with an ability to instill in others a
passion for the mission and a commitment to the core values, traditions and past successes of the
College.

Demonstrate sensitivity to and an appreciation of ethnic and cultural diversity with a record of
building consensus and reaching out to various and diverse stakeholders.

Understand and maintain the proper relationships between the Board of Trustees and the
President. Provide oversight of financial resource management and direct equitable and effective
allocation of resources.

Expand the resource base of the College by obtaining additional funding through the Foundation
and other alternative means.

Demonstrate innovative and creative leadership.

Expand the use of technology and other innovative tools as they relate to institutional
effectiveness, teaching, learning, student success, and economic and workforce development.



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE
President (Continued)

Willing to make tough decisions with a proven commitment to using the talents and skills of
faculty, staff, and other stakeholders in collaborative decision-making processes.

Is a visible leader who is approachable and accessible to constituents within the College and the
greater communities.

Works effectively with students, faculty, staff, and administration.

Maintain a balanced support for quality programs and services across the College in all programs
and all areas.

Champion the College's role in economic development and workforce preparation.

Serve as an articulate spokesperson for the College locally, statewide, nationally and
internationally.

Is politically astute with proven advocacy skills and a solid understanding of local, state and
national legislative processes.

Builds partnerships with business/industry, educational, military and other community agencies.

IV-4.1.4 QUALIFICATIONS

Degree - A Doctorate from an accredited institution.

Experience - A minimum of five years senior level administrative experience or the equivalent.



V-5 VICE PRESIDENTS

VICE PRESIDENTS






FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE

IV-5.1 Vice President for Academic and Student Seers

IV-5.1.1 DEFINITION

To plan, oversee, organize and direct the actsvitieall instructional (vocational, technical, geade
education, and extension) programs and supportiimgcincluding Curriculum Programs, Continuing
Education, Learning Resources, and Student Sergosissure that assigned functions fulfill applieab
Federal, State, and College academic goals andtolgjge; to select, supervise, train, evaluate avéxle
extension and student services personnel and assggaff; and to provide highly complex and
responsible staff assistance to the College Pnesatel Board of Trustees.

IV-5.1.2 SUPERVISION RECEIVED AND EXERCISED

Receives general administrative direction from@oiege President.
Exercises direct supervision over professionahnamal and clerical staff.

IV-5.1.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Develop, plan, implement and administer academicaaiministrative goals and objectives as well as
policies and procedures necessary to provide assigervices and functions to College departments,
programs, and services; approve new or modifieteBys policies and procedures.

Oversee the activities and operations of all cutdim related programs; ensure that operations theet
goals and objectives of the College and the nettleesstudent population.

Oversee the College’s accreditation and licenstwegsses for required programs and Southern
Association of Colleges and Schools (SACS).

Participate as a member of the College managereant; tprepare work programs, budget requests, and
periodic reports; research and prepare detaileatt®pn a variety of College management topics.

Coordinate transfer and non-transfer credit andaredit educational programs and activities withsth
of other College departments and programs, asasedutside agencies and organizations.

Provide staff assistance to the President and Bafafdustees; prepare and present staff reports and
other necessary correspondence.

Coordinate the administration and application ohtelogy delivery systems to integrate into the
educational and administrative programs.

Participate in the review and approval of specifass for new buildings, renovations, and leased
property and temporary facilities for assigned €gdl programs and activities.

Direct the curriculum, extension, and student sewireview process; review and approve new programs
and services, changes in existing programs andcesnand related resource allocations.



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE
Vice President for Academic and Student Servicg€ontinued)

Select, train, motivate, and evaluate academiensibn, and student services personnel and staff;
establish and monitor employee performance objestigrepare and present employee performance
reviews; provide or coordinate staff training; wavikh employees to correct deficiencies; implement
discipline procedures.

Direct the development and administration of thédai for assigned functions; direct the forecast of
additional funds needed for staffing, equipmentiemals and supplies; monitor and approve
expenditures; make midyear corrections.

Direct and serve on a variety of College commities task forces; research and develop
recommendations related to the academic and adnaitive affairs of the College.

Serve as liaison to Fayetteville area secondargastand institutions of higher learning regarding
facilities, academic programs, cooperative projeatsl other matters of mutual concern.

Supervise the enrollment reporting and accountgifiinction; evaluate productivity reports and ep
recommendations as needed.

Direct and oversee the strategic planning functighin Curriculum Programs, Continuing Education,
and Student Services; ensure conformity of programasactivities with long-range priorities, goalad
objectives of the College.

Maintain awareness in current developments in mamagt, higher education, and fields related to
assigned functions.

Represent the College at community and outsidenmgton functions.

Perform related duties as assigned.

IV-5.1.4 QUALIFICATIONS

IV-5.1.4.1 Knowledge of

Organizational and management practices as appliggk analysis and evaluation of
academic and administrative programs, policiesapetational needs.

Techniques of budget development and administration

Principles of supervision including employee tragand performance evaluation.
Curriculum and subject matter related to the asglg@reas of responsibility.
Principles and practices of college level acadeadiministration.

Methods and techniques of college level acadenagram and curriculum development
and evaluation.



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE
Vice President for Academic and Student Servicg€ontinued)

IV-5.1.4.2

Methods and techniques of faculty and student recemt and counseling.

Ability to:

Analyze problems, identify alternative solutiongjpct consequences of proposed
actions and implement recommendations in suppayoafs.

Gain cooperation through discussion and persuasion.
Select, supervise and evaluate academic and adratiie staff.
Develop, interpret and apply College policies, paaes, rules and regulations.

Prepare, analyze and implement appropriate recotatiens related to College
academic and administrative affairs.

Effectively direct the provision of academic ingtiion for the College.

Prepare and analyze administrative and statistqadrts, statements and
correspondence.

Effectively market College programs and recruitsiuts.
Counsel and advise students on a variety of acadamd administrative matters.

Maintain effective work relationships with membefghe community, the student
population, and College academic and administrasisé.

Communicate clearly and concisely, both orally amariting.

IV-5.1.4.3 Experience and Training Guidelines

Any combination of experience and training that iddikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and
abilities would be:

Experience

Five years of increasingly responsible academigiam administration and teaching
experience.

Training

A Master's degree in education or a related fimddhfan accredited college or university,
or equivalent.



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE

IV-5.2 Vice President for Administrative Services

IV-5.2.1 DEFINITION

To plan, direct, and review the activities and agiens of administrative services including managem
information services, institutional effectivenessl assessment, plant maintenance and operatidlts, ch
care center operations, print shop operationstysafel security, and short- and long-range facility
planning; to coordinate assigned activities witheotCollege operations and outside agencies; and to
provide highly responsible and complex administeatupport to the College President and Board of
Trustees.

IV-5.2.2 SUPERVISION RECEIVED AND EXERCISED

Receives general administrative direction from@oiege President.

Exercises direct and indirect supervision over ggsional, technical, maintenance and clerical.staff

IV-5.2.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Develop, plan, and implement departmental goalsodjekctives; recommend and administer policies
and procedures.

Coordinate assigned activities with those of ottegrartments, divisions, and outside organizatiows a
agencies; provide staff assistance to the CollegsitRent and other senior level administratorsedio
assigned areas of responsibility; prepare and ptesaff reports and other necessary correspondence

Direct, oversee and participate in the developroéttie work plan for plant operations; assign work
activities, projects and programs; monitor workafjaeview and evaluate work products, methods, and
procedures.

Supervise and participate in the development andrastration of the Plant Operations budget; direct
the forecast of funds needed for staffing, equipgmaaterials, and supplies; monitor and approve
expenditures; implement midyear adjustments asssacg.

Select, train, motivate, and evaluate personnelige for or coordinate staff training; work with
employees to correct deficiencies in performanoglément discipline and termination procedures.

Confer with and provide staff assistance and adwidggher level College staff regarding plant
operations and services; develop, prepare anémrescommendations and reports as requested.

Plan and schedule preventative maintenance; eeatust effectiveness of maintenance program;
prepare recommendations for improvement.
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Assume responsibility for short- and long-rangelifgglanning activities to ensure College needd a
objectives are met.

Coordinate facility new construction and renovasion
Coordinate the College Emergency Action Plan andguiures.

Supervise the negotiation and administration otremts with outside vendors and contractors; review
completed projects for contract compliance and tgl@opriate action to resolve differences.

Direct, oversee, and review the activities of thanslgement Information Services.

Direct, oversee, and review the activities of tHed® of Institutional Effectiveness and Assessment
Direct, oversee, and review the activities of thi@tFShop operations.

Direct, oversee, and review the activities of thmpus Safety and Security operations.

Direct, oversee, and review the activities of théldCCare Center.

Participate in and direct a wide variety of spepiajects and activities as assigned by the Preside
coordinate staff activities and tasks necessacptaplete project assignments.

Serve on a variety of committees and task foraesearch and develop recommendations related to
assigned activities.

Represent the College at community and outsidenmgton functions.

Perform related duties as assigned.

IV-5.2.4 QUALIFICATIONS

IV-5.2.4.1 Knowledge of

Organizational and management practices as appliggk analysis and evaluation of
programs, policies and operational needs.

Principles and practices of organization, admiat&in, and management.

Principles, practices, methods and techniques ydipal plant operations, maintenance,
repair and construction.

Building and safety codes and sanitary and healjhlations.

Methods and techniques of Management Informatiomi&es operations.



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE
Vice President for Administrative ServicegContinued)

Principles and practices of Institutional Effectiess and Assessment.

Applicable laws, statutes and administrative refijos affecting College operations,
activities, programs, policies and procedures.

Principles of training and performance evaluation.
Budgeting procedures and techniques.
Principles and practices of supervision and persbmanagement.

IV-5.2.4.2 Ability to:

Analyze problems, identify alternative solutiongyjpct consequences of proposed
actions and implement recommendations in suppayoafs.

Develop, install and maintain through subordinadf sound accounting and financial
reporting systems and procedures.

Prepare complex financial reports and analyses.

Effectively develop, implement and evaluate progrand strategies designed to create
and maintain a safe, functional, secure and ordadyity which can be operated in an
efficient and economical manner.

Compile and maintain accurate and complete reamdseports.

Prepare, analyze and implement appropriate recotatiens related to plant operations
and maintenance including short- and long-termiitacieeds.

Prepare and administer a budget.
Interpret and apply College policies, procedureles, and regulations.

Research, analyze and interpret legal issues]d#igis and regulatory decisions related
to College operations.

Train, supervise and evaluate assigned staff.
Communicate effectively, both orally and in writing
Gain cooperation through discussion and persuasion.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.
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IV-5.2.4.3 Experience and Training Guidelines

Any combination of experience and training that tedikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and
abilities would be:

Experience

Five years of general facility maintenance expeenwith at least three years of
administrative and supervisory experience.

Training

A Master's degree from an accredited college orarsity in business administration,
public administration, educational administrationa related field; or equivalent.
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IV-5.3 Vice President for Business and Finance

IV-5.3.1 DEFINITION

To plan, direct and review the financial and acdimgnactivities and operations of the College imihg
fiscal control and planning, budget accountingchasing, auxiliary services, property control sezsi
insurance, internal club audits, and health andipa&ttonal safety programs; to coordinate assigned
activities with other College departments and dvis; and to provide highly responsible and complex
administrative support to the President and Boéirastees.

IV-5.3.2 SUPERVISION RECEIVED AND EXERCISED

Receives general administrative direction from@oiege President.

Exercises direct and indirect supervision over ggsional, technical and clerical staff.

IV-5.3.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Develop, plan, implement and administer goals dnjdatives as well as policies and procedures rélate
to fiscal affairs; develop and implement new or ified programs, policies and procedures.

Direct, oversee and participate in the developroéttie department's work plan; assign work aceiti
projects and programs; monitor work flow; reviewdavaluate work products, methods and procedures.

Plan, organize, and direct the accounting actvitiethe College including general accounting, aot®
receivable, general receipts, payroll, accountsabley purchasing and budgeting.

Direct, oversee and review the activities of foedvie operations.

Direct, oversee, and review the activities of equépt control and inventory department.
Direct, oversee, and review the activities of bdoies operations.

Direct, oversee, and review club internal auditsalfege supported club activities.

Direct, oversee and review liability and occupatilosafety and health programs.

Direct, oversee, and review property and liabilitsurance matters.

Recommend changes in College policies pertaininiggiorance levels and insurance coverage.

Review, evaluate, and recommend improvements t€tiege's accounting and financial internal
control systems and procedures; coordinate anmug activities; prepare annual audit reports.
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Develop and implement long-range and operatiomalritial plans to support the planned development
of the College.

Coordinate and supervise the development of thaarbudget; ensure fiscal integrity of the College.
Coordinate assigned activities with those of ottegzartments, divisions, faculty and administrasitaf.

Provide staff assistance to the President; preqadepresent staff reports and other necessary
correspondence.

Prepare and present accounting and financial report
Participate in various meetings; provide finanaiédrmation to College managers and outside agencie

Direct the preparation of financial reports as regfliby law; prepare various financial reports and
analyses as requested by higher level management.

Confer with and provide staff assistance and adwdegher level College staff; develop, prepard an
present recommendations and reports as requested.

Supervise, train, motivate and evaluate assignef@gsional and administrative staff; establish and
monitor employee performance objectives; prepadceprasent employee performance reviews; provide
or coordinate staff training.

Oversee and coordinate the administrative operatidthin Business and Finance; monitor and evaluate
workload; develop and implement policies and procesl.

Perform related duties as assigned.

IV-5.3.4 QUALIFICATIONS

IV-5.3.4.1 Knowledge of

Principles and methods of financial administratigarticularly in the areas of
accounting, budgeting, payroll and cash management.

Organizational and management practices as appliggk analysis and evaluation of
programs, policies and operational needs.

Modern office practices, procedures, methods aundpetent including automated
accounting systems.

Laws regulating the financial administration ofaarenunity college.

Generally accepted accounting principles.
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Principles of supervision including employee tragiand performance evaluation.

IV-5.3.4.2 Ability to:

Develop and install sound accounting and finanm@&pbrting systems and procedures.

Analyze problems, identify alternative solutiongjpct consequences of proposed
actions and implement recommendations in suppayoafs.

Prepare complex accounting reports and analyses.
Operate standard office equipment including a PC.
Interpret and apply College policies, procedureles and regulations.

Maintain effective work relationships with outsideyanizations and College academic
and administrative staff.

Communicate clearly and concisely, both orally anariting.
Supervise, train and evaluate professional, teahaiad clerical staff.
Gain cooperation through discussion and persuasion.

IV-5.3.4.3 Experience and Training Guidelines

Any combination of experience and training that iddikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and
abilities would be:

Experience

Five years of progressively responsible experiem@zcounting and financial work
including at least three years in an administradging supervisory capacity.

Training

A Master's degree from an accredited college orarsity in accounting, business
administration, finance administration or a closelated field; or equivalent. CPA
preferred.
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IV-5.4 Vice President for Human Resources

IV-5.4.1 DEFINITION

To plan, organize and direct the College's humaaueses services program; to perform complex
professional human resources work in a varietyunfidin resources program areas including
classification, compensation, affirmative actiaguitment and selection; and to provide respoesibl
staff assistance to the College President relédieessigned area of responsibility.

IV-5.4.2 SUPERVISION RECEIVED AND EXERCISED

Receives general administrative direction from@oiege President.

Exercises direct supervision over assigned techpiofessional and/or clerical staff.

IV-5.4.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Plan, direct, coordinate and participate in thd€ga's human resources program including the afeas
classification, compensation, affirmative actiagnuitment and selection, professional developraedt
human resources records maintenance.

Recommend goals and objectives; assist in the dewaint of and implement policies and procedures.

Direct, oversee and participate in the developroétite human resources office work plan; assigrkwor
activities, projects and programs; monitor workafjaeview and evaluate work products, methods and
procedures.

Oversee and supervise the general internal opasatibthe Human Resources Office; ensure
maintenance of all records and files related tdhilv@an resources management function in accordance
with federal, state and local regulations.

Ensure confidentiality and security of informati@®velop filing and automated information storage
systems.

Supervise the processing of employee transactiaigding new hires, promotions, transfers and
terminations.

Plan and coordinate recruitment programs; deterhaiber market and length of recruitment; oversag an
participate in the preparation of job bulletins aadruitment information; determine and place
advertising in appropriate media, and review araluate applications.

Conduct salary surveys; analyze data and recommenket adjustments and alterations to internal
salary relationships.
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Develop, monitor and administer the budget for HurRasources Office.

Conduct fringe benefit surveys; analyze data; renenmd market adjustments and alterations to internal
salary relationships and to the quantity and qualitCollege benefits packages.

Conduct position classification analyses; perfootm audits and analyses of individual positionsssdes,
and series of classes; prepare and revise clasgicpgons.

Answer requests for information from employees, agament, outside agencies and the public; interpret
and explain human resources policies, procedur@grovisions to employees.

Assist in the automation of the College's humanuases systems; anticipate future applications.

Research and analyze data and information relatad/ariety of human resources related matters;
prepare and present reports and recommendations.

Select, supervise, train and evaluate human resstechnical and clerical staff.
Participate in complex, special projects as assigne

Perform related duties as assigned.

IV-5.4.4 QUALIFICATIONS

IV-5.4.4.1 Knowledge of

Fundamental principles and practices of human regswadministration.

Principles, methods and procedures utilized inuitment and selection, classification,
and salary and benefits administration.

Applicable federal, state, and local laws and raijoms.

Data processing systems related to human resoadoeisistration.
Statistical concepts and methods.

Modern office methods, procedures and practices.

Principles of supervision, training and performaaperaisal.

IV-5.4.4.2 Ability to:

Analyze problems, identify alternative solutiongjpct consequences of proposed
actions and implement recommendations in suppayoafs.
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Perform complex professional human resources work.

Interpret and apply College policies, procedureles and regulations.

Gain cooperation through discussion and persuasion.

Train, supervise and evaluate assigned staff.

Communicate clearly and concisely, both orally amariting.

Collect, compile, and analyze information and data.

Establish and maintain confidentiality in perforgiinuman resources activities.

IV-5.4.4.3 Experience and Training Guidelines

Any combination of experience and training that iddikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and
abilities would be:

Experience

Five years of increasingly responsible experiendauiman resources management or
administration including three years of supervisexperience.

Training

A Master's degree from an accredited college orarsity in educational administration,
human resources management or a closely related dieequivalent.
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IV-5.5 Vice President for Institutional Advancement

IV-5.5.1 DEFINITION

To plan, organize, coordinate and participate souece development, marketing, promotion, and publi
relations programs. Activities include grant wrgiand proposal development, research of available
funding sources and opportunities, and monitorimg) @valuation of grant projects and programs; to
coordinate resource development activities witleptivisions and Departments of the College; teser
as Executive Director of the Foundation; to prostiff assistance and support to the Foundation and
President; to supervise, direct and coordinatgthgrams and activities of the Alumni Associatido;
develop public relations and marketing plans Celegde; to coordinate the development and
production of College publications and promotidiitarature in all appropriate media; and to cooatkin
College public relations events.

IV-5.5.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the President.

Exercises direct supervision over assigned staff.

IV-5.5.3 ESSENTIAL DUTIES- Duties may include but are not limited to, tbédwing:

Plan, coordinate and organize resource developawtivities within the College and community.

Identify, lead, and participate in the developnahtesource development activities, and projects;
coordinate work activities, projects and programsnitor and evaluate resource development programs
and activities; review and evaluate work produetsthods, and procedures.

Research and identify governmental and institutitunading sources, programs, and opportunities
consistent with the goals and objectives of thdegel, advise senior level administrators, Foundatio
Members and the Board of Trustees of availableuress and funding requirements.

Coordinate and administer grant contracts with fegdources and organizations; prepare and submit
required reports.

Serve as Executive Director to the Foundation Boawdrdinate meetings; prepare status reports.

Coordinate fund raising efforts relative to yeaglying, leadership gifts, account management of
sponsors, marketing and communications to varionstituencies.

Serve as liaison between College alumni, Collegrimidtration, and Board of Trustees.

Represent the College at community and outsideniargtions, functions, and activities.
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Develop and implement a variety of promotional goblic relations activities, special events and
functions including publicity, advertising, and protional plans and strategies.

Conceptualize, plan, develop, and execute promaticenmpaigns based on market research and
demographic information supplied by the College antside sources; develop demographic information
to support College promotional efforts.

Develop, design and oversee the production of ptiomal materials (print and electronic) with
academic and administrative staff; provide advite assistance regarding publication and materials
development for all appropriate media.

Coordinate information released to the press aoddwast media; provide information and assistamce t
members of the press and broadcast media; prepareneleases; generate media coverage of College
events.

Serve as first point of public information duringampus emergency.

Provide information and assistance to memberseofiéimeral public, as well as various outside
institutions and organizations; develop and mam&dose working relationships with all public greup
and organizations which interface with the College.

Plan, coordinate, and administer the Ambassadgrano.

Perform related duties as assigned.

IV-5.5.4 QUALIFICATIONS

IV-5.5.4.1 Knowledge of

Principles and practices of grant program develagraad administration.

Research methods applied to the identificationadéptial funding sources and
opportunities, marketing or promotional campaigns.

Strategic planning and management related to farsthg, marketing and/or institutional
advancement.

Principles and practices of marketing, promotiod puablic relations.
Word processing techniques, publication technokgied computer applications.

IV-5.5.4.2 Ability to:

Organize, lead, direct, and implement a comprekensstitutional resource
development program.
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Solicit, write, prepare, submit, and monitor a gayiof funding proposals and grant
applications.

Organize and implement a comprehensive alumniioglsiprogram.

Analyze problems, identify alternative solutiongjpct consequences of proposed
actions, and recommend actions in support of guaksctives.

Assist in developing, implementing and evaluatingl relations, promotional, and
marketing goals, objectives, policies, proceduaes, outcomes.

Apply market research results to the developmesbahd and effective marketing
strategies.

Communicate clearly and concisely, both orally anariting.

IV-5.5.4.3 Experience and Training Guidelines

Any combination of experience and training that idqurovide the required knowledge
and abilities is qualifying. A typical way to olntahe knowledge and abilities would be:

Experience

Four years of increasingly responsible experiendend raising, leadership, budget
duties, grant writing/administration with experiena marketing, communications,
public relations, business, government, education, related field.

Training

A Master's degree from an accredited college orarsity or Bachelor's Degree with
combination of experiences related to the position.



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE

IV-5.6  Vice President for Learning Technologies

IV-5.6.1 DEFINITION

Provides leadership, integrative management, anedtitin for the College's shared learning inforovati
systems and distance learning, to include institutide strategic planning, budgeting for Learning
Technologies (LT), and coordination and integratiball college LT matters. Recommends LT policy
at the highest level. Serves as the College's Qldelinology Officer (CTO) on issues related to
administrative, student support, and academic legrsystems. Serves as a member of the President's
executive council.

IV-5.6.2 SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the Presiden

Exercises direct and indirect supervision over siipery, technical and clerical staff.

IV-5.6.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Provides institution-wide leadership and direciiothe management and operation of shared learning
technologies services across the College.

Leads and coordinates the development and implettientof integrated, strategic LT plans and poticie
for the College.

Leads, guides, and oversees the institutional ilegtechnologies budgeting process, and provides
leadership in cost and productivity analysis.

Integrates and coordinates the development of rmpteémentation LT programs across the College, to
achieve maximum institution-wide efficiencies apdergies; coordinates the identification and
prioritization of required LT initiatives among ti@ollege's various operating components.

Provides direction and leadership in the reviewraksent LT systems and methods, and in the
formulation of new and revised systems.

Maintains professional contacts with other collegegernal entities, equipment manufacturers, and
professional organizations concerning existing @exkloping information technologies.

Leads the planning and development of college-wstdategies for generating resources and/or revenues
for learning technologies.

Leads and guides the design, establishment, amitenaince of the organizational structure and sigffi
required to effectively accomplish the College'alg@nd objectives in learning technologies.
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Provides guidance and counsel to the Presidergtsuéxe council in the examination and definitidn o
objectives for existing and/or proposed learnirfgrimation systems and the design of improved

systems.

Maintains knowledge and understanding of curredt@eveloping learning information systems
technology, equipment, and systems.

Performs other job-related duties as assigned.

IV-5.6.4

QUALIFICATIONS

IV-5.6.4.1 Knowledge of

Knowledge and understanding of the current andldpieg strategic information
requirements of a community college.

Knowledge and understanding of the academic andnéstnative functions of a
community college.

Knowledge of current trends and developments iormétion technology.

Advanced working understanding of the informatieahinology environment of a
community college.

Knowledge of financial/business analysis techniques

IV-5.6.4.2 Ability to:

Strategic planning and advanced leadership skills.

Strong interpersonal and communication skills dredability to work effectively with a
wide range of constituencies in a diverse community

Skill in budget preparation and fiscal management.
Organizational planning and development skills.

Skill in organizing resources and establishing notiis.

Ability to identify and secure alternative fundingfenue sources.
Ability to direct multi-department technical andnaidistrative staff.

Ability to foster a cooperative work environment.
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Ability to provide strategic guidance and counsetollege personnel in the assessment
and development of existing and/or proposed systems

Ability to develop requests for and evaluate pr@p®# reference to leading-edge
information services technology.

Ability to communicate effectively, both orally amadwriting.

Ability to analyze problems, identify alternativelstions, project consequences of
proposed actions and implement recommendationsgpast of goals.

Ability to gain cooperation through discussion gquaisuasion.

Ability to establish and maintain effective workinglationships with those contacted in
the course of work.

Ability to communicate through the College's system

IV-5.6.4.3 Experience and Training Guidelines

Any combination of experience and training that ledikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and
abilities would be:

Experience

Five years of increasingly management responsitileeaperience in information,
technology, or business management in an acadetticg

Training

A Masters degree in Information System, Businessiidicstration or a related field.
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IV-5.7  Vice President for Legal Services and Risk Mgement

IV-5.7.1 DEFINITION

To oversee, organize and direct the legal andmiskagement affairs of the College to include laws
governing community colleges, employment, affirmataction, insurance, real estate issues, internal
auditing of fiscal, inventory and enroliment sysgeiimsurance, and health and occupational safety
programs; to ensure that assigned functions flfilllege goals and objectives; to supervise asdigne
staff; and to provide highly complex and resporesiBhal assistance to the College President anddBoa
of Trustees.

IV-5.7.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the College Predgidad Board of Trustees.

Exercises direct and indirect supervision overgasxi technical and clerical staff.

IV-5.7.3 ESSENTIAL DUTIES- Duties may include but are not limited to, tbédwing:

Provide the necessary comprehensive legal sewitteetCollege President and the Board of Trustees.

Provide staff assistance to the College Presidehtize Board of Trustees; prepare and present staff
reports and other necessary correspondence.

Participate in regular scheduled and special Bo&fidustee meetings.

Review, evaluate and recommend changes to Boalasy-

Oversee the policies and procedures pertainingsiarance bids and insurance coverage.
Review, evaluate and recommend changes in ColleliEgs.

Review, evaluate and recommend changes in routingacts.

Review and evaluate real estate contracts and ispfsa

Review and evaluate lease agreements.

Review and evaluate risk management and humannasoissues.

Oversee Employment and Affirmative Action Policasl Procedures.

Develop, plan, implement and administer administeagoals and objectives as well as policies and
procedures necessary to provide comprehensivenastagement services to College departments and
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programs; approve new or modified systems, poliaresprocedures.

Direct and coordinate risk management service aragrincluding internal auditing, insurance, ligkili
and occupational safety and health programs.

Oversee the activities and operations of assigeggonsibilities; ensure that operations meet tladsgo
and objectives of the College and the needs oétilndent population.

Identify, evaluate, control and minimize Collegedes of or damages to physical assets and losses
arising out of liability claims.

Establish programs to reduce losses.
Recommend changes in College policies pertainingsarance levels and insurance coverage.

Coordinate, direct, oversee and evaluate Collefggysprograms; prepare related reports and
documentation.

Participate as a member of the College manageraent; tprepare work programs, budget requests and
monthly reports; research and prepare detailedt®pa a variety of College management topics.

Coordinate assigned programs and activities witselof other College departments and programs as
well as outside agencies and organizations.

Select, train, motivate and evaluate assigned; gsfféiblish and monitor employee performance
objectives; prepare and present employee perforeng@wiews; provide or coordinate staff training;
work with employees to correct deficiencies; impégrndiscipline procedures.

Direct the development and administration of thédai for assigned functions; direct the forecast of
additional funds needed for staffing, equipmentiemals and supplies; monitor and approve
expenditures.

Serve on a variety of committees and task foreesearch and develop recommendations related to the
administrative affairs of the College.

Perform related duties as assigned.

IV-5.7.4 QUALIFICATIONS

IV-5.7.4.1 Knowledge of

Organizational and legal practices as appliedécatalysis and evaluation of programs,
policies and procedures.

Principles, practices, methods, and procedureseofelgal profession as it relates to
areas such as human resources, internal auditogyuating, and public finance.
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Requirements of contracts and various legal doctsnen

Laws governing the College as well as laws regugiuman resources and the financial
administration of community colleges.

Techniques of practicing law and related programs.

Evaluate and interpret college policies, regulajonles and procedures as well as
federal, state, and local industrial safety lawd procedures.

Prepare complex reports and analysis.

IV-5.7.4.2 Ability to:

Maintain effective work relationships with Statedd_ocal officials.
Maintain effective work relationships with Colle@eustees, staff, and faculty.

Analyze problems, identify alternate solutions,j@cb consequences of proposed actions
and implement recommendations in support of goals.

Provide professional advice, staff support, antirniezal assistance to the
President, Executive Council, and Board of Trustees

Gain cooperation through discussion and persuasion.

Prepare, analyze and implement appropriate recotatiens related to College
administrative affairs.

Interpret and apply College policies, procedureles and regulations.

Maintain effective work relationships with membefghe community, the student
population, and College academic and administrasisé.

Develop and implement a comprehensive internaltgadgram involving financial,
accounting, enrollment and inventory activitiegtod College.

Analyze, evaluate and modify safety methods andqutores.
Develop, interpret and apply College policies, paiaes, rules and regulations.

Develop, install and maintain sound and effectntennal control and accountability
systems.

Prepare complex reports and analyses.
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Select, supervise, train and evaluate assignedmeses
Communicate clearly and concisely, both orally amariting.

IV-5.7.4.3 Experience and Training Guidelines

Any combination of experience and training that tedikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and
abilities would be:

Experience

Five years of increasingly responsible professitegdl experience, preferably
associated with an educational institution.

Training

Juris Doctorate degree from an accredited collegawersity.
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IV-6.1  Associate Vice President for Continuing Eduitan

IV-6.1.1 DEFINITION

To plan, organize and direct the adult continuidgaation department within the Academic and Student
Services division including all academic, avocagioomccupational, practical skills and related woedit
programs and services of the College, both on #inthmpus; to ensure that assigned functions fulfil
Federal, State and College instructional goalsadojelctives; to supervise assigned staff; and teigeo
highly complex and responsible staff assistandbdd/ice President for Academic and Student Sesvice

IV-6.1.2 SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the Vicedfdent for Academic and Student Services.

Exercises direct and indirect supervision over ggsional, technical and clerical staff.

IV-6.1.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Develop, plan, implement and administer academicaaiministrative goals and objectives as well as
policies and procedures necessary to provide assigervices and functions to College continuing
education departments and programs; approve nenodified systems, policies and procedures.

Oversee the activities and operations of assignedibns; ensure that operations meet the goals and
objectives of the College and the needs of theestugopulation.

Participate in the development and administratioassigned budget; forecast funds needed for stpffi
equipment, materials and supplies; monitor and@ampsupply expenditures.

Confer with and provide staff assistance and adwidbe Vice President for Academic and Student
Services; develop, prepare and present recommendatind reports as requested.

Coordinate continuing education programs and dgvivith those of other College departments and
programs as well as outside agencies and orgamizati

Assist in the review and approval of specificatifmrsnew buildings, renovations, rental propertd an
temporary facilities for assigned College programd activities.

Direct the continuing education curriculum reviemgess; review and approve new programs, program
changes, new courses and related resource allosatio

Select, train, motivate and evaluate academic dndrastrative staff; establish and monitor employee
performance objectives; prepare and present enplpgdormance reviews; provide or coordinate staff
training; work with employees to correct deficieagiimplement discipline procedures.
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Associate Vice President for Continuing EducatiorfContinued)

Direct the development and administration of thédai for assigned functions; direct the forecast of
additional funds needed for staffing, equipmentiemals and supplies; monitor and approve
expenditures; make midyear corrections.

Direct and serve on a variety of College commities task forces; research and develop
recommendations related to the academic and adnaitive affairs of the College.

Supervise the enrollment reporting and accountgifiinction; evaluate productivity reports and ep
recommendations as needed.

Direct and oversee the strategic planning funa@hin Continuing Education; ensure conformance of
programs and activities with long-range prioritigeals and objectives of the College.

Maintain awareness in current developments in mamagt, higher education and fields related to
assigned functions.

Represent the College at community and outsidenmgton functions.

Perform related duties as assigned.

IV-6.1.4 QUALIFICATIONS

IV-6.1.4.1 Knowledge of

Organizational and management practices as appliggk analysis and evaluation of
academic and administrative programs, policiesap@tational needs.

Techniques of budget development and administration

Principles of supervision including employee tragiand performance evaluation.
Curriculum and subject matter related to the asglg@reas of responsibility.
Principles and practices of college level acadeadiministration.

Methods and techniques of college level acadenagram and curriculum development
and evaluation.

Methods and techniques of faculty and student recemt and counseling.

IV-6.1.4.2 Ability to:

Analyze problems, identify alternative solutiongyjpct consequences of proposed
actions and implement recommendations in suppayoafs.

Gain cooperation through discussion and persuasion.
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Associate Vice President for Continuing EducatiorfContinued)

Select, supervise and evaluate academic and adratiie staff.
Develop, interpret and apply College policies, paaes, rules and regulations.

Prepare, analyze and implement appropriate recotatiens related to College
academic and administrative affairs.

Effectively direct the provision of academic, ocatipnal, and avocational instruction
for the College.

Prepare and analyze administrative and statistqadrts, statements and
correspondence.

Effectively market College programs and recruitsiuts.
Counsel and advise students on a variety of acadamd administrative matters.

Maintain effective work relationships with membefghe community, the student
population, and College academic and administrasisé.

Communicate clearly and concisely, both orally amariting.

IV-6.1.4.3 Experience and Training Guidelines

Any combination of experience and training that iddikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and
abilities would be:

Experience

Five years of increasingly responsible academia@tional/technical program
administration and teaching experience.

Training

A Master's degree in education or a related fimddhfan accredited college or university;
or equivalent.
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IV-6.2  Associate Vice President for Curriculum Progms

IV-6.2.1 DEFINITION

To plan, organize and direct the faculty, instraél, curriculum and administrative activities loét
curriculum department of the Academic and StudemntiSes division, wherever, or however offered. To
ensure that curricular programs comply with Collegdards, policies and procedures; to supervise
academic and administrative staff; to coordinategaed activities with other College divisions and
departments; and to provide highly responsibld sigdistance to the Vice President for Academic and
Student Services.

IV-6.2.2 SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the Vicedfdent for Academic and Student Services.

Exercises direct and indirect supervision over agdd deans, department chairpersons, and
administrative staff.

IV-6.2.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Develop, plan, implement and administer academicaaministrative goals, objectives and procedures
necessary to provide for-credit curricular programd services to College students; develop or agpro
new or modified programs, systems, and proceduRezommend new policies, interpret and implement
existing curriculum policies.

Lead the curriculum department in the StrategiaRitag process. Review and approve the Strategic
Plan, all requests for personnel, equipment anititfeas. Ensure proper correlation between plamd a
requests, to include decision packages for eanh ite

Monitor, oversee and coordinate the developmenmaaidtenance of academic standards related to all
curricular courses and programs; ensure that smgfses and programs comply with College policies,
procedures, goals and objectives.

Ensure that programs comply with state, regionalational standards as applicable.

Develop, oversee and coordinate collaborative andce area agreements as necessary to provide
programs and services needed by students and epasloy

Participate in the development and administratioassigned budget; forecast funds needed for stpffi
equipment, materials and supplies; monitor and@ampexpenditures.

Assist in the review and approval of specificatifmsrenovations and new buildings for assigned
programs and activities.
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Associate Vice President for Curriculum ProgramgContinued)

Coordinate assigned activities with those of othstructional units, departments and outside agsnci
and organizations.

Direct the Self-Study process for each curriculuogpam seeking approval, reapproval, accreditation
reaccreditation.

Confer with and provide staff assistance and adwdle Vice President for Academic and Student
Services; develop, prepare and present recommendaind reports as requested.

Implement and monitor the Annual Program ReviewRABrocess. Ensure that appropriate
documentation is contained in each to support figsliand recommendations. Monitor responses to
recommendations and correlate APRs with the Stiai&gnning Process.

Supervise, train, motivate and evaluate acadend@dministrative staff; establish and monitor
employee performance objectives; prepare and presagpioyee performance reviews; provide or
coordinate staff training.

Develop, recommend and administer the Curriculuogfms division budget. Recommend additional
staffing and funding. Monitor and approve expemdis for all Curriculum Programs.

Counsel and advise both faculty and students ariaty of academic and administrative matters; ssse
student standing and needs; suggest alternativee®of action; settle student grievances.

Serve on a variety of committees and task foraesearch and develop recommendations related to both
the academic and administrative affairs of the €yl

Oversee and coordinate the operations of the cluricinstruction department; monitor and evaluate
workload; evaluate and recommend policies; devatupestablish procedures.

Participate in the marketing of the College to¢benmunity; make presentations to the community,
schools, and corporate contacts as appropriate.

Represent the College at community and outsidenmgton functions.

Perform related duties as assigned.

IV-6.2.4 QUALIFICATIONS

IV-6.2.4.1 Knowledge of

Organizational and management practices as appliggk analysis and evaluation of
academic programs, learning resources, policiepecational needs.

Curriculum and subject matter related to the asglg@reas of responsibility.

Principles and practices of college level acadeadiministration.
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Associate Vice President for Curriculum ProgramgContinued)

Methods and techniques of college level acadenagram and curriculum development
and evaluation.

Principles of supervision including employee traghand performance evaluation.
Methods and techniques of faculty and student recemt and counseling.
Principles of budget development and administration

IV-6.2.4.2 Ability to:

Analyze problems, identify alternative solutiongyjpct consequences of proposed
actions and implement recommendations in suppayoafs.

Gain cooperation through discussion and persuasion.
Supervise and evaluate academic and administrstaie
Interpret and apply College policies, procedureles and regulations.

Prepare, analyze and implement appropriate recotatiens related to College
academic and administrative affairs.

Effectively market College programs and recruitsiuts.
Counsel and advise students on a variety of acadamd administrative matters.

Maintain effective work relationships with membefghe community, the student
population, and College academic and administrasisé.

Communicate clearly and concisely, both orally amariting.

IV-6.2.4.3 Experience and Training Guidelines

Any combination of experience and training that iddikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and
abilities would be:

Experience

Five years of increasingly responsible experiend@dé development and administration
of academic programs in a college or universityirsgt
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Associate Vice President for Curriculum ProgramgContinued)

Training

A Master's degree in education or a related fimddhfan accredited college or university;
or equivalent.
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IV-6.3  Associate Vice President for Off-Campus Pragns

IV-6.3.1 DEFINITION

To provide staff assistance for the operation of, @xening and weekend classes conducted off-campus
To assist in planning, organizing and directingdhtvities relating to programs in curriculum, toning
education and student services. To provide resiplenadministrative support to the Vice President f
Academic and Student Services. The supervisotimatle responsibility is to create an atmosphere
conducive to learning for day, evening and weekafftdampus students.

IV-6.3.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Vice President for Aaract and Student Services.

May exercise supervision over professional andazéstaff.

IV-6.3.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Develop, plan, implement, and administer academilcaaministrative goals and objectives and proasiur
necessary to provide for programs in curriculantowing education and services to College stugents
develop or approve new or modified programs, systemd procedures to meet the needs and inteffests o
the community. Recommend new policies, interpret Bmplement existing curriculum and continuing
education policies.

Monitor Student Services operations including stiidecruitment, admissions, registration, records,
counseling, placement, student health serviceanéial aid, testing, veterans’ services, careegldgvnent,
and alumni affairs for off-campus classes.

Monitor, oversee, and coordinate the developmedtraaintenance of academic standards related to all
courses in curriculum and continuing educationuemthat such courses and programs comply witheGell
policies, procedures, goals and objectives.

Assist in the Strategic Planning process for offipas classes. Review and recommend for the Sitateg
Plan, all requests for personnel, equipment arititfes for off-campus classes. Ensure properealation
between plans and requests, to include decisidkegas for each item.

Interact with active duty military personnel, degents and retirees to identify programs and a@s/ivhich
meet the needs of students and are in compliartbeGuillege goals and objectives.

Provide student service programs to civil serviopeyees and other students enrolled in Colleggraras
and courses at area military installations.

Provide personal and academic counseling to mjliparsonnel and dependents enrolled in Ft. Bragg
programs; evaluate military training and experieimcaccordance with College guidelines; assessestud
standing and needs; suggest alternative coursasioh.
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Associate Vice President for Off-Campus ProgramgContinued)

Participate in overseeing and directing the conipiieand development of off-campus course schegdules
ensure that schedules provide optimal opporturfitiethe student population; report grades andntsas
requested.

Provide recommendations on credit and testing aidiemed by DANTES; ensure course content is
consistent with course offerings on campus and $4@IC.

Manage and oversee the off-campus petty cash &sstst the accounting staff in ensuring CollegeState
regulations are followed.

Coordinate and administer the Servicemembers OppitytCollege Associates Degree (SOCAD) program;
obtain advice and resources from Army for educatipnograms; submit applications and acquire tnitio
funds from Army.

Maintain liaison and effective relations with Army¥ Force Education Center counselors and personnel
Assist in registration.

Insure that off-campus facilities are open and ydadclass.

Intervene when problems occur, evaluate incideake tappropriate action, and submit necessary
reports/documentation.

Ensure that programs comply with state, regionalational standards as applicable.
Participate in the development and administrati@ssigned budgets for off-campus classes; forégzads
needed for staffing, equipment, materials and segpbr off-campus classes; monitor and approvelsup

expenditures.

Evaluate course delivery of off-campus classesasdre that distance learning courses meet higtiatds
of quality.

Interpret and analyze distance learning enrollrsgistics for off-campus classes; forecast digdearning
enrollment trends and plan accordingly for resosireeeded to meet projected enroliment growth fir of
campus classes.

Provide instructors with assistance in securingaisial aids, equipment and instructional material
Verify the time worked by all off-campus instrucdceind ensure the accuracy of all records and eport
submitted to the College; coordinate the employmeomtract processing and payroll time reporting fo
adjunct faculty.

Monitor Field Trips/Requests.

Communicate instructor tardiness/absenteeism tajpeopriate supervisor.
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Associate Vice President for Off-Campus ProgramgContinued)

Supervise, train, motivate, and evaluate assigmef; £stablish and monitor employee performance
objectives; prepare and present employee perforeng@wiews; provide or coordinate staff training.

Coordinate and provide staff supervision in theplag and conducting of off-campus students’ evabna
of faculty.

Confer with and provide administrative staff assise and advice to executive management staff on
administrative matters; develop, prepare and pteseommendations and reports as requested.

Coordinate assigned activities with those othetsydiepartments and outside agencies and orgamzati

Provide administrative assistance to staff; pro@si&@stance in researching and compiling informeeiod
reports for the Vice President for Academic andi8tu Services.

Develop, coordinate and participate in a varietypscial research and administrative projects; derapd
analyze data and prepare related recommendatichsepaorts for off-campus programs and services.

Direct curriculum and continuing education prograprejects, activities and events as directed.

Participate in the marketing of the College todbexmunity; make presentations to the communitypsish
and corporate contacts as appropriate.

Represent the College at community and outsidenmgton functions.

IV-6.3.4 QUALIFICATIONS

Organizational and management practices as applitte analysis and
evaluation of academic programs, learning resoupmaies and operational needs.

Subject matter related to the assigned areas jpbnsgility.
Principles and practices of college level acadeadiinistration.

Methods and techniques of college level acadenagram and curriculum development and
evaluation.

Principles of supervision including employee traghand performance evaluation.
Methods and techniques of faculty and student recent, retention, and counseling.

Principles of budget development and administration
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Associate Vice President for Off-Campus ProgramgContinued)

IV-6.3.4.1 Knowledge of

Organizational and management practices as apiplittee analysis and
evaluation of academic programs, learning resoypggies and operational needs.

Subject matter related to the assigned areas pbnegility.
Principles and practices of college level acadeadiministration.

Methods and techniques of college level acaderigram and curriculum development and
evaluation.

Principles of supervision including employee tragiand performance evaluation.
Methods and techniques of faculty and student recent, retention, and counseling.

Principles of budget development and administration

IV-6.3.4.2 Ability to:

Analyze problems, identify alternative solutionsjpct consequences of proposed actions
and implement recommendations in support of goals.

Gain cooperation through discussion and persuasion.
Supervise and evaluate academic and administrstaie
Interpret and apply College policies, procedureles and regulations.

Prepare, analyze and implement appropriate recotaiens related to College academic
and administrative affairs.

Effectively market College programs and recruitsiuts.
Counsel and advise students on a variety of acadamd administrative matters.

Maintain effective work relationships with membest the community, the student
population, and College academic and administrasisé.

Communicate clearly and concisely, both orally amariting.
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IV-6.3.4.3 Experience and Training Guidelines

Five years of increasingly responsible experiendbe development and administration of
academic programming in an educational setting.

Training

A Master’s degree in education or a related fietshf an accredited college or university;
or equivalent.



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE

IV-6.4 Associate Vice President for Student Services

IV-6.4.1 DEFINITION

To plan, organize and direct the Student Servicegrams and activities within the Academic and $tud
Services division including counseling, admissiomgistration and records, career center, placement
veterans services and financial aid; to ensureassigned functions fulfill applicable Federal,t8tand
College goals and objectives; to supervise assigiadil and to provide highly complex and respolessibaff
assistance to the Vice President for Academic ande®t Services.

IV-6.4.2 SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the Vicedfdent for Academic and Student Services.

Exercises direct and indirect supervision over ggsional, technical and clerical staff.

IV-6.4.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Develop, plan, implement and administer administeagoals and objectives as well as policies and
procedures necessary to provide assigned Student&e services and programs to students andhy ot
College departments and programs; approve new dified systems, policies and procedures.

Oversee the activities and operations of Studenti&ss; ensure that operations meet the goals and
objectives of the College and the needs of theestugopulation.

Direct and coordinate Student Services operatiocisiding student recruitment, admissions, regiistnat
records, counseling, placement, student healthicgsryvfinancial aid, testing, veterans serviceseara
development, and alumni affairs.

Coordinate assigned programs and activities witketof other College departments and programs las we
as outside agencies and organizations.

Provide staff assistance to the Vice PresidenAt@demic and Student Services; prepare and prsedht
reports and other necessary correspondence.

Select, train, motivate and evaluate administrasitadf; establish and monitor employee performance
objectives; prepare and present employee perforengviews; provide or coordinate staff training;riwo
with employees to correct deficiencies; implemeaatigline procedures.

Direct the development and administration of thedat for assigned functions; direct the forecast of
additional funds needed for staffing, equipmentiamals and supplies; monitor and approve experehtu
make midyear corrections.
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Counsel and advise students on a variety of acadamiadministrative matters; assess student sigaadd
needs; suggest alternative courses of action;vesblident grievances.

Direct and oversee student discipline; counselsitgiand faculty on disciplinary and behavioraléss rule
on student suspensions and expulsions.

Direct and serve on a variety of College commitee®btask forces; research and develop recommendati
related to the academic and administrative afafithie College.

Maintain awareness in current developments in memagt, higher education and fields related to assig
functions.

Represent the College at community and outsidenmgton functions.

Perform related duties as assigned.

IvV-6.4.4 QUALIFICATIONS

IV-6.4.4.1 Knowledge of

Organizational and management practices as apmid¢de analysis and evaluation of
programs, policies and operational needs.

Techniques of budget development and administration
Methods and techniques of student recruitment, ®eling, and placement.
Principles of supervision including employee tragiand performance evaluation.

Principles and practices of college level academinistration including research, funding
and resource development.

Principles and practices of career, academic asapdinary counseling.

IV-6.4.4.2 Ability to:

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Gain cooperation through discussion and persuasion.
Select, supervise and evaluate counseling and &traiive staff.
Develop, interpret and apply College policies, paaes, rules and regulations.

Prepare, analyze and implement appropriate recotaiens related to College affairs.
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Maintain effective work relationships with membest the community, the student
population, and College academic and administrasisé.

Communicate clearly and concisely, both orally andriting.
Prepare and analyze administrative and statiseqadrts, statements and correspondence.

IV-6.4.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and abilities
would be:

Experience
Five years of increasingly responsible administeaéixperience in an educational setting.
Training

A Master's degree in education or a related fimddhfan accredited college or university;
or equivalent.
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IV-6.5 Controller

IV-6.5.1 DEFINITION

To handle a wide variety of professional accountiagk to include receipts, expenditures and puriclyas
records; to coordinate external audits relatirfgnancial records, to coordinate assigned actisitiéh other
college departments, and to maintain sound intearatols and accounting procedures. The Contrbde
considerable latitude for independent judgment iwitthe framework of departmental policies and
procedures. The Controller provides highly resfidasand complex administrative support to the Vice
President for Business and Finance and acts ir pibthe Vice President of Business and Finandbah
person's absence.

IV-6.5.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Vice Presid@nBusiness and Finance.
Exercises supervision over professional, techraindl clerical staff.

IV-6.5.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Perform a variety of professional and technicabaoting duties in the preparation, maintenanceeviéw
of financial records and reports.

Coordinate external audits and serve as the Coliaigen.

Prepare annual financial reports, statements,@rtddtes as required by the Office of the Stateitbudnd
the Office of the State Controller.

Supervise, train, motivate, review and audit theknaf designated accounting staff in assigned afea
responsibility; establish work procedures and psses; recommend improvements as appropriate; égalua
assigned staff and prepare employee performanteawgy

Review and prepare budget transfers as authonizegare adjusting entries and balance.

Research and analyze specific problems relatifigamcial records.

Advise and inform other divisions and departmentaacounting policies and procedures; answer guesti
concerning assigned accounting activities. Padie in various meetings.

Maintain, reconcile and balance assighed accoumt$uands to the general ledger.

Maintain and initiate sound internal controls amgaunting procedures. Review and evaluate internal
controls for appropriate improvements at least afipu

Provide financial information to external agencies.

Provide staff assistance and coordinate trainimbcaoss training for designated accounting staff.
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Controller (Continued)

Perform related duties as assigned, serve on sdleommittees, and participate in planning acesiti

IV-6.5.4

QUALIFICATIONS

IV-6.5.4.1 Knowledge of

Generally accepted accounting and auditing priesigind procedures.
Applicable federal, state and local policies, prhaes, rules and regulations.
Modern office methods, practices and procedures.

Operational characteristics of a personal computiremote access and related peripheral
equipment.

Accounting and spreadsheet software applications.
Automated fiscal systems and applications.

IV-6.5.4.2 Ability to:

Apply accounting and auditing principles and praced.

Analyze data and draw sound conclusions.

Prepare clear, complete, and concise reports.

Communicate clearly and concisely, both orally anariting

Apply and administer the College's accounting pediand procedures.

Establish and maintain effective working relatiopshwith those contacted in the
performance of required duties.

IV-6.5.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicalwto obtain the knowledge and abilities
would be:

Experience

Five years of increasingly responsible experiemcéopming professional accounting work,
preferably in a community college setting.
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Controller (Continued)

Training

Completion of a Masters degree from an accredivddge or university with major course

work in accounting, finance, business administratiocompletion of a Bachelors degree
from an accredited college or university with magourse work in accounting, finance,

business administration, or a related field withAGeensure.
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IV-7.1  DeanAcademic)

IV-7.1.1 DEFINITION

To plan, organize and direct the faculty, curricnjinstructional, and administrative activitiesagfrogram
area within the Curriculum Instructional DivisiohAtademic and Student Services; to ensure thatcuer
programs comply with College standards, policiabmocedures; to supervise academic and admiriNgrat
staff; and to coordinate assigned activities witeo College divisions and departments.

IvV-7.1.2 SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the AssacMice President for Curriculum Programs.

Exercises direct and indirect supervision over agdad and administrative staff.

IV-7.1.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Develop, plan, implement and administer goals, abjes and procedures necessary to provide foritcred
curricular programs and services to College stugjeiévelop or approve new or modified programs,
systems, and procedures.

Monitor, oversee and coordinate the developmentraaithitenance of academic standards related to all
curricular courses and programs; ensure that saatses and programs comply with College policies,
procedures, goals and objectives.

Participate in the development and administratibassigned budget; forecast funds needed for stgffi
equipment, materials and supplies; monitor and@ampsupply expenditures.

Coordinate assigned activities with those of othstructional units, departments and outside agsrend
organizations.

Confer with and provide staff assistance and adwidbe Associate Vice President; develop, prepacke
present recommendations and reports as requested.

Supervise, train, motivate and evaluate acadend@dministrative staff; establish and monitor ergpko
performance objectives; prepare and present emplpggormance reviews; provide or coordinate staff
training.

Counsel and advise both faculty and students ariaty of academic and administrative matters; ssse
student standing and needs; suggest alternativeemof action; settle student grievances.

Serve on a variety of committees and task forassgarch and develop recommendations related tdtmoth
academic and administrative affairs of the College.
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Oversee and coordinate the operations of the clurt instruction department; monitor and evaluate
workload; evaluate policies and procedures.

Participate in the marketing of academic programiké community; make presentations to the commyunit
local schools, and corporate contacts.

Represent the College at community and outsidentzgton functions.

Perform related duties as assigned.

IvV-7.1.4

QUALIFICATIONS

IvV-7.1.4.1 Knowledge of

Organizational and management practices as apfdiede analysis and evaluation of
academic programs, policies and operational needs.

Curriculum and subject matter related to the asglg@reas of responsibility.
Principles and practices of college level acadeadiministration.

Methods and techniques of college level acaderogrpm and curriculum development and
evaluation.

Principles of supervision including employee tragiand performance evaluation.
Methods and techniques of faculty and student recemt and counseling.
Principles of budget development and administration

IV-7.1.4.2 Ability to:

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Gain cooperation through discussion and persuasion.
Supervise and evaluate academic and administrstafe
Interpret and apply College policies, procedureles and regulations.

Prepare, analyze and implement appropriate recotatiens related to College academic
and administrative affairs.

Effectively market College programs and recruitsiuts.
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Academic Dean(Continued)

Counsel and advise students on a variety of academd administrative matters.

Maintain effective work relationships with membest the community, the student
population, and College academic and administrasisé.

Communicate clearly and concisely, both orally anariting.

IV-7.1.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Four years of increasingly responsible experientlee development and administration of
academic programs in a college or university sgttin

Training

A Master's degree from an accredited college orarsity, or equivalent.
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IV-7.2  Dean of Enrollment Management

IvV-7.2.1 DEFINITION

To plan, organize and direct the enrollment managgnactivities of the College; to coordinate the
integration of student services and academic progr#éo supervise professional and administratiséf;st

to coordinate assigned activities with other Cdlatjvisions and departments; and be responsible for
implementing new enroliment initiatives.

IvV-7.2.2 SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the AssaMice President for Student Services.

Exercises direct and indirect supervision over aitiative, professional, technical and clericaffst

IV-7.2.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Develop, plan, implement and administer goals,abjes and procedures necessary to provide recenitm
and enrollment contacts to high school studentstlamdeneral adult population; develop or apprae n
or modified enrollment data necessary for approgrinanagers; develop or approve new or modified
programs, policies and procedures related to admissand registration and records.

Monitor, oversee and coordinate the developmentraaititenance of College enrollment activities and
operations related to admissions and registratimhracords; interpret and apply College admiss#nts
registration policies, rules and regulations; eestandards comply with College policies, statesland
applicable federal regulations.

Prepare appropriate reports; analyzes and evalatssiment and retention data; projects student
enrollment and retention figures to be used inatiia decision-making.

Develop, maintains, and enhances partnerships bataed among student services staff, faculty,
instructional staff and administration.

Participate in maintaining a student and learnatered philosophy and the focus of student services
initiatives on successful student outcomes inclgdienrollment, program selection, retention, geditun,
placement and transfer success.

Participate in the development and administratibassigned budget; forecast funds needed for stgffi
equipment, materials and supplies; monitor and@ampsupply expenditures.

Confer with and provide staff assistance and adwidbe Associate Vice President; develop, prepacke
present recommendations and reports as requested.
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Dean of Enroliment Management(Continued)

Supervise, train, motivate and evaluate professarhadministrative staff; establish and monitapkoyee
performance objectives; prepare and present emplpggormance reviews; provide or coordinate staff
training; work with employees to correct deficiessi

Counsel and advise staff and students on a vasiegnrollment and administrative matters to include
admission requirements, program requirements amdrémsfer of credit from other institutions; asses
student standing and needs; suggest alternativse®of action; resolve student appeals and greagn
related to admissions and registration and records.

Coordinate and serve on a variety of committeedasidforces, to include but not limited to the &hions
standards, enrollment management and registrabonmittees; research and develop recommendations
related to recruitment, admissions, registratioth r@atention.

Oversee and coordinate the operations of curricaldmissions and registration and records; monitdr a
evaluate workload; evaluate policies and procedures

Participate in the marketing of academic programtbé community; make presentations to the commyunit
local schools, and corporate contacts; assist énidlentification of prospective student populations
coordinate targeted and generalized student reweunit activities.

Represent the College at community and outsidenmzgton functions.

Perform related duties as assigned.

IV-7.2.4 QUALIFICATIONS

IvV-7.2.4.1 Knowledge of

Organizational and management practices as apfdiede analysis and evaluation of
enroliment data.

Administrative and policy matters related to theigised areas of responsibility.
Modern office procedures, methods, and equipmetiding automated data processing.

Methods and techniques of program marketing, cellegel enrollment management and
evaluation.

Principles of supervision including employee tragiand performance evaluation.

Principles of budget development and administration
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Dean of Enroliment Management(Continued)

IV-7.2.4.2 Ability to:

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Gain cooperation through discussion and persuasion.
Supervise and evaluate professional and administrstaff.
Interpret and apply College policies, procedureles and regulations.

Prepare, analyze and implement appropriate recontetiens related to College enroliment
and student services.

Organize and direct a comprehensive community studecruitment and admissions
program.

Effectively market College programs and recruitstuts; oversee adequate availability of
recruitment materials.

Counsel and advise students on a variety of enesitpdisciplinary and administrative
matters.

Facilitate a quality customer service orientation.

Maintain effective work relationships with membess the community, the student
population, and College academic and administrasisé.

Communicate clearly and concisely, both orally amariting.

Prepare and analyze administrative and statisteq@brts; maintain benchmark data on
enrollment.

IV-7.2.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Three years of increasingly responsible experiégméige development and administration
of academic programs or student services in ag®lbe university setting.
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Dean of Enroliment Management(Continued)

Training

A Master's degree from an accredited college orarsity, or equivalent.
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IV-7.3 Director of Admissions

IV-7.3.1 DEFINITION

To plan, organize and direct the operations ofXbkege admissions and recruitment office; to eatdwall
applications for health-related programs of thelé€d; to provide highly responsible academic and
administrative staff support to the Associate \Rcesident for Student Services; and to coordirsdigyaed
activities with other College departments.

IV-7.3.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Associate Wpesident for Student Services.

Exercises direct supervision over professional@dedcal staff.

IV-7.3.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Lead and participate in the development, plannimgplementation and administration of goals and
objectives as well as policies and proceduresaéltd student recruitment and admissions; deveatop a
recommend new or modified programs, policies amdgulures.

Monitor, oversee and coordinate student admissaodsrecruitment activities and processes; ensate th
such activities comply with College policies, prdaees, goals and objectives.

Maintain collection of school catalogs, course dgsions and general educational information fgslagant
and student use.

Supervise, train, motivate and evaluate assigneff; ststablish and monitor employee performance
objectives; prepare and present employee perforenaviews; provide or coordinate staff training.

Counsel and advise applicants on a variety of anadand administrative matters; assess prospective
student standing and needs; suggest alternativeemof action.

Review and evaluate applications for health-relgteagrams; determine applicant eligibility; ensure
admissions standards and criteria are met.

Interpret and apply college admissions policieesand regulations; ensure compliance with pobtate
law, and applicable federal regulations pertairimgdmissions and disclosure of applicant infororati

Coordinate assigned administrative activities Withse of other instructional units, departmentsansdide
agencies and organizations.

Advise prospective and current students in areasadrhission requirements, individual program
requirements, admission status and the transferedit from other institutions.
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Director of Admissions(Continued)

Serve as a member of the College admissions coaenitt

Assist in the identification of prospective studpapulations; coordinate targeted and generalizetest
recruitment activities.

Develop and serve on a variety of ad hoc commitiedgask forces; research and develop recommendati
related to the administrative affairs of the demerit.

Participate in the marketing of College prograresruit students; make presentations to outsideactsit

Represent the College at community and outside nazgion functions including career fairs and

conferences.

Supervise, train, and evaluate admissions andite@nt staff.

Perform related duties as assigned.

IV-7.3.4

QUALIFICATIONS

IV-7.3.4.1 Knowledge of

Admissions requirements, process and procedures.
Curriculum and subject matter of College instrugéibprograms and services.

Principles, practices, and methods of educatiomalgnam marketing and student
recruitment.

Principles of supervision including employee tragiand performance evaluation.
College organization, including policy and procedwuevelopment.
Applicable laws, rules, regulations, and procedures

Modern office procedures, methods, and equipmeahtding automated data processing
equipment.

IV-7.3.4.2 Ability to:

Organize and direct a comprehensive student recenitand admissions program consistent
with applicable laws, rules, and regulations.

Evaluate applicant credentials and make sound jedtgron academic proficiency.
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Director of Admissions(Continued)

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Gain cooperation through discussion and persuasion.
Supervise, train, and evaluate staff.

Prepare, analyze and implement appropriate recotamiens related to College admissions
and recruitment policies.

Effectively market College programs and recruitsiuts.
Interpret and apply College policies, procedureles and regulations.

Counsel and advise applicants and students onietyaf academic and administrative
matters.

Maintain effective work relationships with membest the community, the student
population, and College academic and administrasisé.

Communicate clearly and concisely, both orally amariting.

IV-7.3.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Four years of increasingly responsible experiendche development and supervision of a
college level admissions and/or recruitment program

Training

A Master's degree from an accredited college orarsity, or equivalent.
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IV-7.4  Director of Basic Skills Programs

IV-7.4.1 DEFINITION

To plan, organize, develop, direct, implement, suge, train and evaluate the academic and support
services of the Basic Skills and Human Resourcegbpment Programs. To provide highly responsible
academic and administrative duties and provide @tigp the Associate Vice President for Continuing
Education. To coordinate Basic Skills Educationl #iuman Resources Programs with other college
departments. To maintain each program operatiohimwthe guidelines, policies and procedures of the
Department of Community Colleges and Fayettevikbelinical Community College.

IV-7.4.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Associate Wpesident for Continuing Education.

Exercises direct supervision over administratiugport and instructional staff.

IV-7.4.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Direct, coordinate, organize, plan, evaluate amtindtrative programs to assure fulfillment of gnal
objectives, and effectiveness of all services tedi

Supervise, train, evaluate, provide support, prenpatrsonal, professional and educational growtlto
program personnel.

Participate in monitoring, overseeing, and diragtihe development of Work Place Preparedness,
educational courses, curriculum assessment toalstamcourse and class schedules that providenabti
opportunities for the student population and coeglvith college policies, procedures, goals anelaibijes.

Participate in academic and guidance counselirgjuafents and make recommendations for suspending
disruptive students.

Confer with and provide staff with the disseminatiand interpretation of administrative policies and
regulations related to programs and college.

Participate in the development and administratigorogram budgets; forecast and recommend addltiona
funds needed for staffing and equipment; coordimataitor and recommend approval of expenditures fo
textbooks, instructional materials and program sapp

Participate in informing and coordinating programevices with business and industry, public sesyicther
agencies, and other programs and departments.
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Director of Basic Skills Programs(Continued)

Participate in the developing, writing and implertation of grants; monitor grant activities and nesio
ensure appropriate allocation of expenditures.

Direct, coordinate, organize, and plan annuallyXtielt High School and General Education Developimen
graduation exercise.

Participate, direct, and oversee the preparatitdmeoAdult High School Affiliation Agreement withe local
board of education agency; monitor program to ensgperation within the criteria adopted by the &tat
Board of Education.

Participate in the planning, developing and impletagon annually of a marketing, recruitment, réitam
and tracking plan for all assigned programs.

Oversee, direct and monitor the development oftpdimaterials related to all program areas.
Participate, direct, and oversee the preparatioacclirate reports, records, statistical reportgjuah
Program Audit, Strategic Plan, Annual Data Repaits, the Annual Basic Skills Program Application an

Plan.

Participate in recruiting and recommending the @ymplkent of all persons for employment in assigned
program areas.

Represent the college at community, regional, staté national functions and occasionally make
presentations for programs areas.

Serve on a variety of local and state ad hoc coteastand task forces for research and recommendatio
related to programs.

Coordinate building activities for gaining greatasée of space for all assigned offices and classes.
Review for approving and disapproving all contratitse sheets, work verification forms, work ordetass
field trips, class attendance rosters, professisealice agreements, travel, purchase orders, e |

requests.

Participate in overseeing and directing changirggizational structure, policy and training progsaim
meet the changing demands of the work place abdtter serve the community.

Report and perform duties assigned by the Assovia President for Continuing Education.

IV-7.4.4 QUALIFICATIONS

IV-7.4.4.1 Knowledge of

Organizational and management practices as apfdiede analysis and evaluation of
programs, policies and operational needs.
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Director of Basic Skills Programs(Continued)

Curriculum and subject matter related to the asglg@rea of responsibility.

Principles and practices of college level acadeadiministration.

Methods and techniques of academic program anttalum development and evaluation.
Principles of supervision including employee tragiand performance evaluation.
College organization, including policy and procedwevelopment.

Methods and techniques of student counseling.

Principles of budget development and administration

IV-7.4.4.2 Ability to:

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Gain cooperation through discussion and persuasion.
Supervise and evaluate academic and administrstaie

Prepare, analyze and implement appropriate recotatiens related to College academic
and administrative affairs.

Effectively market College programs and recruittjizne faculty.
Interpret and apply College policies, procedureles and regulations.
Counsel and advise students on a variety of acadamd administrative matters.

Maintain effective work relationships with membest the community, the student
population, and College academic and administrasisé.

Communicate clearly and concisely, both orally amariting.

IV-7.4.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE
Director of Basic Skills Programs(Continued)

Experience

Four years of increasingly responsible experientlee development and administration of
academic programs in a college or university sgiticluding specific experience directly
related to the assigned area of responsibility.

Training

A Master's degree from an accredited college orarsity in a field directly related to the
assigned area of responsibility, or equivalent.



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE

IV-7.5  Director of Budgets and Financial Systems

IV-7.5.1 DEFINITION

To perform professional and technical financiavems work in a variety of areas to include finahci
accounting, budget, bookstore operation, food sergiccounting, purchasing and provide responsible
administrative assistance to the Vice PresiderBfisiness and Finance. To support staff in usemifputer
systems to include assisting and/or training irfiaincial software packages and writing minor paogs

for data extraction.

IV-7.5.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Vice President for Bass and Finance.

Exercises functional and direct supervision ovehhical and professional staff.

IV-7.5.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Prepare monthly and annual accounting and finanefedrts.

Prepare analysis and research specific problems.

Review cash receipts and disbursements for spédifieounts and perform cash counts periodically.
Review and verify purchase requests to specifind$and ensure State and Federal guidelines se/éal.

Review bookstore and food service operations, iietivand personnel and recommend improvements and
modifications, to include the monthly statemenbpérations.

Oversee cash management for College.
Prepare state budget revisions and journal entries.

Collect financial data, prepare surveys and coatdidata with the Office of Institutional Effectiess and
Assessment and Office of the Vice President forifigass and Finance.

Prepare invoices for payment for construction mig@nd forms 2-16 and 2-17 for NCCCS.

Assist and/or train professional and technicalf stafise of the computer to include all financiaftevare.
Write minor programs to allow for retrieval of fimneial data and for correction of computer problems.
Support computer needs during registration.

Recommend computer enhancements.
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Director of Budgets and Financial SystemgContinued)

Assist in year-end close out of financial records.

Supervise, train, motivate and evaluate assignaff; ststablish and monitor employee performance
objectives; prepare and present employee perforeng@wiews; provide or coordinate staff training.

Review and recommend improvements to the Collegesunting and financial internal control systents a

procedures.

Provide support to the Vice President for Busirees$ Finance related to assigned areas of resphiysibi

Perform related duties as assigned.

IV-7.5.4

QUALIFICATIONS

IV-7.5.4.1 Knowledge of

Principles and methods of financial administratiotine areas of accounting, budgeting and
cash management.

Modern office practices, procedures, methods andipetent including automated
accounting systems.

Laws regulating the financial administration ofaarenunity college.
Generally accepted accounting principles.

System maintenance principles required to supperfihancial software.
Query language concepts for extracting informatrom databases.

IV-7.5.4.2 Ability to:

Analyze problems, identify alternative solutionsl@anplement recommendations in support
of goals.

Prepare complex accounting reports and analysis.
Analyze hardware and software needs and solve gmubthat arise.

Read, interpret and apply complex rules, regulatianuals and other publications needed
for preparing surveys.

Maintain effective work relationship with outsideganizations and college staff and
faculty.
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Director of Budgets and Financial SystemgContinued)

Communicate clearly and concisely, both orally amdriting.

IV-7.5.4.3 Experience and Training guidelines:

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and abilities
would be:

Experience

Four years of experience in financial and/or corapaystem administration.

Training

A Bachelor's degree in finance, accounting, busiagsninistration or closely related field
with advanced training in computers; or equivalent.
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IV-7.6  Director of Cape Fear Botanical Garden

IV-7.6.1 DEFINITION

To plan, direct, and review the activities and agiens of the Botanical Garden. Activities andragiens
include garden planning, design, development aridtevaance, facility planning and development, facil
maintenance, vehicle maintenance, telephone opesticoordinating assigned activities with other
Departments, Divisions, and outside agencies.dtitian, serve as Executive Director to the CaparFe
Botanical Garden (CFBG) Board, as well as repretenBotanical Garden and the College at community
and outside organizations, functions and activitiesovide responsible administrative support eo\tice
President for Administrative Services.

IV-7.6.2 SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the Vicedident for Administrative Services, from the Presid
of the CFBG Board of Directors.

Exercises direct and indirect supervision over pizitional staff and volunteers.

IV-7.6.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Serve as Executive Director to the Cape Fear Botd@arden Board.

Represent the Botanical Garden and the Collegeratnunity and outside organizations, functions and
activities.

Develop, plan, implement and administer goals djdaives as well as policies and procedures reliate
garden operations and related activities of thetieldture Department; develop and implement new or
modified programs, policies, and procedures.

Direct, oversee, and participate in the developrotiite garden’s work; assign work activities,jpobs and
programs, monitor workflow; review and evaluaterkvproducts, methods, and procedures.

Coordinate, administer, and oversee new constiuatid major renovation projects with outside cattnes.
Prepare bid specifications as required.

Negotiate and administer contracts with outsidedees and contractors, review completed projects for
contract compliance, and take appropriate actiaedolve differences.

Coordinate garden activities with FTCC Horticultirechnology and with those of other departments,
divisions, and outside organizations and agenciesovide staff assistance to the Vice President for
Administrative Services, other supervisors and adstrators, prepare and present staff reports #mat o
necessary correspondence.
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Develop and administer the Botanical Garden budggtjcipate in the forecast of funds neededtfiag,
equipment, materials, and supplies; monitor exgenes, request midyear adjustments as necessary.

Participate in the selection, training, motivatiamd evaluation of personnel. Provide staff tragnior
employees to correct deficiencies in performankteplement discipline and termination procedures as
required.

Confer with and provide staff assistance and adeibegher level College staff regarding garderrapens
and services, and the interface of garden opeatiod curricular activities.

Develop, prepare, and present recommendationsegadts as required.
Assist staff in preparing garden for special events

Perform related duties as assigned.

IV-7.6.4 QUALIFICATIONS

IV-7.6.4.1 Knowledge of

Principles, practices, methods and techniques taBoal Garden operations, maintenance,
repair, and construction.

Organizational and management practices as apfdiede analysis and evaluation of
programs, policies, and operational needs.

Principles and practices of organization, admiatgtn, training and personnel management.
Building and safety codes and sanitary and healjhlations.

English usage, grammar, spelling, and punctuation.

Budgeting procedures and techniques.

IV-7.6.4.2 Ability to:

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Coordinate the operations of the Botanical Gardéh the curricular needs of FTCC
Horticulture Technology students and faculty.

Assist in the negotiation and administration oftcacts with outside services vendors.
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Effectively develop, implement, and evaluate praggand strategies designed to create and
maintain an esthetically pleasing, educationak dainctional, secure, and orderly garden
that can be operated in an efficient and economneainer.

Compile and maintain accurate and complete reamdseports.

Prepare, analyze, and implement appropriate recomhatens related to garden operations
and maintenance.

Assist in the preparation and administration otiddet.
Interpret and apply policies, procedures, ruled, r@gulations.
Train, supervise, and evaluate assigned staff.
Communicate effectively both orally and in writing.

Gain cooperation through discussion and persuasion.

Establish and maintain effective working relatiopstwith those contacted in the course
of work.

Communicate and network with individuals and orgations.

IV-7.6.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience
Three years of administrative and supervisory gpee.
Training

A Master's degree from an accredited college owarsity in Agriculture, Botany,
Landscape Architecture, Horticulture or relatedifie
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IV-7.7  Director of Community Services/Occupationalxtension
Education (Director of Instructional Programs)

IV-7.7.1 DEFINITION

To plan, organize and direct the academic and adtrative activities of continuing education progsa
both on and off campus; to provide highly respolesdcademic and administrative staff support to the
Associate Vice President for Continuing Educataon to coordinate assigned activities with othdtege
divisions and departments.

IV-7.7.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Associate Wpesident for Continuing Education.

Exercises direct supervision over instructional adchinistrative staff.

IV-7.7.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Participate in the development, planning, impleragoh and administration of goals and objectivesels
as policies and procedures related to providingsoimg education programs; develop and recommemnd n
or modified programs, courses, policies and promsito meet the needs and interests of the comynunit

Monitor, oversee and coordinate the developmertimimunity services and occupational extension esurs
and programs; ensure that such courses and progangy with College policies, procedures, goald an
objectives.

Prepare schedule for registration of classes asidtagith the registration on and off campus.

Visit and verify classes in accordance with thel& Accountability Plan.

Develop, review, recommend for approval and morteruse of course outlines, materials and texthook
maintain currency on instructional techniques aredhods.

Supervise, train, motivate and evaluate assignedltiaand staff; prepare recommendations for fgcult
recruitment; select part-time faculty; establisd amonitor employee performance objectives; preparck
present employee performance reviews; provide ordinate staff training.

Recruit, train, supervise and evaluate center sigmes and security personnel for both on and affipus
programs.

Coordinate with public school administration foeus the schools, equipment; prepare rental cotstfac
classrooms; monitor use of schools and ensureXbidédége complies with contract.
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Director of Community Services/Occupational Extensin Education (Director of Instructional
Programs) (Continued)

Counsel and advise students on a variety of academdiadministrative matters; assess student siguadd
needs; suggest alternative courses of action;wear recommend approval of student petitions|esett
student grievances.

Confer with and provide staff assistance and adwidagher level management staff on educationdl an
administrative matters; develop, prepare and pteseommendations and reports as requested.

Coordinate assigned educational and administraotevities with those of other instructional units,
departments and outside agencies and organizations.

Develop and serve on a variety of ad hoc commitiedsask forces; research and develop recommendati
related to the academic and administrative affithe department.

Participate in the marketing of assigned prograi®egelop brochures, fliers, newspaper and radioradsjit
students; make presentations to outside contacts.

Prepare the continuing education schedule of ctaseerdinate content with other directors; cocatkrwith
printer for printing and distribution schedule; eresaccuracy of content for division; distributetea high
schools and other locations.

Participate in the development and administratibthe community services and occupational extension
program budget; forecast and recommend additiamals needed for staffing, equipment, materials and
supplies; monitor and recommend approval of expgares.

Monitor and ensure accuracy of all instructor atadif €ontracts and time sheets.

Participate in overseeing and coordinating admaiisee operations within the assigned area of
responsibility; coordinate the ordering of textbsaknd instructional materials; monitor and evaluate
workload; recommend and implement policies and guaces.

Participate in overseeing and directing the contipiteand development of master course schedulssren
that schedules provide optimal opportunities fer skudent population.

Represent the College at community and outside nezgaon functions including career fairs and
conferences.

Perform related duties as assigned.

IV-7.7.4 QUALIFICATIONS

IvV-7.7.4.1 Knowledge of

Organizational and management practices as apfdiede analysis and evaluation of
programs, policies and operational needs.
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Director of Community Services/Occupational Extensin Education (Director of Instructional
Programs) (Continued)

Principles, practices, and methods of communityeadh and extension education.
Curriculum and subject matter related to continiedgcation programs and services.
Principles and practices of college level acadeadiministration.

Methods and techniques of academic vocational eodadional programs and curriculum
planning, development, implementation, evaluatiod accountability.

Subject matter related to the assigned programs.

Principles of supervision including employee tragand performance evaluation.
College organization, including policy and procedwevelopment.

Methods and techniques of student counseling.

Principles and practices of financial record kegpin

Principles of budget development and administration

Methods and techniques of program marketing andigiyb

IV-7.7.4.2 Ability to:

Direct and administer a significant continuing eatimn program.

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Gain cooperation through discussion and persuasion.
Supervise and evaluate academic and administrstaie

Prepare, analyze and implement appropriate recouatiens related to College academic,
vocational and administrative affairs.

Effectively market College programs and recruittjieme staff and faculty.
Interpret and apply College policies, procedureles and regulations.
Counsel and advise students on a variety of acageadational and administrative matters.

Maintain effective work relationships with membearsthe community, public school
administration, the student population, and Collagedemic and administrative staff.
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Director of Community Services/Occupational Extensin Education (Director of Instructional

Programs) (Continued)

Communicate clearly and concisely, both orally amdriting.

IV-7.7.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and abilities
would be:

Experience

Four years of increasingly responsible experientlea development and administration of
academic, vocational and avocational programsciollage or university setting.

Training

A Master's degree from an accredited college ovarsity in education, educational
administration or a closely related field; or eqlent.
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IV-7.8  Director of Counseling Services

IvV-7.8.1 DEFINITION

To plan, organize and direct the Student Servioaasgeling programs and activities, ensuring thsipagsd
functions fulfill applicable federal, state, locatd college goals, objectives, policies and prosjuo
supervise assigned staff and provide highly resptsmacademic and administrative staff support® t
Associate Vice President for Student Services; dordinate assigned activities with other college
departments, and provide appropriate referralsitsigde agencies.

IvV-7.8.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Associate Wpesident for Student Services.

Exercises direct and indirect supervision over ggsional, technical and clerical staff.

IV-7.8.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Lead and participate in the development, plannimplementation and administration of goals and
objectives, policies and procedures related to selimg.

Develop and recommend new or modified programscigsl and procedures.

Monitor, oversee, and coordinate student counsglingess to ensure compliance with college's missio
Supervise, train, motivate and evaluate assigradtl st

Collaborate with admissions Director to monitor aveérsee student admissions processes.
Review appropriate counseling resource materialracdmmend acquisition of same.
Prepare proposals for special population grants.

Administer and monitor grant appropriations asgrssil.

Plan, develop and initiate effective counselinyiseis and support to students and faculty.
Recommend selection of counseling staff members.

Administer the budget appropriation assigned tocthenseling staff.

Provide and/or coordinate staff development adtisit

Provide and/or coordinate staff development adtisit
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Counsel and advise students in a variety of aceiashude personal concerns, academic, social hysigal
needs.

Lead and serve on a variety of college committees.

Maintain awareness in current developments in lesfii@management techniques, counseling in higher
education settings, and areas related to assigmetidns.

Represent the college at community and outsidenazgton functions.

Develop collaborative programs with public schoolseling professionals to include Tech Prep and
Partnership programs.

Develop collaborative programs with public agenteéesclude the Department of Social Services, JOBS
Job Training Service, and Vocational Rehabilitation

Provide appropriate referrals to social, psychaaliand medical facilities.

Perform other duties as assigned.

IV-7.8.4 QUALIFICATIONS

IV-7.8.4.1 Knowledge of

Leadership and management skills.

Counseling theories, processes, procedures andesuants.

College's goals, objectives, policies and proceslure

Admissions requirements, processes and procedures.

Curriculum and subject matter of college instrutéiibprograms and services.
Special and specific needs of special student jadipuals.

Technical aspects of educational/career fields.

Educational systems and requirements, academiegja@t unit equivalents.
Applicable laws, rules, regulations, codes of etl@ind procedures.
Principles of supervision.

Modern office procedures, methods and equipmemiciade software and hardware.
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IV-7.8.4.2 Ability to:

Organize and direct a comprehensive student caangsptogram consistent with the
institution's goals and objectives.

Interpret and apply college policies, procedureles and regulations.

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Gain cooperation of staff, peers and administratiwough discussion and persuasion.
Supervise, train and evaluate staff.

Prepare, analyze and implement appropriate recontetiens related to college policies and
procedures.

Communicate clearly and concisely, both orally anariting.

Counsel and advise applicants and students onietyvaf academic, personal and social
matters.

Promote and relate to the special needs of studeittisdifferent cultural and social
backgrounds.

Establish and maintain effective working relatiapstwith professional staff and associated
agencies.

IV-7.8.4.3 Experience and Training guidelines:

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Four years of increasingly responsible professionahseling experience with at least two
years of involvement in the administration and suigéon of counseling activities.

Training

A Master's degree with a concentration in Coungefiom an accredited college or
university, or equivalent.
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IV-7.9  Director of Early Childhood Education Center

IV-7.9.1 DEFINITION

To plan, organize, develop, direct and operateckiiled care center within the guidelines of all apable
policies and procedures; to coordinate with Nordhdlina Licensing Agencies; to provide highly resgible
support to Early Childhood Department Chairpersoprovide a highly professional service to pargssl
to effectively develop, control and administer tiéd care center budget.

IV-7.9.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Dean of EngingePublic Service and Applied Technology Progsam
Exercise direct supervision over child care cesgtaff.

IV-7.9.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Lead and participate in the development, plannimhienplementation of policies and procedures relate
the child care center.

Ensure compliance for a five star rated center.

Develop and administer annual child care centegetd

Develop and maintain a parent handbook and sta&ffatipns manual.

Acquire and maintain appropriate accreditationustat

Maintain all records related to the operation @&f tenter.

Evaluate child care center staff.

Participate in staff selection process.

Maintain positive relationships with parents, othgencies, and the general public.
Prepare proposal for child care center operatiantgr

Participate in and coordinate professional devekagmactivities.

Enroll children and conduct parent orientation.

Develop and supervise implementation of developaignappropriate practice.

Maintain liaison with Early Childhood Department.
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Represent the college at community functions aneesen a variety of committees and task forces.

IV-7.9.4

QUALIFICATIONS

IV-7.9.4.1 Knowledge of

Principles and practices of organizations, admmaigin and personnel management.
Techniques of budget development and administration

Principles of supervision, training, and performaeegaluation.

Day-to-day operation of a child care center.

Principles and techniques of human relations.

Principles and techniques of grant writing.

All applicable federal, state and local laws gowegrchild care centers.

Principles and methods of financial administration.

College organization, including policy and procedwuevelopment.

IV-7.9.4.2 Ability to:

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Gain cooperation through discussion and persuasion.
Supervise and evaluate child care center staff.

Prepare, analyze and implement appropriate recowciatioms related to child care center
administration.

Interpret and administer all applicable policieggedures, rules and regulations.

Establish and maintain effective working relatiopshwith those contacted relative to
operating a child care center.

Establish and maintain accurate and complete record files.

Communicate effectively, both orally and in writing
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IV-7.9.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and abilities
would be:

Experience

Five years of administrative experience in a chdde, preschool or kindergarten setting.
Eligible for Level Ill Early Childhood Administrate Credential.

Training

A Master's degree from an accredited college orarsity in Early Childhood Education,
Child Development, Elementary Education, and Bitthough Kindergarten, Human
Services or Educational Administration.
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I\V-7.10 Director of Evening Programs

IV-7.10.1 DEFINITION

To provide staff assistance for the operation ehitvg and weekend classes conducted on the majusam
or off-campus. To assist in planning, organizing directing the activities relating to curriculypmograms.
To provide responsible administrative support &dAksociate Vice President for Curriculum Prograitse
supervisor's ultimate responsibility is to creatasmosphere conducive to learning for eveningraaekend
students.

IV-7.10.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Associate Vice PrediflenCurriculum Programs.

May exercise supervision over professional andazéstaff.

IV-7.10.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Assist in registration.
Insure that facilities are open and ready for class

Intervene when problems occur, evaluate incideake tappropriate action, and submit necessary
reports/documentation.

Provide instructors with assistance in securingaushual aids, equipment and instructional matsrial

Verify the time worked by all instructors and erestive accuracy of all records and reports submitt¢iae
College.

Monitor Field Trips/Requests.
Communicate instructor tardiness/absenteeism tappeopriate supervisor.

Supervise, train, motivate, and evaluate assignaif, ®stablish and monitor employee performance
objectives; prepare and present employee perforenaviews; provide or coordinate staff training.

Coordinate and provide staff supervision in thaeplag and conducting of students' evaluation ofilfsxc
Coordinate the employment, contract processingpaydoll time reporting for adjunct faculty.

Assistin the development and implementation ofiatstrative policies and procedures related toicutam
programs.

Confer with and provide administrative staff assise and advice to executive management staff on
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administrative matters; develop, prepare, and ptageommendations and reports as requested.

Coordinate assigned activities with those of otiméts, departments, and outside agencies and aaganms.

Provide administrative assistance to staff; pro@s@stance in researching and compiling informeeiod
reports for the Associate Vice President for Cudtimm Programs.

Develop, coordinate and participate in a varietyp#cial research and administrative projects; derapd
analyze data and prepare related recommendatichseparts.

Direct curriculum programs, projects, activitiesdavents as directed.

Promote Fayetteville Technical Community Collegd anst high school education.

Perform related duties as assigned.

IV-7.10.4

QUALIFICATIONS

IV-7.10.4.1 Knowledge of

Principles and practices of program management.
Methods and techniques of program evaluation.
Principles of supervision including employee perfance.
Principles of human relations.

Principles and practices of record keeping.

IV-7.10.4.2  Ability to:

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations of proposed goals.

Gain cooperation through discussion and persuasion.

Supervise and evaluate staff.

Interpret and apply College policies, procedureles and regulations.

Relate to and work with staff and students wittiedt#nt cultural and social backgrounds.

Maintain effective work relationships with membest the community, the student
population, and the college academic and admitixtrataff.

Communicate clearly and concisely, both orally amariting.
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IV-7.10.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and abilities
would be:

Experience
Three years of responsible program administratiqgreeence.
Training

A Bachelor's degree from an accredited collegenorausity, or equivalent.
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IV-7.11 Director of Facilities Services

IV-7.11.1 DEFINITION

To plan, direct, and review the activities and agiens of Plant Operations including facility plamgpand
development, facility maintenance, grounds maimeaavehicle maintenance, telephone operations, and
housekeeping services; to coordinate assigneditadiwith other Departments, Divisions, and outsid
agencies; and to provide responsible administratipport to the Vice President for Administraties\ices.

IV-7.11.2 SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the Vicedfdent for Administrative Services.

Exercises direct and indirect supervision over siipery, maintenance and clerical staff.

IV-7.11.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Develop, plan, implement and administer goals djdatives as well as policies and procedures relate
plant operations and related activities of the €l develop and implement new or modified programs
policies and procedures.

Direct, oversee and participate in the developroéihe department's work plan; assign work actegiti
projects and programs; monitor work flow; reviewdavaluate work products, methods and procedures.

Coordinate, administer and oversee new construatidmajor renovation projects with outside corttnac
Prepare bid specifications.

Negotiate and administer contracts with outsidedees and contractors; review completed projects for
contract compliance and take appropriate actiaegolve differences.

Coordinate departmental activities with those bkotlepartments, divisions, and outside organizatimd
agencies; provide staff assistance to the Viceidkresfor Administrative Services, other supervisand
administrators; prepare and present staff repoidsother necessary correspondence.

Develop and administer the Plant Operations buggeticipate in the forecast of funds needed faffisiy,
equipment, materials, and supplies; monitor exgangs; request midyear adjustments as necessary.

Participate in the selection, training, motivatiand evaluation of personnel; provide for or cooate staff
training; work with employees to correct deficiegsin performance; implement discipline and termidma
procedures as assigned.

Confer with and provide staff assistance and advidegher level College staff regarding plant @iems
and services as assigned; develop, prepare anehpresommendations and reports as requested.
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Assist staff in preparing facilities for speciakeews.

Perform related duties as assigned.

IV-7.11.4

QUALIFICATIONS

IV-7.11.4.1 Knowledge of

Principles, practices, methods and techniques wéipal plant operations, maintenance,
repair and construction.

Organizational and management practices as apfig¢tle analysis and evaluation of
programs, policies and operational needs.

Principles and practices of organization, admiat&n and personnel management.
Building and safety codes and sanitary and healjhlations.

English usage, grammar, spelling and punctuation.

Principles of supervision, training and performaaealuation.

Budgeting procedures and techniques.

Principles and practices of supervision, trainind personnel management.

IV-7.11.4.2  Ability to:

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Assist in the negotiation and administration oftcacts with outside service vendors.
Effectively develop, implement and evaluate proggamd strategies designed to create and
maintain a safe, functional, secure and orderljifagvhich can be operated in an efficient
and economical manner.

Compile and maintain accurate and complete reamdseports.

Prepare, analyze and implement appropriate recouiatiems related to plant operations
and maintenance.

Assist in the preparation and administration otiddet.

Interpret and apply College policies, procedureles, and regulations.
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Train, supervise and evaluate assigned staff.
Communicate effectively, both orally and in writing
Gain cooperation through discussion and persuasion.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Communicate through the College's networking system

IV-7.11.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Four years of general facility maintenance expesemith at least three years of
administrative and supervisory experience.

Training

A Bachelor's degree from an accredited collegerveusity in building construction,
engineering, architecture, business administragica related field; or equivalent.
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IV-7.12 Director of Ft. Bragg Operations

IV-7.12.1 DEFINITION

To plan, organize and direct the curriculum andiooing education activities on Fort Bragg, to irobé:
recruiting, marketing, testing, counseling, registm, placement, program oversight, and acadendc a
administrative activities of assigned educatioosetupational, vocational, or avocational prograhssualy.
Additionally, coordinate Fort Bragg activities withther College divisions, departments, and outside
organizations; and provide highly responsible andadeand administrative staff support to the Asstacia
Vice President for Off-Campus Programs.

IV-7.12.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Associate Wpesident for Off-Campus Programs.

Exercises direct and indirect supervision over ggsional, technicand clerical staff at Fort Bragg.

IV-7.12.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Lead and participate in the planning, developmeriementation, and administration of Collegels and
objectives as well as policies, procedures andrarog related téort Bragg.

Monitor, oversee and coordinate the developmesdotational programs within assigned instructianis
and ensure that such courses comply with Collegjeig@®s, procedures, goals, and objectives.

Develop, review, recommend, and monitor coursdinms, materials and textbooks; stay abreast of
instructional techniques and methods; coordinateearsure proper materials and textbooks are alailab
for Fort Bragg.

Collaborate with appropriate Student Services Dimacand Coordinators; and Academic Deans and
Department Chairpersons, to ensure support of ttlede mission, especially in the areas of rediistna
admissions, counseling, Veterans Affairs, SOCAD atier related support activities.

Soldier Development Center: Supervise, train, natdv and evaluate assigned staff; prepare
recommendations for faculty; select part-time fagukstablish and monitor employee performance
objectives and prepare and present employee pafar@reviews of personnel; provide or coordinatt st
training.

Fort Bragg: Supervise, motivate, and evaluategassi staff; training provided by collaborative effoof
appropriate staff.

Recommend, in coordination with appropriate Asdeciéce Presidents and other Directors, selectfon o
new staff and faculty members.
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Provide academic advising to active duty militaeygonnel, dependents, Civil Service employeesers)
and other students enrolled in Fort Bragg progravaliuate military training and experience in ademce
with SOCAD and College guidelines; access studentsngs and needs and suggest alternative coofrses
action; and settle student grievances.

Coordinate and administer the Servicemembers OppitytCollege Associates Degree (SOCAD).

Confer with and provide staff assistance and adiockigher level management staff on academic and
administrative matters; develop, prepare and pteseommendations and reports as requested.

Participate in the development and administratfashepartment budgets; forecast and recommendawialit
funds needed for staffing, equipment, materials andplies; monitor and recommend approval of
expenditures for the Soldier Development Center.

Participate in the compilation and development fbfcampus course schedules; ensure that schedules
provide optimal opportunities for the student pepiain; coordinate submission of grades and re@sts
requested.

Participate in the marketing and advertising ofgoamns and activities on Fort Bragg; prepare adsiagi
brochures and materials; recruit and retain stislgmépare and present presentations to outsidaaten

Represent the College at community and outsidenagton functions; serve on a variety of ad hoc
committees and task forces.

Maintain liaison and effective relations with Armdy Force Education Center Directors, Counselans]
other Education Center personnel.

Perform related duties as assigned.

IV-7.12.4 QUALIFICATIONS

IV-7.12.4.1 Knowledge of

Advanced principles, practices and techniquesufesit counseling and advisement.
Curriculum and subject matter related to off-campuograms.
Rules and regulations relating to military persdnne

Organizational and management practices as apfdiede analysis and evaluation of
programs, policies and operational needs.

Methods and techniques of program development ealdi@tion.

Principles and practices of college level acadeadministration to include College
organization, policies, and procedural development.
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Methods and techniques of academic program anttalum development and evaluation.
Principles of budget development and administration

General SOCAD requirements, rules, regulationscigsl and procedures.

Principles and practices of personnel supervidiaming and evaluation.

Applicable codes, local ordinances and regulations.

A variety of modern office equipment including cambgrs.

Methods and techniques of program marketing andigiyb

IV-7.12.4.2  Ability to:

Oversee antrain academic and administrative staff.
Develop programs, projects and services to medt#eified needs of Fort Bragg.
Operate a variety of office equipment including oners.

Analyze problems, identify alternative solutionsgjpct consequences or proposed actions
and implement recommendations in support of goals.

Maintain a clean, efficient and safe working enmirent.

Advise Fort Bragg students on a variety of acadepgcsonal and administrative matters.
Gain cooperation through discussion and persuasion.

Analyze, prepare and implement program recommeomsti

Interpret and apply College policies, procedurglesand regulations to assigned program
responsibilities.

Communicate effectively, both orally and in writing

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

Effectively market College programs and recruittfhsne faculty on Fort Bragg.
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IV-7.12.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and abilities
would be:

Experience

Four years of increasingly responsible experienge program development and
administration of academic programs in a collegaroversity setting including specific
work directly related to support of military regeinents.

Training

A Master's degree from an accredited college owvarsity in education, counseling,
business administration or a closely related fisfdequivalent.
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IV-7.13 Director of Institutional Effectiveness andssessment

IV-7.13.1 DEFINITION

To provide leadership, management, and coordinafiarvariety of activities which support the faguand
staff of the College, primarily by working in plaing, institutional research and institutional effeeness
and by producing several publications for intemrad external use, including:

- the Strategic Plan,

- the Annual Planning Cycle,

- the Fact Book,

- manuals on accreditation, revision and updatesstitutional policy and procedural manuals, and

- responses to federal and state agencies andrediting agencies including Southern Associatibn o
Colleges and Schools, Commission on Colleges AC

Provides oversight on a variety of surveys anduatans to collect and report data related to tbéeGe's
performance levels. Provides oversight for thddg@'s Assessment Plan activities.

IV-7.13.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Vice Presidenfdministrative Services.

Exercises direct supervision over professionahn@al, and clerical staff.

IV-7.13.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Develop, implement, and administer strategic andratponal planning efforts; monitor and evaluate
institutional effectiveness and assessment a@sviti

Assist in the development of Institutional goalgn@ral Education Competencies, and Annual Planning
Assumptions; coordinate the development and adtratien of institution-wide evaluation procedures.

Research, compile, edit, and publish documentsareh reports and resource material relevant topig,
instructional program review, and continuous gyaliiprovement activities at the College.

Assist the Vice President of Academic and StudesrviSes with the coordination necessary for the
accreditation processes at the College.

Provide current updates on changes to the SAC®rriio the Executive Council and the Presidend; an
maintain an awareness of campus activities asreiate to the Criteria.

Assist the Institution SACS Liaison for the Southétssociation of Colleges and Schools with various
reports, projects, and research.

Coordinate and participate in the long- and shamge planning activities and projects.
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Supervise the coordination of the College's respoasncoming surveys from outside agencies, inolyd
institutional compliance reports for IPEDS, NCHEB3CS, and others as required.

Supervise the design, implementation, and anabfsssirveys to support campus planning and evalnatio
including student tracking and follow-up.

Provide training classes to faculty and staff atitational Effectiveness and Assessment activieegiired
at the College.

Monitor the Critical Success Factors and adviseségadership on trends related to performancel$sfor
each factor.

Update official policy and procedures documentstages are submitted after approval by the Pratside
Develop, monitor and administer the office budget.

Attend meetings and participate in a variety ofl€@p advisory panels and committees which impact on
institutional effectiveness and assessment a@sviti

Serve as the information and planning resourckedaculty, staff, administration and other counstitcies
of the College.

Provide research and data analysis support tathéty, staff and administration of the College.
Represent the College at outside organizationstifums and activities as appropriate.

IV-7.13.4 QUALIFICATIONS

IV-7.13.4.1 Knowledge of

Principles and practices of planning, researchaaradysis.

Program and institutional accreditation processelscaiteria.

Sources, uses, and types of planning data app#icabhstitutions of higher education.
Priorities, goals, and objectives of the College.

Educational objective setting and program evalwatio

Principles, practices, and techniques of stratagctoperational planning.

Institutional policies and procedures.

Institutional Assessment models and processes.
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Microsoft Office Suite, including Visio or relatdttoject Management software.

IV-7.13.4.2  Ability to:

Read, interpret and apply complex rules, regulatipolicies and procedures.

Organize, direct and implement a comprehensivéutisinal effectiveness and assessment
process.

Communicate effectively, both orally and in writing

Analyze problems, identify alternative solutionsyjpct consequences of proposed action,
and recommend actions in support of goals.

Gain consensus through discussion and persuasion.

Create and publish Process Flow Charts.

Establish and maintain effective working relatiapshwith all areas of the College.
Monitor and administer a budget.

Hire and supervise staff, including appraising perfance and training employees.
Ability to lift up to fifty-five pounds.

Be able to pass a local records check/backgrouresiigation.

IV-7.13.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience
Four years of increasingly responsible experiendeng-range planning, and research.
Training

A Master's degree from an accredited college orarsity with course work in planning,
research, curriculum instruction, business, manageéneducational administration, or a
related field; or equivalent.
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IV-7.14  Director of Instructional Programs

IV-7.14.1 DEFINITION

To plan, organize and direct the academic and adirative activities of an assigned educational,
occupational, vocational, or avocational programstofly such as programs of study in Continuing Btan

or Curriculum Programs, to provide highly respotesdcademic and administrative staff support teracs
College administrator; and to coordinate assigrigiies with other College departments.

IV-7.14.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from an Associate Viasigent or assigned management level supervisor.

Exercises direct supervision over instructional adchinistrative staff.

IV-7.14.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Participate in the development, planning, impleragoh and administration of goals and objectiveaels
as policies and procedures related to the assigreadof responsibility; develop and recommend new o
modified programs, courses, policies and procedures

Participate in monitoring, overseeing and coordimgthe development of educational courses and-anog
within assigned instructional unit; ensure thathsaourses and programs comply with College poljcies
procedures, goals and objectives.

Develop, review, recommend for approval and mortlieruse of course outlines, materials and texthook
maintain currency on instructional techniques aredhods.

Supervise, train, motivate and evaluate assigneff; girepare recommendations for full-time faculty
recruitment; select part-time faculty; establiskl amonitor employee performance objectives; prepack
present employee performance reviews; provide ordinate staff training.

Counsel and advise students on a variety of academliadministrative matters; assess student siqadi
needs; suggest alternative courses of action; wesied recommend approval of student petitionsjesett
student grievances.

Confer with and provide staff assistance and adtachigher level management staff on academic and
administrative matters; develop, prepare and ptasenmmendations and reports as requested.

Coordinate assigned academic and administratiixgtées with those of other instructional unitspadetments
and outside agencies and organizations.

Develop and serve on a variety of ad hoc commitiedgask forces; research and develop recommendati
related to the academic and administrative afffithe Department.
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Participate in the marketing and retention of assify programs; recruit and retain students; make
presentations to outside contacts.

Participate in the development and administratibrthe department budget; forecast and recommend
additional funds needed for staffing, equipmenteamals and supplies; monitor and recommend appaiva
expenditures.

Participate in overseeing and coordinating adnmaiiste operations within the assigned area of nesibdity;
coordinate the ordering of textbooks and instrulonaterials; monitor and evaluate workload; recemd

and implement policies and procedures.

Participate in overseeing and directing the comipiteand development of master course schedulssyen
that schedules provide optimal opportunities fer skudent population.

Represent the College at community and outsidenagton functions including career fairs and coefees.
Develop and instruct classes as required.

Perform related duties as assigned.

IV-7.14.4 QUALIFICATIONS

IV-7.14.4.1 Knowledge of

Organizational and management practices as apmi¢de analysis and evaluation of
programs, policies and operational needs.

Curriculum and subject matter related to the asglg@rea of responsibility.

Principles and practices of college level acadeadiministration.

Methods and techniques of academic program anttalum development and evaluation.
Principles of supervision including employee tragand performance evaluation.
College organization, including policy and procedwuevelopment.

Methods and techniques of student counseling.

Principles of budget development and administration
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IV-7.14.4.2  Ability to:

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Gain cooperation through discussion and persuasion.
Supervise and evaluate academic and administrstaie

Prepare, analyze and implement appropriate recontations related to College academic
and administrative affairs.

Effectively market College programs and recruittfizne faculty.
Interpret and apply College policies, procedureles and regulations.
Counsel and advise students on a variety of acadamd administrative matters.

Maintain effective work relationships with membest the community, the student
population, and College academic and administrasisé.

Communicate clearly and concisely, both orally anariting.

IV-7.14.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Four years of increasingly responsible experientlee development and administration of
academic programs in a college or university sgiticluding specific experience directly
related to the assigned area of responsibility.

Training

A Master's degree from an accredited college orarsity in a field directly related to the
assigned area of responsibility, or equivalent.
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IV-7.15 Director of Library Services

IV-7.15.1 DEFINITION

To plan, organize, and direct the activities an@rapons of the College Library including reference
circulation, audio visual and technical servicegrbvide highly responsible and complex admintatesstaff
support to faculty and administrative staff; andcwmordinate assigned activities with other College
departments, off-site facilities and faculty.

IV-7.15.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Associate VAmesident for Learning Technologies.

Exercises direct and indirect supervision over ggsional, technical and clerical library staff.

IV-7.15.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Develop, plan, implement and administer goals, atbjes and procedures related to the College'arjbr
programs and services; develop and implement nemvoalified programs and procedures. Interpret and
implement College policies.

Develop, recommend and administer the library'getidorecast and recommend additional funds needed
for staffing, equipment, materials and suppliespitos and approve expenditures.

Supervise, train, motivate and evaluate assigiedrl staff; establish and monitor employee perforog
objectives; prepare and present employee perforenaviews; provide or coordinate staff training.

Participate in the selection of library personmaigrview applicants and recommend candidate fi@. hi

Oversee and coordinate the administrative operatidgthin the library; monitor and evaluate worklpad
develop and implement policies and procedures.

Evaluate library collections and services.

Develop policies and priorities for the acquisitmfibrary materials; solicit the recommendatiafistaff;
review publicity materials and evaluations; detemiinal selection of acquisitions.

Coordinate and direct efforts to automate libraagywices and activities.

Serve on a variety of committees and task forassearch and develop recommendations related tdtmmth
academic and administrative affairs of the College.

Coordinate assigned programs and activities withlfg, other College departments and off-site faes.
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Director of Library Services (Continued)

Build and maintain current subject knowledge inlegble academic subjects.
Perform a variety of professional librarian dutipsyvide technical staff assistance as needed.

Perform related duties as assigned.

IV-7.15.4 QUALIFICATIONS

IV-7.15.4.1 Knowledge of

Organizational and management practices as apmid¢de analysis and evaluation of
programs, policies and operational needs.

Principles of supervision including employee tragiand performance evaluation.
Techniques of budget development and administration

Principles and practices of library organizatiod administration.

Library automation and information retrieval syssem

College curricula in applicable academic and naadamic subject areas.

College library materials selection standards avities.

IV-7.15.4.2  Ability to:

Develop and implement library programs and servaggdicable to the needs of College
students, faculty, and other users.

Administer the activities, services and operatioha College library.
Communicate clearly and concisely, both orally anariting.

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Train, supervise and evaluate assigned staff.
Interpret and apply College policies, procedureles and regulations.

Prepare, analyze and recommend appropriate recodatiens related to College academic
and administrative affairs.
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Director of Library Services (Continued)

Maintain effective work relationships with studentsitside organizations, and College
academic and administrative staff.

IV-7.15.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and abilities
would be:

Experience

Four years of increasingly responsible professilioiary experience with at least two years
of involvement in the administration and superwvisad library activities.

Training

A Master of Library Science degree from an accegtittollege or university, or equivalent.
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IV-7.16  Director of Management Information Services

IV-7.16.1 DEFINITION

To manage and maintain the College's technicdl gtafiding network, systems, application developme
and support services to the entire organizatione director in the role of chief information officgCI10)
works to ensure that technology implementation oe@uan integrated manner and for the benefitobfi b
academic and administrative purposes. Serveeaapproval authority for all data processing anth da
communications procurement. Provide highly compéehnical and staff assistance.

IV-7.16.2 SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the Vicedfdent for Administrative Services.

Exercises direct supervision over technical andaadéstaff.

IV-7.16.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Develop, plan, implement and administer goals dnjdatives as well as policies and procedures relate
the provision of data processing data communicatama computer support services; develop and imgriem
new or modified programs, policies and procedures.

Prepare the management information systems budgsist in budget implementation; participate in the
forecast of additional funds needed for staffirgyipment, materials, and supplies; administer figaed
budget.

Direct, oversee and participate in the developrogthie data processing and data communications plark
assign work activities, projects and programs; noonivork flow; review and evaluate work products,
methods and procedures.

Recommend goals and objectives; assist in the dewent of and implement policies and procedures.

Coordinate assigned data processing and data coicettions activities with those of other Collegeffsta
develop, prepare and present recommendations podses requested.

Participate in the development of long and shemge automation plans for the College; forecasifiaad
requirements; provide recommendations.

Participate in the development of the College tetdgy plan.
Prepare Management Information Services (MIS) departal assessment plan.

Design systems and supporting materials; coordimaeall system development.
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Director of Management Information Services(Continued)

Develop and implement data processing standardpramcedures.

Provide or coordinate staff training to maintaioheical standards; conduct staff meetings to dissse
current information and to review and revise offocecedures.

Confer with and provide staff assistance and adaeibggher level College staff; develop, prepare piresent
recommendations and reports as requested.

Serve on a variety of committees and task foreesearch and develop recommendations related to the
administrative affairs of the College.

Select, supervise, train, motivate and evaluafé sttablish and monitor employee performance cbjes;
prepare and present employee performance reviemsjde or coordinate staff training; recommend
employee terminations.

Oversee and coordinate the administrative acts/iethe Department; monitor and evaluate workload.

Represent the College at community and outsidenagton functions related to areas of responsybili

Perform related duties as assigned.

IV-7.16.4 QUALIFICATIONS

IV-7.16.4.1 Knowledge of

Principles and techniques of automated systemslaf@went, program planning and
computer programming and data processing.

Computer methods and techniques, and systems pr@asednalysis and design.

Computer communications, local and wide area coerpog¢tworks, and hardware and
software used in data communication.

Computer hardware capabilities, requirements, gredations.

Organizational and management practices as apfdiede analysis and evaluation of
programs, policies, and operational needs.

Principles and practices of supervision, trainind personnel management.
Research techniques, methods and procedures.

Budgeting procedures and techniques.
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Director of Management Information Services(Continued)

IV-7.16.4.2  Ability to:

Organize, direct and implement a complex data netwo

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Plan, assign, supervise and review system anatiesggn and programming activities and
computer operations.

Effectively develop, implement and evaluate proggamnd strategies designed to provide
comprehensive management information systems andag to the College.

Interpret and apply College policies, procedureles and regulations.
Communicate clearly and concisely, both orally amariting.
Gain cooperation through discussion and persuasion.

Analyze and assess vendor hardware and softwarenahke logical and appropriate
recommendations and decisions.

Communicate highly technical information in a claad concise manner to technical and
non technical individuals.

Supervise, train and evaluate personnel.

Prepare and administer a budget.

IV-7.16.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience:

Four years of increasingly responsible experiemcgrogramming and systems and
procedures analysis, including at least two ye&gssipervisory experience.

Training

A Master's degree from an accredited college orarsity in computer science, information
systems or a closely related field; or equivalent.
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IV-7.17 Director of Media Services

IV-7.17.1 DEFINITION

To manage, direct and coordinate the activitiethefMedia Services department including the pradact
and distribution of instructional aids and materehd the scheduling and delivery of audio visgalgment
and materials to faculty and administrative staffgoordinate assigned activities with faculty detats and
other College divisions and departments.

IV-7.17.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Associate VAmesident for Learning Technologies.

Exercises direct and indirect supervision overgaesi professional, technical and clerical staff.

IV-7.17.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Manage, direct and organize media service actdiitieluding the production and distribution of istional
aids and materials, development of marketing atdigpinformation materials, the scheduling and iy
of audio visual equipment and materials for facaltyl staff use.

Recommend goals and objectives; assist in the deweint of and implement policies and procedures.

Identify and recommend new and innovative wayditize media and communications technology to aghie
College goals and objectives.

Work as a team member to enhance utilization of aegvinnovative teaching methods.

Review publications, journals and literature toysahreast of changing communication technologies an
philosophies.

Direct, oversee and participate in the developnaérine department work plan; assign work activities
projects and programs; monitor work flow; reviewdavaluate work products, methods and procedures.

Provide direction and advice to staff and facullyassigned projects and programs.

Evaluate operations and activities of assignedomsipilities; recommend improvements and modifimadsi
prepare various reports on operations and actvitie

Conduct college-wide evaluations of the products services provided by the department; assessdeolle
needs and revise systems, procedures and seraeideghs accordingly.

Coordinate assigned activities with faculty, studeand other College divisions and departments.
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Director of Media Services(Continued)

Prepare the media services department budgett mskigiget implementation; participate in the fizrst of
additional funds needed for staffing, equipmentiemals, and supplies; administer the approved budg

Identify equipment and order supplies and matefaahe department; monitor and approve all exgenes.

Participate in recommending the appointment ofquansl; provide or coordinate staff training; worktw
employees to correct deficiencies; implement digepprocedures; recommend employee terminations.

Perform related duties as assigned.

IV-7.17.4

QUALIFICATIONS

IV-7.17.4.1 Knowledge of

Organizational and management practices as apmid¢de analysis and evaluation of
programs, policies and operational needs.

Principles and practices of organization, admiatgdn and personnel management.
Communications and media technologies, systemparddures.

Audio visual equipment, software and their usesnreducational setting.
Professional media and communications standards.

Budgeting procedures and techniques.

Principles and practices of supervision, trainind personnel management.

IV-7.17.4.2  Ability to:

Organize, direct and implement a comprehensive angglivices program.

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Prepare and administer a budget.
Supervise, train and evaluate personnel.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Communicate effectively, both orally and in writing
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Director of Media Services(Continued)

IV-7.17.4.3 Experience and Training Guidelines

Any combination of experience and training that ledolikely provide the required
knowledge and abilities is qualifying. A typicaawto obtain the knowledge and abilities
would be:

Experience

Four years of increasingly responsible experien@®mmunications, media production or
a closely related field, including two years of adistrative and supervisory responsibility.

Training

A Bachelor's degree from an accredited collegenovarsity with major course work in
communications, media production or a related fiefdequivalent.
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IV-7.18 Director of Public Safety and Security

IV-7.18.1 DEFINITION

To plan, organize and supervise campus safety aodrity services and programs; to supervise and
coordinate campus parking and vehicle registration to perform a variety of tasks related to casnpu
security.

IV-7.18.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction form the Vice President for Adiistrative Services.

Exercises direct supervision over campus secuetggnnel.

IV-7.18.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Manage, direct and organize Public Safety and $g@epartment activities including planning, pita@ing,
assigning, supervising, and review the work of pengl involved in the provision of campus traffantrol
and security.

Identify and recommend new and innovative wayditize technology to achieve college safety andiséc
goals and objectives.

Recommend and assist in the implementation of goalsobjectives: establish schedules and mettoods f
providing campus Public Safety and Security; impatpolicies and procedures.

Evaluate safety and security operations and aietévit

Serve as the Chairperson of the Safety and Phy=acdities Committee; develop a comprehensive ecamp
Safety Plan, along with input from the Committee.

Provide input for the development of the PubliceBaind Security Department budget;
Forecast additional funds needed for staffing, gapeint, materials and supplies; and administeripeared
budget.

Participate in the selection of security personpedyide or coordinate security officer trainingonk with
personnel to correct performance deficiencies; nongdersonnel evaluations; and implement discipjina
procedures as necessary.

Develop plans and procedures for emergencieshiadadbut not limited to: bomb threats, hostagesgibns,
and workplace violence prevention, fires and téstahreats.

Provide information and assistance to studentff, &aulty and visitors; review complaints and eeamend
corrective action as necessary.
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Director of Public Safety and Security(Continued)

Assist with identifying safety hazards and mee@8HA safety standards; maintain OSHA accident @s;or
conduct fire prevention inspections, both intenathd with the Fayetteville City Fire Safety Insfpecto
include fire extinguisher checks.

Conduct security surveys of all facilities and pagklots to maximize lighting standards and maimtai
adequate protection.

Develop a comprehensive Crime Prevention Prograrbligh crime reports as required by the Campus
Security Act; conduct resources protection trairforgemployees who handle funds.

Establish and maintain an effective campus vemaggstration program.
Coordinate parking requirements for day to day apens and special functions; ensure parking logs a
monitored for violations and safety hazards; revpanking citations and develop a program to cofieets;

and annually update the Public Safety and TraffiteR and Regulations pamphlet.

Make inquiries into violations of federal, statedalocal laws, as required by the Clery Act of 1990.
Coordinate with law enforcement agencies as negeasd assist in any investigation.

Ensure persons who violate the rules and regulsoa identified, the incident is properly docurneerand
referred to the proper agency or Dean.

Provide liaison with all local, state and fedemklenforcement agencies in order to maintain a sade
secure campus environment.

Ensure proper documentation is completed for eitients and accidents and is forwarded to the gpiated
department or agency.

Perform other duties, as assigned.

IV-7.18.4 QUALIFICATIONS

IV-7.18.4.1 Knowledge of

Organizational and management practices as apli¢ite analyses and evaluations of
programs.

Policies and operational needs, principles, prastimethods, procedures and standards of
law enforcement, security and public safety.

Applicable laws, ordinances, and college policeecedures and regulations.

Principles and practices of organization, admiatgin, supervision, training, and personnel
management.

Safety and security technologies, systems and guves.
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Director of Public Safety and Security(Continued)

Budgeting procedures and techniques.
Emergency action procedures.

IV-7.18.4.2  Ability to:

Plan, supervise, schedule and coordinate campety safd security services.
Interpret, apply and enforce applicable laws, aadges, and regulations and polices.
Conduct security inquiries and accurately docurfiedings.

Establish and maintain effective working relatiovigh those contacted in the course of
assigned duties to include campus and non-campaerpe|.

Administer individual employee contracts.

Prepare and administer a budget.

Communicate effectively, both orally and in writing
Select, supervise, train, and evaluate personnel.

IV-7.18.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Five years of increasingly responsible experiendaw enforcement, security, or related
experience, including four years of administragwel supervisory responsibility.

Training

A Bachelor's Degreédrom an accredited college or university with nmagourse work in
criminal justice, law enforcement, or related figdd equivalent.

License of Certificate

Possession of, or ability to obtain an approprieadid, North Carolina driver's license.
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IV-7.19 Director of Student Activities

IV-7.19.1 DEFINITION

To plan and organize student activities; StudexteBnment Association; provide support for stuaduibs
and club advisors; provide highly responsible adstiative staff support to the Associate Vice Riest for
Student Services.

IV-7.19.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Associate Vice PrediflanStudent Services.

May exercise direct supervision over students,gasibnal and clerical staff.

IV-7.19.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Increase student participation in scheduled caraptisities.

Provide opportunities for faculty, staff, and adisirators involvement in student activity programs.
Attend student club meetings on a periodic basis.

Provide programs and activities to assimilate tallents into the campus environment.
Disseminate information on campus activities.

Provide advice, counseling, and intervention whecessary to insure student success and complidtice w
campus code of conduct.

Provide support and assistance to student clulsadand officers and maintain an up-to-date Cldbigors
Handbook.

Coordinate intramural and related student actiwitigh Recreation Associate department chair.
Maintain an open exchange of ideas and informatiitin students, faculty, and staff.

Promote student success and retention.

Plan, conduct, and evaluate student orientation.

Provide direct supervision over student activitreStudent Center, student activities programs, 3Gé.
Monitor student activities and behavior in Studéenter and related activities.

Intercede when necessary to insure a safe andifyieampus environment.
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Director of Student Activities (Continued)

Recommend corrective action to improve student @eha

Interpret school policies, rules, and code of cahdu

Insure compliance with college rules, regulatiars] code of conduct.
Supervise distribution of college ID cards.

Serve on a variety of institutional and ad hoc cadtte®s and task forces; research and develop
recommendations related to programmatic and adiratiige affairs of the College.

Represent Student Services, specifically studentiées, at community and outside organizationdtions
including career days and conferences.

Perform related duties as assigned.

IV-7.19.4 QUALIFICATIONS

IV-7.19.4.1 Knowledge of

Subject matter related to student activities.

Principles and practices of program management.

Methods and techniques of program development ealdi&tion.

Applicable laws, rules, regulations, and procedures

Principles of supervision including motivation ashidciplinary action of students.
College organization, including policy and procedwuevelopment.

Computer hardware and software.

Principles and practices of financial record kegpin

Principles, practices, and methods of proper margetnd publicity.

IV-7.19.4.2  Ability to:

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of

Gain cooperation through discussion and persuasion.

Supervise and evaluate assigned students and staff.
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Director of Student Activities (Continued)

Monitor student behavior in Student Center and tgkaropriate action.

Maintain effective work relationships with membest the community, the student
population, and College academic and administratisé.

Prepare, analyze, and implement appropriate recomtations related to assigned program
affairs.

Effectively market student activities programs.
Evaluate student activities programs and implermaptovements.
Interpret and apply College policies, procedurelesand regulations.

Relate to and work with students with different tawdl, environmental and social
backgrounds as assigned.

Communicate clearly and concisely, both orally anariting.

Use a personal computer to maintain records, togut@ schedule student activities, and to
make pictured student ID cards.

IV-7.19.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Four years of responsible program administratiopeeence in the development and
supervision of a college level student activitiesgram or related field.

Training

A Master's degree from an accredited college ovarrity related to area of assigned
program; or equivalent.
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IV-7.20  Director of Student Financial Aid Services

IV-7.20.1 DEFINITION

To plan, organize and coordinate the College'se3tudlid programs and services consisting of fedstate,
private and institutional financing; to provide higresponsible and complex administrative staffsurt to
the Associate Vice President for Student Serviard;to coordinate assigned activities with otheliege
divisions, departments and outside organizations.

IV-7.20.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Associate Vice predidenStudent Services.

Exercises direct and indirect supervision over ggsional, technical and clerical staff.

IV-7.20.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Administer federal, state, private and institutistadent aid programs, including VA benefits, Isagrants,
scholarships and work-study employment; monitostineent aid process to ensure compliance withrééde
and state regulations and fiscal accountability.

Develop, plan, implement and administer goals djdatives as well as policies and procedures rekate
the College's Student Aid programs; develop andeémpnt new and modified programs, policies and
procedures.

Secure funding from both public and private sources

Represent the College to special interest groupgtp interests, community groups and the genmralic.

Direct and evaluate student aid packaging polimadetermine appropriate allocation of funds tocéfje
categories of students.

Direct and evaluate veterans benefit programs teraéne appropriate chapter assignments and aidbocat
of funds to students.

Coordinate assigned student aid activities witts¢haf other College divisions and departments.

Confer with and provide staff assistance and adeibégher level College staff; develop, prepare present
recommendations and reports as requested.

Coordinate federal, state and College programsdtet mheadline dates and reporting responsibiliiesas
a liaison with federal, state and private agenagsrding student aid.

Direct and administer the College scholarship mogrdevelop and evaluate recommendations for celate
policies and procedures.
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Director of Student Financial Aid Services(Continued)

Develop and maintain effective information dissegmion and public relations on student aid matters.

Perform related duties as assigned.

IV-7.20.4

QUALIFICATIONS

IV-7.20.4.1 Knowledge of

Principles of effective public relations with fedérstate and private agencies.
Applicable federal and state laws, rules and reguia regarding student aid programs.
Research methods and techniques of report presentat

Record keeping and reporting procedures.

Modern office methods and equipment, including geitessing applications.

IV-7.20.4.2  Ability to:

Plan, organize and execute a comprehensive stageptogram.

Understand, interpret and apply laws, rules andlagigns as they apply to student aid
programs.

Interpret and apply College policies, procedureles and regulations.

Communicate effectively, both orally and in writingcluding preparation of reports
utilizing technical and statistical information.

Gain cooperation through discussion and persuasion.

Prepare, analyze and implement appropriate recocitions related to College
administration.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

IV-7.20.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:
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Experience

Four years of progressively responsible adminiseabr staff experience in Veterans
Administration and financial aid (Title 1V) assiatze programs.

Training

A Masters degree from an accredited college orarsity in business administration or a
closely related field; or equivalent.
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IV-7.21  Director of Success Center

IV-7.21.1 DEFINITION

To plan, organize, implement, and direct the atitigiand programs of a Success Center for colkeigests;
to provide for general instruction and assistancstiidents using established materials, computerial
exercises, and other learning aids and resour@ssipervise staff and faculty working within then@s; to
provide highly responsible academic and adminiseattaff support to senior College administratairs
to coordinate assigned activities with other Cadlelgpartments.

IV-7.21.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Associate VAesident for Learning Technologies.

Exercises direct supervision over assigned prajaasiand technical staff.

IV-7.21.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Plan, implement and supervise the activities angams of the College's Success Center.

Research and identify new tutorial and instructioesources and aids available to assist studeigaining
academic concepts; prepare recommendations andaynofranalyses.

Working with faculty and staff, recommend the satatof appropriate resources for instructionalsu;
provide related documentation and materials.

Supervise and direct the development of user maand documentation for instructing students énsage
of Success Center materials and resources includimgputers and related software packages.

Provide general instruction and assistance to atada a variety of Center and course related msteview
student work in progress and assist in resolvindlgms.

Monitor students involved in laboratory activitieepsure student compliance with Center policies and
procedures.

Design and implement evaluation tools to assesse88dCenter usage and student benefits; prepamgsep
and statistics documenting Center program usage.

Train and supervise assigned professional and iadrstaff; establish and monitor employee perfaroga
objectives.

Order and maintain inventories, supplies, matedals equipment; maintain appropriate records.

Maintain the Center; ensuring that routine mainteeaand minor repairs are performed on computer
equipment; coordinate and schedule maintenanceegradr with outside vendors.
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Maintain software library ensuring that back-upiespand archival disks are reproduced as necessary.

Perform related duties as assigned.

IV-7.21.4

QUALIFICATIONS

IV-7.21.4.1 Knowledge of

Available learning resources and study aids avislab assist students with academic
studies.

Operational characteristics of microcomputers atated peripheral equipment.
Current software packages and their applicatiofiadititate the learning process.
Practices of basic record keeping.

Research techniques and methods of report preparati

Principles of supervision including employee prefesal development training.

IV-7.21.4.2  Ability to:

Prepare a variety of training workshops and exercfsr student and staff use including
utilization of computers and related software aggilons.

Research, analyze and recommend appropriate tuapm@moaches and aids including
filmstrips, cassette tapes, computer software ggekand related hardware needs.

Demonstrate correct methods, practices and tecésidor utilizing Success Center
accessories and equipment.

Provide assistance and instruction to studentcadamic matters.
Train and supervise Center staff.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Communicate clearly and concisely, both orally anariting.
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IV-7.21.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and abilities
would be:

Experience

Four years of increasingly responsible experiengeevising faculty and instructional
program staff in a variety of academic and progaa@as; possess a thorough understanding
of a variety of instructional techniques and me#)addcluding computer-based learning
resources.

Training

A Master's degree from an accredited college wisljiomcourse work in education or a
related field, or equivalent.
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I\V-7.22  Director of Technology Innovation and Applations

IV-7.22.1 DEFINITION

Provides leadership, integrative management, argtitin for the College's technology support fataice
education initiatives, interactive 3D and othetteyss to include strategic planning, budgetingdéohhology
resources, and coordination and integration ofrteldyies to support the college's global educadiod
workforce indicatives. Recommends educational aaihing technologies and application. Serves as the
College's subject matter expert on issues relatedlininistrative, student support, and academinileg
systems technologies in education and training.

IV-7.22.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Vice Presidebearning Technologies.
Exercises direct and indirect supervision over tédl and clerical staff.

Coordinates with the Director of Management InfdiioraServices, AVPs, Deans, and faculty.

IV-7.22.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Provide institution-wide leadership and directiothe management and operation of technologie sstipg
distance education across the College.

Lead and coordinate the development and implementatf technology innovation, integration and
applications for distance education for the College

Lead, guide, and oversee the budgeting procesqranities leadership in cost and productivity asialjor
distance education technologies.

Assist in the coordination and development of diséelearning technologies across the College,hizesae
maximum institution-wide efficiencies and synergies

Coordinate the identification and prioritizationrefjuired distance learning initiatives among tidege's
various operating components.

Provide direction and leadership in the reviewrefsgnt distance learning systems and methodsnahd i
formulation of new and revised systems.

Maintain professional contacts with other collegegternal entities, equipment manufacturers, and
professional organizations concerning existing @exkloping information technologies.

Lead and participate in strategic planning foratise education technologies.
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Director of Technology Innovation and Applications(Continued)

Work closely with associate vice presidents, dedingion chairs, department chairs and facultiatulitate
technology support for courses and degree progtlarnagh the College's distance education program.

Lead product design development in collaboratiot aculty and staff.
Provide technical and procedural direction forithplementation of instructional design products.
Participate in and provide support for the marlgtihdistance education programs.

Manage the technology budget for distance educatipport and ensure effective management of ressurc
within established FTCC guidelines.

Write, obtain and manage grants to support distadoeation resources, workforce training, intexac8D
initiatives and technologies.

Provide oversight for professional development atioa and training for staff and faculty in apptioa of
technologies.

Maintain knowledge and understanding of current@eEloping distance learning information systems.

Performs other job-related duties as assigned.

IV-7.22.4 QUALIFICATIONS

IV-7.22.4.1 Knowledge of

Current and developing distance education inforomatequirements of a community
college.

Academic and administrative functions of a commuadllege.
Current trends and developments in distance edurcatid technologies.

Advanced working understanding of the distance atloic environment of a community
college.

Financial/business analysis techniques.

IV-7.22.4.2  Ability to:

Participate in annual strategic planning and adedmeadership.
Provide strong interpersonal and communicatioltsski

Work effectively with a wide range of constituergien a diverse community in a
collaborative team environment.
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Director of Technology Innovation and Applications(Continued)

Prepare budgets and provide fiscal management.

Lead and coordinate organizational planning anclbgment.
Organize resources and establish priorities.

Identify and secure alternative funding/revenueaces!
Coordinate with cross college functional areas.

Foster a cooperative work environment.

Provide strategic guidance and counsel to collegesgmnel in the assessment and
development of existing and/or proposed distanceatbn systems.

Develop requests for and evaluate proposals ingeée to leading-edge distance education
technology.

Communicate effectively, both orally and in writing

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Gain cooperation through discussion and persuasion.

Establish and maintain effective working relatiopstwith those contacted in the course
of work.

Communicate through the College's systems.

IV-7.22.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Five years of increasingly management responsiblé @xperience in information,
technology, or business management in an acadethicg

Training

A Masters degree in Information Systems, BusinedsiAistration, Instructional Design
or a related field.
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IV-7.23  Executive Director of Economic Developmentnd
Emerging Technologies

IV-7.23.1 DEFINITION

Serves as the College's Coordinator for Customieihing program. Provides leadership, integrative
management, and direction for the College in suppfaeconomic development, workforce preparatian fo
industry recruitment and sustainment. Serveseapiimary staff liaison with the local and statersamic
development communities. Responsibilities includategic planning, budgeting for resources, coatiam
and integration of emerging technologies into indusaining in support of the college's global wimrce
initiatives. Recommends educational and trainiitggitives and applications for business and ingu&erves

as the College's subject matter expert on issuatedeto administrative, industry support, and eagimey
technologies in workforce education and training.

IV-7.23.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Vice Presifteriearning Technologies.
Exercises direct and indirect supervision overmédl and clerical staff. Coordinates with the A8/Peans,
and Directors.

IV-7.23.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Works with local business and industry to incorp@reamerging technologies into traditional workforce
training opportunities.

Works closely with local business, military, govental organizations and Fayetteville-Cumberlandr®p
Chamber of Commerce to promote growth of estaldighesinesses.

Leads, guides, and oversees the budgeting praras$provides leadership in cost and productiviglygsis
for economic development and workforce initiatives.

Assists in the coordination and development of iande training and integration of emerging techgs
(e.g. interactive three dimensional technologi@s)éxisting training across the College, to achimaximum
institution-wide efficiencies and synergies; coaates the identification and prioritization of régad
economic development resources among the Collegetsus operating components.

Plans and promotes strategies to attract new ag#se encourage expansion and retention of existing
businesses through customized training and othekfar@e solutions and tactics to promote a stronger
economic base in the county.

Provides innovative training to local business andustry leaders to assist in their planning and
implementation of solid economic development protga

Provides customized training programs and couiesdw and existing industries and organizations.
Leads and participates in strategic planning fonemic development.
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Executive Director of Economic development and Emeiing Technologies(Continued)

Works closely with associate vice presidents, dedinsion chairs, department chairs, staff andifigcto
facilitate support for economic development initias.

Participates in and provides support for the mamkedf workforce development and economic develapme
outreach to the community; works closely with the&/President for Institutional Advancement to pdev
world-class marketing materials.

Manages the budget for economic development aeswvib ensure effective management of resourcéswit
established FTCC and NCCCS guidelines.

Provides oversight for professional developmentatan and training for staff and faculty in intagion of
emerging technologies in workforce training.

Maintains knowledge and understanding of curredtdveloping economic development trends; to irelud
emerging technologies that enhance training.

Represents FTCC at public functions and other requccasions to ensure support and engagement with
economic development and workforce development dppities.

Performs other job-related duties as assigned.

IV-7.23.4 QUALIFICATIONS

IV-7.23.4.1 Knowledge of

The current and developing economic and workfoeggiirements of a community college
related to the business, military, governmental @her industry sectors.

The academic and administrative functions of a camity college.
Current trends and developments in economic dewatop and emerging technologies.
Advanced working understanding of the workforce elepment environment of a

community college.

Financial/business analysis techniques.

IV-7.23.4.2  Ability to:

Provide strategic planning and advanced leadesHilig.

Provide strong interpersonal and communicatiorissiihd the ability to work effectively
and persuasively with a wide range of constituengre a diverse community in a
collaborative team environment.

Prepare budget and provide fiscal management.
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Executive Director of Economic development and Emeiing Technologies(Continued)

Organize, plan and develop projects.

Organize resources and establish priorities.
Identify and secure alternative funding/revenuaces!
Coordinate with cross college functional areas.
Foster a cooperative work environment.

Provide strategic guidance and counsel to collegesgmnel in the assessment and
development of existing and/or proposed distanceatbn systems.

Develop requests for and evaluate proposals ingete to leading-edge distance education
technology.

Communicate effectively, both orally and in writing

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Gain cooperation and action through discussionpanguasion.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Communicate through the College's systems.

IV-7.23.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be a either experience or training or a comtion of:

Experience

Five years of management responsibility and expeeen industrial training or business
management in a large and/or small business emagonh

Training

A Bachelor's degree from an accredited collegendrausity with major course work in

finance, accounting, business or public adminigmator a related field; or comparable
work experience. A Masters degree in Business Athtnation, Management or a field
related to industrial training is preferred.
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Executive Director of Economic development and Emeing Technologies(Continued)

IV-7.23.5

PHYSICAL REQUIREMENTS TO PERFORM THE ESSENTIAL DUHS

Frequently required to stand and walk.
Able to hear audible equipment indicators and Mezbexmunications in the environment.

Occasionally required to sit; use hands to fingandle, or feel objects, tools, or controls;
and reach with hands and arms.

Must occasionally lift and/or move up to 25 pounds.
Must see with sufficient close vision, distancearis color vision, peripheral vision, depth

perception and focus adjustment to differentiatghtlicolor intensity and evaluate
perceivable changes in the environment.
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IV-7.24  Executive Director of North Carolina Militay Business
Center

IV-7.24.1 DEFINITION

To plan, direct, and review the activities and agien of a Military Business Center (MBC) including
designing, developing, coordinating, and delivedrgpmprehensive array of services statewide thrtue
small business network of the community collegeteays and to provide administrative support to the
President.

IV-7.24.2 SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the Presiaerhis designee.
Exercises direct and indirect supervision over siipery, technical and clerical staff.

IV-7.24.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Develop, coordinate and evaluate organization-wsidetegies that achieve the MBC mission to asbesitc
businesses who do business with the military.

Conduct statewide liaison with military communitiéastallations, economic development agencies,
community colleges and resource providers.

Contract for and/or build in-house capacity to [devall aspects of business assistance servidasltae
pre-operational tasks; forecasting and monitorifigary needs and business capacity; client reoreiit,
intake and evaluation; basic business assistandea@anced business assistance.

Build in-house capacity to manage the contracting skills portal, including user support; provide f
coordination with portal technical provider.

Contract for business capacity and resources galgsas; develop and sustain capacity to maintaéngidmp
analysis to support business assistance operations.

Conduct MBC administrative tasks to include staffioontracting, internal enterprise managementagean
and monitor budgets, securing grant funding, anvgld@ment and administration of revenue producagg f
for-service structure.

Provide training for in-house and statewide comiyucllege resources to facilitate MBC operations.
Conduct promotion, communication and marketing &®/services.

Participate in the selection, training, motivatievaluation of personnel, provide for or coordinsitaff
training; work with employees to correct deficiegsin performance; implement discipline and terima

procedures as assigned.

Confer with and provide staff assistance and adwdggher level College staff regarding militanysiness
center and services assigned; develop, preparprasdnt recommendations and reports as requested.
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Executive Director of North Carolina Business Cente(Continued)

Coordinate and assist staff in preparing for spe&siants.
Perform other related duties as assigned.

IV-7.24.4 QUALIFICATIONS

IV-7.24.4.1 Knowledge of

Federal procurement regulations, processes, pesctied trends.
Federal acquisition processes, practices and trends

Intellectual property, security and risk management

Pertinent federal, state, and local laws, codesegulations.
Methods, techniques and procedures of researchragdam analysis.

Organizational and management practices as apfsig¢tie analysis and evaluation of
programs, policies and operational needs.

Principles of supervision, training and performaaealuation.

Budgeting procedures and techniques.

English usage, grammar, spelling and punctuation.

Principles and practices of supervision, trainind personnel management.

IV-7.24.4.2  Ability to:

Establish and maintain effective working relatiapsh with clients, communities,
community colleges, service providers, and othéties.

Perform responsible and difficult administrativeriwanvolving the use of independent
judgment and personal initiative.

Conduct research and prepare clear and concisgsepo

Interpret and apply College policies, procedureles, and regulations.
Train, supervise and evaluate assigned staff.

Communicate effectively, both orally and in writing

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals
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Executive Director of North Carolina Business @nter (Continued)

Maintain mental capacity, which allows the capapidif:
= Making sound decisions

= Evaluate complex data and information

= Demonstrating intellectual capabilities

Maintain physical condition appropriate to the pemiance of assigned duties and
responsibilities, which may include the following:

= Sitting for extended periods of time

= Operating assigned equipment

Gain cooperation through discussion and persuasion.

Establish and maintain effective working relatiopstwith those contacted in the course
of work.

Communicate through the College’s systems.

IV-7.24.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Five years of increasingly responsible experiencemilitary supervision, military
contracting, business management, fiscal managemenhomic development, public
administration or a related field.

Training

A Bachelor’'s degree from an accredited collegeroversity with major course work in
finance, accounting, business or public administnadr a related field or comparable work
experience. A Masters degree in Business Admatistr, Public Administration or a
related field is preferred.
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IV-8.1 Accounting Manager

vV-8.1.1 DEFINITION

To supervise, coordinate, and participate in timarftial accounting of student grants, student loans
financial aid, and scholarships. To superviseaoizg and direct the Account Payable Departmemt. T
participate in the preparation of budgets; monpost, and prepare reports on specific budgetsieView,
adjust, reconcile, and prepare reports on genedgelr accounts. Assist with preparation of year-en
close-out of financial records and the coordinatibannual audit activities. To provide highlypessible
assistance to the Controller.

IvV-8.1.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Controller.

Exercises direct and indirect supervision over el and clerical staff.

IvV-8.1.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Participate in the development, planning, and imglietation and administration of goals and objesta®
well as policies and procedures related to fistfaira.

Coordinate assigned activities with those of ottegrartments, outside agencies, and organizations.

Supervise, coordinate, and participate in the nooimiy of student grant monies to ensure appropriate
allocation of expenditures.

Supervise, plan, organize and direct the activitfethe accounts payable office.

Oversee preparation of calendar for writing andrithisting Gerneral Expense checks.

Approve invoices for payment, and review accurdogoaling and appropriateness of payments.
Maintain detailed financial and activity recordcepare summary reports for state and federal a&genc
Forecast and request cash needs for federal pregram

Provide information and general assistance to feidms, program coordinators, and funding agencies.
Supervise, coordinate, and account for studenslaaturned checks, scholarships, and studentdialkadd.
Participate in the development, posting, and moimi¢goof budgets.

Participate in the review, evaluation, and reconutagion of improvements to the College's accoursimg)
financial internal control systems and procedures.
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Accounting Manager (Continued)

Participate in the coordination of annual audihgibes; the preparation of year-end financial staénts and
assist in preparation of other year-end reports.

Perform related duties as assigned.

IvV-8.1.4

QUALIFICATIONS

IvV-8.1.4.1 Knowledge of

Knowledge and ability to supervise and coordinhtefinancial accounting of contracts,
grants, student loans, returned checks, finanadakad scholarships.

Knowledge of generally accepted accounting prirsplknowledge of principles and
methods of financial accounting.

Knowledge of sound management skills to include ah#ity to coordinate loans and
financial aid.

Knowledge of process of loan collection and abildtynterpret legal terminology in case
of bad debts.

Knowledge of applicable state and local laws retjudgthe financial administration of a
community college.

Knowledge of generally accepted accounting prims@nd applicable state and local laws
and regulations as pertains to year-end close out.

Knowledge of principles of supervision including @oyee training and performance
evaluation.

Knowledge of modern office practices, proceduresthmds, and equipment including
automated accounting systems.

Knowledge of principles and methods of financiah@dstration, particularly in the areas
of accounting, budgeting and cash management.

IvV-8.1.4.2 Ability to:

Ability to interpret numerous accounting documeatslyze and scale down to manageable
information.

Ability to interpret technical accounting procedumanuals and apply to individual
circumstances.

Ability to analyze problems, identify alternativ@stions, project consequences of proposed
actions, and implement recommendations in supgaoals.

Ability to supervise and train para-professionathnical, and clerical staff.
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Accounting Manager (Continued)

Ability to gain cooperation through discussion @edsuasion; maintain effective working
relationships with outside organizations and C@lagademic and administrative staff.

Ability to communicate clearly and concisely, batfally and in writing.

Ability to prepare complex accounting reports andlgses.

IV-8.1.4.3 Experience and Training Guidelines:

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and abilities
would be:

Experience
Five years supervisory experience in a financidlrsgis required.
Training

A Bachelor's degree from an accredited college roveusity in accounting, business
administration, finance administration, or closediated field; or equivalent.
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I\V-8.2 Accounts Receivable Manager

IvV-8.2.1 DEFINITION

To coordinate, supervise, and participate in tharfcial accounting of cash receipts, and studertuss
receivable. To perform a variety of paraprofesdiand technical tasks in support of the financtiaunting
process. To provide highly responsible assistémtiee Controller.

IvV-8.2.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Controller.

Exercises direct and indirect supervision over tédl and clerical staff.

IvV-8.2.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Coordinate, and supervise, the financial accoundfmcpsh receipts and student accounts receivable.
Review the daily cash analysis, deposits, and tefor accuracy and reliability.

Coordinate and supervise student account's redeivatiuding third party billings.

Review the aged trial balance for accuracy andwatedility. Verify and reconcile third party aceus.

Set up and supervise the collection of funds rdlabdethe registration process on main campus arnt-mu
campuses.

Design and prepare financial reports as needed.

Review and authorize fee refunds associated wiithestt accounts including, but not limited to, tuitiand
bookstore refunds.

Assist in year-end close out of financial records.
Provide paraprofessional and technical suppotiédontroller related to assigned areas of respihitgi

Provide assistance to all areas in the resolvingRACR problems associated with the Datatel comput
software.

Perform related duties as assigned.
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Accounts Receivable Manage(Continued)

IV-8.2.4

QUALIFICATIONS

IvV-8.2.4.1 Knowledge of

Principles and methods of financial accountingtipalarly in the areas of budgeting and
cash management.

Organizational and management practices as apfdietthe analysis and evaluate of
programs, policies and operational needs.

Modern office practices, procedures, methods andipatent including automated
accounting systems.

Hardware and software structures relating to a frame computer.
Query language concepts for extracting informatrom databases.
Applicable federal, state and local laws, proceslungles and regulations.
Generally accepted accounting principles.

Principles of supervision including employee tragiand performance evaluation.

IV-8.2.4.2 Ability to:

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Prepare accounting reports and analyses.

Operate standard office equipment including a P€eripheral devices associated with
its use.

Interpret and apply College policies, procedureles and regulations.
Communicate clearly and concisely, both orally anariting.

Ability to operate calculator and PC keyboard vétturacy and speed.
Supervise, train and evaluate technical and clesicéf.

Gain cooperation through discussion and persuasion.

Maintain effective working relationships with thosentacted in the course of work.
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Accounts Receivable Manage(Continued)

IV-8.2.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and abilities
would be:

Experience

Four years of supervisory experience in a finarsgtting is required. Computer experience
is required.

Training

A Bachelor’s degree in accounting, business admnatisn or a related field with a heavy
concentration in computer software structure; aneent.
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IV-8.3 Assistant Director of Admissions

IvV-8.3.1 DEFINITION

To assist in planning, organization, and supernisithe College’s student admissions records sesyito
actively participate in admissions activities witlculty, staff and other College divisions andakéments;
and to perform a variety of clerical and technieaks relative to admissions.

IvV-8.3.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Associate Woesident for Student Services through the Direator
Admissions.

Exercises technical and functional supervision @ketical staff.

IvV-8.3.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Supervise operations and activities of admissi@t®nds management; recommend improvements and
modifications; prepare various reports on operatiamd activities.

Perform the functions of the Director of Admissionghe absence of that individual, within the eptoen
of foreign student admissions and appeal of resiglen

Assist in the coordination and supervision of thmisions data entry and records management pexess

Assist in the implementation of goals and objedjestablish schedules and methods for providifigjexfit
and effective admissions records management; imgrlepolicies and procedures.

Lead and patrticipate in the maintenance of an aatiednadmissions student records tracking systems;
establish procedures; advise staff in approprigéeesns administration and maintenance procedures.

Interpret, apply and assist in ensuring staff coamgle with College policies and procedures, andriddnd
state laws and regulations pertaining to disclosfistudent information.

Maintain documentation covering admissions andnacpolicy and office procedures; compile and naimt
a variety of statistical records and reports.

Assist in the coordination of health programs adiniss activities with those of faculty, adminisivatstaff
and other College departments.

Provide staff assistance and advice to staff asimed; develop, prepare and present recommendadimhs
reports as requested.

Confer with and provide College admissions infolioratpolicies and procedures to off-campus agerarids
other colleges.

Answers guestions and provide information to sttgland the public.
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Assistant Director of Admissions(Continued)

Participate in the selection of clerical staff; yice or participate in staff training; work with gioyees to
correct deficiencies.

Schedule and monitor the production and distribuabcomputer output for admissions unit.

Perform duties as assigned.

IV-8.3.4

QUALIFICATIONS

IV-8.3.4.1 Knowledge of

Student data management procedures/applications.

State and federal laws and regulations pertaintcngttident admission, records, and
transcripts.

Principle of basic student files and statisticalorel keeping.
Manual and computerized data base systems anccappfis.

Principles of supervision including employee traghand evaluation.

IvV-8.3.4.2 Ability to:

Analyze problems; identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Gain cooperation through discussion and persuasion.

Effectively assist in developing, implementing, aahluating programs and strategies
designed to provide effective student admissionn@cservices.

Assist in training, supervision and evaluation sdigned staff.
Interpret and apply College policies, procedureles and regulations.
Communicate clearly and concisely, both orally anariting.

Compile and maintain accurate and complete reamdseports.

IV-8.3.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE
Assistant Director of Admissions(Continued)

Experience:

Three years of increasingly responsible experiémealving student admissions records
activities or closely related experiences.

Training:

A Bachelor's degree from an accredited collegeunibess administration or a closely
related field.
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I\V-8.4 Assistant Director of Early Childhood Educain Center

IvV-8.4.1 DEFINITION

Serves as the Assistant Director in the Early Gtutid Education Center. Is responsible for asgjgtie
Director to plan, organize, direct and operateptiogram within the guidelines of all applicableip@s and
procedures; to monitor the Center for complianceda WC licensing agencies; to assist in supervisirgg
Child Care Center staff; and to provide highly sgible support to the Director of the Early Chddld
Education Center.

IvV-8.4.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Early Childhood EdumaiCenter Director.
Exercises direct supervision over Early Childhoaldiéation Center staff.

IvV-8.4.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Assist the Director with the development, planrémgl implementation of policies and procedures.
Supervise the staff in the daily performance ofrttaties.

Assume another staff member’s responsibilitieh@irtabsence (Director, teachers, secretary or)cook
Develop and maintains staffing schedules.

Monitor program daily for compliance with NC licans requirements.

Coordinate menus and reports with the cook.

Act as the alternate representative for the Direwith community agencies.

Assist in the maintenance of Early Childhood Ediaca€Center records.

Coordinate and participate in staff developmenvies.

Assist in the enrollment of children and maintagnimaiting lists.

Cooperate effectively with the Director and otherrli Childhood Education Center staff members in
strategic planning.

Enroll children and conduct parent orientation.

Carry out other duties as assigned by the Director.
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Assistant Director of Early Childhood Education Certer (Continued)

QUALIFICATIONS

IV-8.4.4.1 Knowledge of

Principles and practices of organizations, admmaigin and personnel management.
Techniques of budget development and administration

Principles of supervision, training, and performaeegaluation.

Day-to-day operation of a child care center.

Principles and techniques of human relations.

Principles and techniques of grant writing.

All applicable federal, state and local laws gowegrchild care centers.

Principles and methods of financial administration.

College organization, including policy and procedwuevelopment.

IV-8.4.4.2 Ability to:

Enjoy living and working with children.

Relate to adults on all levels of the socioeconostiacture of the community and of
differing races and religions.

Apply basic knowledge of child development.
Remain clam and use sound judgment in an emergency.
Interact effectively with children, parents, staffildents, and the general public.

Exhibit personal qualities of patience, cheerfutneptimism, flexibility, cooperation, and
reliability.

Must know and apply sound principles of supervision
Interpret and administer applicable policies armtpdures, rules and regulations.

Design and implement staff training activities.
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Assistant Director of Early Childhood Education Certer (Continued)

Organize and design staffing schedules.
Establish and maintain accurate and complete reamnd files.

Communicate effectively, both orally and in writing

IV-8.4.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience:

Two years of administrative experience in Earlyl@dod, Child Care Development or
related field. Accomplishment of a Level lll NC ithCare Administration Certification
and Playground Safety Certification or the williegs to obtain them within six months.
Health Card; CPR and First Aid training are reqlire

Training:

Minimum Requirement A Bachelor’s in Early Childhood Development areated field,
and two years of administrative experience in talelf Eligible for a Level Il NC Child
Care Administration Certification, Playground Sgf€taining, Health Card, CPR and First
Aid Training. Excellent health as evidenced by ioaldexamination and initial TB test.
Satisfactory background/criminal record check. lifpto communicate effectively, both
orally and in writing.

Preferred A Master's Degree in Early Childhood Developiéwo years administrative
experience, and a Level Il NC Child Care Admirasion Certification.
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IV-8.5 Assistant Director of Student Financial Aide3vices

IV-8.5.1 DEFINITION

To assist in the planning, organization and sug@miof the College's financial aid services; ttvaty
participate in the activities of this office and perform a variety of technical tasks relative ke t
implementation of financial aid policies and progess.

IV-8.5.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Studentdricial Aid Services.

Exercises technical and functional supervision @letical staff.

IV-8.5.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Assist Director of Student Financial Aid Serviceslevelopment of processes and procedures dedigned
improve access to sources of financial aid by sttgjevhile maintaining efficiency and fiscal integrof
FTCC Student Financial Aid Office.

Perform the functions of the Director of Studemidficial Aid Services in the absence of that indisid
Maintain knowledge of local, state and federalfficial aid criteria, rules, and regulations.

Assist students with information, advice, referralsd status of student's account.

Set up student accounts for student aid and sdipa; apply student awards to Accounts Receivable
accounts.

Prepare reports and statement as required.

Research and analyze specific problems in the pagpa of assigned reports.

Process refunds to Title IV accounts accordingpjorapriate federal regulations.

Serve as liaison between Director of Student FiizdAdd Services, Associate Vice President for $iuid
Services, and the Vice President for Business amahEe of the College on procedures and methoddtogy
insure compliance with federal and state regulatimd audit requirements.

Serve on FTCC Financial Aid and Scholarship Conemitt

Assist with the development of efficient and rel@ablectronic data management systems.

Assist in preparing FISAP and other required repttstate and federal agencies.
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Assistant Director of Financial Aid ServicegContinued)

Coordinate the internal audit requirements of fati€itle 1V recipient records.

Serve as liaison between the community and thexdiahaid office providing financial aid workshopad
presentations.

Work with community service organizations to deypettudent employment opportunities for the Federal
Work Study Program.

Perform related duties as assigned.

IV-8.5.4 QUALIFICATIONS

IV-8.5.4.1 Knowledge of

Principles of effective public relations with stundig, staff, and external agencies.
Applicable federal and state laws, rules, and ®&gns regarding student aid.
General accounting and auditing principles andtres.

Modern office methods, practices, and procedures.

Operational characteristics of computers and relatgiipment.

IV-8.5.4.2 Ability to:

Plan, analyze and implement appropriate recommgndatelated to the operation of the
Student Aid Office.

Understand, interpret, and apply laws, rules, agdlations as they apply to a financial aid
program.

Apply accounting and auditing principles and praced.
Analyze data and draw sound conclusions.

Prepare clear, complete and concise reports.
Communicate effectively, both orally and in writing

Establish and maintain effective working relatiopshwith those contacted in the
performance of assigned duties.
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Assistant Director of Financial Aid ServicegContinued)

IV-8.5.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and abilities
would be:

Experience

Three years of increasingly responsible experienadving the awarding and disbursement
of financial assistance.

Training

A Bachelor’s degree from an accredited collegeusitess administration, records
management or a closely related field; or equivtalen
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IV-8.6 Financial Accountant

IV-8.6.1 DEFINITION

To perform professional and technical accounting fimancial duties in a variety of areas includicapital
improvements, fixed assets, budgets, bookstore, $eovices and childcare operations. To partieifiatthe
preparation of county budgetsipnitor, post and prepare reports on county badgeasist with the year-end close-out
of financial records. Provide highly responsibigf@ssional support to the VP for Business andi€mar Director
of Budgets and Financial Systems, as appropriate.

IV-8.6.2 SUPERVISION RECEIVED AND EXERCISED

Receive general direction from the VP frsiness and Finance or Director of Budgets andrféial
Systems, as appropriate.

Exercises technical and functional supervision @agaprofessional and clerical staff

IV-8.6.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Prepare monthly and annual accounting and finarepalrts

Prepare financial analysis and research specildgms upon request
Post and monitor the county and capital improverbadgets

Prepare and post county budget revisions and joemntizes

Prepare monthly analysis of county expendituresraia comparison to budget amounts; recommendiamjots
as appropriate

Prepare invoices for payment for construction jtsjand prepare forms 2-16 and 2-17 for reimbursefram
NCCCS and required reimbursement requests fromoinety

Receipt reimbursements from NCCCS and county agyhpe necessary journal entries for transfer afmess
between Institutional Funds

Adjust cash flow projections for Bond Funds as imeglby NCCCS
Review and update internal control procedures edatkand/or annually
Prepare HUD quarterly reports as they pertain tstcoction projects and submit to NCCCS

Assist in year-end close out of financial records
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Financial Accountant (Continued)

Provide support to the VP for Business and FinamcBirector of Budgets and Financial Systems, as
appropriate related to assigned areas of resptitysibi

Perform related duties as assigned

IV-8.6.4

QUALIFICATIONS

IV-8.6.4.1 Knowledge of

Generally accepted accounting principles; knowlesfgginciples and methods of financial
accounting

State and local laws regulating the financial adstiztion of a community college

Principles and methods of financial administraitidhe areas of accounting, budgeting and cash
management

Modern office practices, procedures, methods, gnghment including automated accounting
systems

State and local laws as relates to year end clatse-o
Construction accounting, reporting and reimbursésnen

Internal control procedures and risk managemerdea

IV-8.6.4.2 Ability to:

Read, interpret and apply complex rules, regulatimmd technical accounting procedure
manuals required for financial analysis and repgrti

Analyze problems, identify alternative solution®jpct consequences of proposed actions, and
implement recommendations in support of goals

Prepare complex accounting reports and analyses

Maintain effective work relationship with outsideganizations and college staff and faculty

Communicate clearly and concisely, both orally iandriting

IV-8.6.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:
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Financial Accountant (Continued)

Experience
Four years of responsible experience in a finaseiting is required
Training

A Bachelor’s degree from an accredited collegeravarsity in accounting, business
administration, finance administration, or closediated field; or equivalent.
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I\V-8.7 Human Resources Analyst

vV-8.7.1 DEFINITION

To perform professional and technical human resmmork in a variety of human resources programsare
including recruitment, testing, classification, dalvelations, affirmative action and records maiaiece.

IvV-8.7.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Vice President for HorR&sources.

IV-8.7.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Research, analyze and recommend the proceduresuselnl in the development and validation of human
resources selection instruments.

Prepare or direct the preparation of job bullegind recruitment information; determine and placedising
in appropriate media; review and evaluate appbceati

Assist in salary and fringe benefit information fme in collective bargaining.

Conduct studies and collect information concerriingian resources operations procedures and policies;
prepare administrative memoranda and report oistitall data; recommend new and revised procedures
policies for the Vice President's consideration.

Assist in developing, coordinating, implementingl anaintaining human resources policies, practiaed,
procedures; advise the administration and employetir interpretation when necessary.

Participate in the employee grievance process; dioate and compile necessary data; advise the
administration and employees regarding grievanoequtures; recommend FTCC responses and positions
on grievance matters.

Coordinate professional development programs f@ETaculty and staff; identify and evaluate profesal
development needs; develop, plan, schedule professievelopment sessions.

Participate in the development, maintenance andtimglof FTCC's Administrative Procedures Manual an
Employment and Affirmative Action Manual.

Participate in the evaluation and development efitiman resources data processing system; analtee d
base and equipment needs, anticipate future afiphsa

Maintain all records and files related to the humeources management function in accordance edirél,
state and local regulations; ensure confidentialitgt security of information.
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Human Resources Analys{Continued)

Monitor the processing of employees transactionkiding new hires, terminations, promotions,
transfers, and leaves of absence.

Interpret human resources policies and procedures.

Respond to requests for information from employ#es administration, outside agencies and the publi
Responsible for written exit interviews with empd@g terminating FTCC employment.

Provide assistance, policy guidance and coundel @C employees as appropriate.

Manage, direct, and organize staff developmentitngiactivities within the College.

Direct, oversee, and participate in the developnoérgrofessional development programs and services;
monitor and evaluate professional development rogrand activities; review and evaluate work pregjuc
methods, and procedures.

Monitor and administer professional developmentgaud(Tier A)

Assess professional development training and nemusistent with the goals and objectives of thde€get
advise senior level administrators of needs, requents, and activities.

Attend meetings and participate in a variety ofl€gé advisory panels and committees which impact on
professional development activities.

Examine personnel practices and conduct statistiaysis, as appropriate, to ensure nondiscrimomatith
respect to employment practices.

Participate in the investigation and make recomragads concerning the resolution of alleged sexual
harassment grievances filed by employees, appidanemployment, and students.

Recommend policy and procedure changes to the astnaition as necessary according to changes in
government policies and regulations.

Participate in special projects as assigned.

IV-8.7.4 QUALIFICATIONS

IvV-8.7.4.1 Knowledge of

Principles, methods and procedures utilized inuigment and selection, classification and
salary administration.

Applicable Federal, State and local laws and remuia.

Fundamental principles and practices of human resswadministration.
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Human Resources Analys{Continued)

Statistical concepts and methods.
Modern office methods, procedures and practices.

IV-8.7.4.2 Ability to:

Perform complex professional human resources wat&pendently.
Interpret FTCC human resources programs and psliciemployees and the general public.
Collect, compile and analyze information and data.

Conduct studies, assemble information, and idepti®plems related to human resources,
policies and procedures.

Communicate effectively, both orally and in writing
Gain cooperation through discussion and persuasion.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

IV-8.7.4.3 Experience and Training guidelines:

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience
Four years of professional human resources experien
Training

A Bachelor's degree from an accredited collegendrausity with major course work in
human resources administration, business admitisirg@ublic administration, psychology
or a related field; or equivalent.
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I\VV-8.8 Applications Development Manager

IvV-8.8.1 DEFINITION

Manage the application analysis, support and desggivities of the Management Information Services
department. Manage and participate in the softdavelopment, application support, and systemsgyaisal
activities of the management information servicepaitment; to recommend, design, and implement
automated data processing applications; to prouskr application support of state provided software
applications; to train and supervise staff in pamgming techniques and procedures; and to deveaiogrgm

and maintain complex data processing programsticipate in a variety of technical and skilledksin the
operation of a wide variety of computers and compperipheral equipment as required to support the
business and administrative processing needs.

IvV-8.8.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Managemafdrmation Services.

Exercises direct supervision over technical staff.

IvV-8.8.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Research, plan, recommend, design, and implemémtese and system solutions and choices based on
business requirements of the college.

Supervise all activities of the programming staff.

Meet with representatives of College programs, depents and functions to identify data processieeds;
assist representatives in determining alternatiueces of data; recommend methods of further rebeay
problems to develop cost-effective solutions; eixpdalvantages and limitations of available compuéated
software solutions.

Present both oral and written reports to the usemaunity that describes existing and proposed agitins
and procedures in both technical and non-techficaiats.

Design and recommend administrative software agiitins; explain recommendations to staff; work with
staff to implement approved recommendations.

Provide basic application support of the Datatgliaption to college users, to include debuggimg|lgsis,
and sharing of general information. Serve asdiai® the state help desk function to report bogsi§ers.

Provide query language support to college usex&ldp and implement queries in response to uselests;
provide database support and help desk services.

Analyze internally developed software applicatiamsjntain and modify to meet user needs.



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE
Applications Development ManagerContinued)

Plan, implement, and maintain standards and preesdar application development and maintenance tha
are consistent with state IT and audit standards.

Supervise and participate in the design, codirgirtg and documentation of new software application

Apply systems and procedures knowledge to Collpgeations development of computer systems to ke use
by all departments of the College.

Prepare functional unit assessment plan as reqoyréide director of MIS.

Assist user personnel in the analysis of interrgdagditmental operating procedures as requestedeby th
College.

Perform related duties as assigned.

IV-8.8.4 QUALIFICATIONS

IV-8.8.4.1 Knowledge of

Principles and practices of personnel supervidiaiming and evaluation.
Knowledge of computer programming and software depment
Knowledge of the Windows OS and software develogreagironment.

Knowledge of Database concepts, programming and/daleguages.

General knowledge of the Unix Operating System.

General knowledge of networking concepts.

College Business functions and processes.

Principles of application and systems analysis.

IV-8.8.4.2 Ability to:

Supervise, train, and evaluate technical staff.

Define, manage, track and create formal reportshenprogress of multiple software
development projects.

Assist College faculty and staff in analyzing thieirsiness processes and needs; design,
develop and implement software and systems sokutitat effectively address those needs.
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Applications Development ManagerContinued)

Analyze systems and procedural functions to prdjeth short and long term application
life cycles, growth and needs.

Prepare detailed system flow charts and diagramsedisas related narrative and oral
reports in both technical and non-technical terms.

Develop total systems for computerization includimgten design with flow charts, system
programming, system debugging, system manuals,nugeuals and training of staff.

Establish and maintain effective working relatiopstwith those contacted in the course
of work.

Participate in all departmental long range plan@ng budgeting activities.

Communicate clearly and concisely, both orally anariting.

IV-8.8.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Three years experience in system analysis and rdedafabase administration, and
programming.

Training

A Bachelors degree from an accredited college dveusity in computer science,
information systems, or a closely related fieldequivalent.
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IV-8.9 MIS Support Manager

IvV-8.9.1 DEFINITION

To supervise, coordinate, and participate in adr isipport services provided by the MIS department;
supervise all activities of the academic compuads] to manage and maintain all computer hardware,
software and licensing inventories of the Collgggticipate in the development, maintenance andtorimgy

of technology usage to ensure compliance with @elfmlicies and procedures; to participate in depamtal
planning and decision making. Maintain contachwtiate agencies, service providers, hardwaredcdtvise
vendors as required for planning, and maintenandecampliance activities of the College.

V-8.9.2 SUPERVISION RECEIVED AND EXERCISED
Receives direction from the Director of Managemafdarmation Services.
Exercises direct and indirect supervision over siipery, technical, and clerical staff.

IV-8.9.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Participate in the development, planning, impleragoh and administration of goals and objectiveaels
as policies and procedures related to the MIS deyeat and the College.

Maintain contact with state agencies, service glend, vendors as required for planning, maintenande
compliance activities of the department and thdegel

Supervise the technical and clerical staff in daiivities.

Ensure the efficient use of tools to support helgkdactivities.

Maintain work order system for tracking help desk aupport services activities.

Supervise the installation, maintenance, suppod,rapair of PC hardware and software.

Review and evaluate requests for computer and lpendb equipment.

Participate in periodic review of MIS procedurgsnslards and guidelines as required by the Director

Provide technical support to the College to essalitiinimum requirements for computer related eqeaiptn
operating systems, and application implementation.

Monitor and oversee schedules and coordinate wawkfl

Supervise, train, motivate, and evaluate assigteft plan, assign, and monitor employee perforneanc
objectives; prepare and present employee perforenaviews; provide or coordinate training.

Establish staffing requirements. Interview, selegtluate, and discipline employees.
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MIS Support Manager (Continued)

Participate in annual MIS strategic planning andryend reporting as required by the Director.

Participate in annual MIS budget preparation asired by the Director.

Supervise development and maintenance of MIS stipyly site.

Perform related duties as assigned.

IV-8.9.4

QUALIFICATIONS

IV-8.9.4.1 Knowledge of

Practices and principles of supervision and buddatinistration.
Practices and principles of problem analysis asdltgion.
Development and maintenance of inventories andralsnt

Current and emerging computer hardware and softteatenologies.

Practices and principles of systems and procedame$ysis and design as applied to
computerized information systems.

Basic principles of data base design and data conwamions.
Basic computer operating systems configuration.

IV-8.9.4.2 Ability to:

Diagnose and solve problems in a complex envirohmen
Read, analyze, interpret, and apply College pdajgeeocedures, rules and regulations.

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Effectively respond to inquires and requests frdnCallege level users.
Establish and maintain working relationships withde contacted in the course of work.
Communicate clearly and concisely, both orally amariting.

Supervise, train, and evaluate staff.
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MIS Support Manager (Continued)

IV-8.9.4.3 Experience and Training guidelines:

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and abilities
would be:

Experience

Three years of experience in a supervisory positi@computer related or support service
environment.

Training

An Associate’s degree in a computer science otaelield, or equivalent.
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IV-8.10 Network Administrator

IV-8.10.1 DEFINITION

Manage the College's network infrastructure usaggormance, and security. Install, maintain aditor
the hardware of the local area network, to inclialgers, switches, firewalls, DHCP servers, DNYesey,
packet filters, intrusion detection, and VPN gatgsvaAdminister the servers that make up the celteg
Novell NDS; Administer the college's business ersailver. Administer LAN and WAN configuration to
include address assignments, protocol and routomdiguration, VLAN configuration. Supervise the
activities of the Senior Network Technicians. Main coordination with NC Office of Information
Technology Services, NC Community College Systenfic&f and outside service providers in the
maintenance, support, purchasing and planningeoE&N.

IV-8.10.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Managemafdarmation Services.

Exercises direct supervision over technical staff.

IV-8.10.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Plan, supervise and actively participate in theratpens of the college's local area network.
Supervise the activities of the Senior Network Tecians.
Plan, install, maintain and administer all netwbakdware and software.

Plan, install, maintain and administer hardwaresoftlvare used for network security, including fivalls,
VPN gateways, packet filtering, and intrusion detec

Plan, configure, and document network addressassigts, assignment of routing protocols and routibte
configurations, VLAN configuration, DHCP servic&i\S services.

Plan, Install, maintain and document the campu® wigtwork wiring system.

Plan, install, maintain and administer the hardveare software components of college's Novell Dopct
Services.

Plan, install, maintain and administer the hardvesre software components of the college's emailces.

Plan, install, maintain and administer the hardwad software components of specialized servers and
applications used to satisfy academic, staff andlfarequirements.

Monitor network usage and performance for efficiesdge.
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Network Administrator (Continued)

Monitor network usage for compliance of publish&ahdards and guidelines.

Interact with State agencies for planning, coortiama standards compliance and problem solvingdiets.
Interact with network vendors for the maintenantceatwork equipment and cabling plan.

Assist with the MIS budget and planning processes.

Assist Plant Operations architects and engineamstwork design and installation for renovationd aaw
construction.

Perform related duties as assigned.

IV-8.10.4 QUALIFICATIONS

IV-8.10.4.1 Knowledge of

Methods and practices for wiring of fiber optic &8-232, RJ45, thin ethernet, wire patch
panels, and making cable connectors.

Nortel and Cisco product software and hardwarep #we TCP/IP protocol and IPX
protocol.

Nortel Telephony and VOIP

Windows XP and Windows Server operating system& hardware and peripheral
equipment.

UNIX operating system and hardware.
Network design and configuration.

Network management hardware and software.
Hardware specification and capabilities.
Operating systems.

Software specifications and requirements.
Backup software utilities.

Computer and communications systems.
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Network Administrator (Continued)

IV-8.10.4.2  Ability to:

Design complex network systems.

Maintain and manage an extensive local area netwitklimited personnel resources.
Solve technical problems under stress.

Understand management software and solve netwotkegms.

Establish and maintain working relationships withde contacted in the course of work.
Communicate clearly and concisely, both orally anariting.

Supervise, train, and evaluate a technical staff.

IV-8.10.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Three years of network management experience.

Training

A Bachelor's degree in a network related fielcequivalent. Novell network accreditation
courses a plus.
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IV-8.11 Plant Operations Facilitator

vV-8.11.1 DEFINITION

To perform a wide variety of skilled and semi-sdlbuilding, construction tasks relating to theoretion,
upkeep and operation of campus buildings and fass|ito provide responsible technical and admiaiiste
support for the Facilities Services Director.

IvV-8.11.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Facilitiesrvices.

Exercises direct and indirect supervision over siipery, maintenance and clerical staff in the aloseof
the Facility Services Director.

IvV-8.11.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

General maintenance activities as related to faslimanagement and construction.

Assist with renovation and repair projects.

Oversee and inspect major construction and rermvatiojects.

Generate materials list, supply requisitions, aiddpbocurement for campus improvement projects.
Review completed projects for contract complianoé @ecommend solutions to resolve differences.
Assist other department heads for coordinatioassure completion of college goals and schedules.
Assist with the development of the Plant Operatiomdget and long range planning.

Assist Plant Operations Department as required.

Correspond and distribute information and fileswgghe College networking system.

Perform related duties as assigned.

IvV-8.11.4 QUALIFICATIONS

IvV-8.11.4.1 Knowledge of

Basic methods, tools, and equipment used in gebaitaling maintenance.

Methods, techniques, materials, and tools usedrpentry and related construction.
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Plant Operations Facilitator (Continued)

Office procedures, methods, management, accouraimyrecord keeping.
English usage, grammar, spelling, and punctuation.

Computer operating systems and commands.

Blue print reading and project specifications.

Construction administration and management.

Safe work practices.

Applicable building codes, local ordinances andutagons governing the construction
industry.

IV-8.11.4.2  Ability to:

Work cooperatively and professionally with thosatected in the course of work.
Perform and facilitate proper actions regardingstattion issues.

Resolve problems and conflicts.

Compile and maintain accurate and complete reamdseports.

Operate computer and other standard office equipmen

Communicate effectively.

Interpret and apply college policies and procedures

IV-8.11.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Four years of experience in the construction inguand 2 years of administrative
experience.

Training

An Associate degree from an accredited collegeechrtical institute in Industrial
Management or a related field, or equivalent.
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IV-8.12  Procurement Manager

IvV-8.12.1 DEFINITION

To plan, organize and supervise the College's jasin operation in an efficient and economical neann
to purchase a variety of materials, supplies, sesviand equipment in conformance with State law and
College policies; and to assist College faculty stadf in determining equipment and supply needs.

IvV-8.12.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Controller.

Exercises direct supervision over technical andadéstaff.

IvV-8.12.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Plan, prioritize, assign, supervise, and reviewwtbek of staff involved in purchasing activities.

Recommend and assist in the implementation of goadsobjectives; establish schedules and methads fo
purchasing activities and services; implement jpedi@and procedures.

Evaluate operations and activities of purchasirgg@ams and personnel; recommend improvements and
modifications.

Review and coordinate purchasing requests andsi¢éigns made by College faculty and staff; purchase
wide variety of supplies, equipment and serviceofe and off-campus locations.

Interview and negotiate with vendors and other espntatives regarding prices, trade discounts and
deliveries; prepare and solicit bids; compare castd evaluate the quality and suitability of suegli
materials and equipment.

Coordinate with other College divisions and deparita regarding their needs as related to purchasing
central supply, or the warehouse.

Draft and assist College staff with the draftingspécifications.

Participate in the selection of staff; provide ooalinate staff training; work with employees tareat
deficiencies; implement discipline procedures.

Answer questions and provide information to othell€ge faculty and staff; investigate complaintsl an
recommend corrective action as necessary to resolwplaints.

Work with Purchase Contract and/or ITS on requisiithat exceed College's delegation.
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Procurement Manager(Continued)

Review, analyze and trouble-shoot (if required)ydactivity in E-Procurement and Datatel.

Perform related duties as assigned.

IvV-8.12.4

QUALIFICATIONS

IV-8.12.4.1 Knowledge of

Principles and practices of purchasing.

State laws, rules, regulations, and proceduresrgmgethe procurement of equipment,
supplies, and services.

Methods and practices utilized in competitive biddi

Types of supplies, materials, commodities and sessicommonly used in educational
institutions.

Suppliers, vendors, and producers of commoditiessanvices used by the College.
Principles and practices of supervision, trainind personnel management.
Modern office methods, practices and equipment.

E-Procurement and Datatel systems.

IV-8.12.4.2  Ability to:

Analyze, evaluate and modify purchasing methodspradedures.

Establish and maintain effective working relatiapshwith a variety of suppliers, vendors,
staff and faculty.

Communicate clearly and concisely, both orally amariting.
Organize, direct and implement a comprehensivehasiag program.

Interpret and explain State and College purchagalicies, regulations, rules and
procedures.

Analyze transactions in E-Procurement and Datatlible-shoot as needed to resolve
problems.

Supervise, train and evaluate personnel.
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Procurement Manager(Continued)

IV-8.12.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and abilities
would be:

Experience

Four years of increasingly responsible experiencpurchasing, inventory control or a
related field including at least two years of swaTy experience.

Training

A Bachelor’s degree from an accredited college w#jor course work in business or a
closely related field, or equivalent.
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IV-8.13  Programmer/Analyst

IV-8.13.1 DEFINITION

To provide technical expertise and assistance eénotverall development of the College's management
information system; to design, program, implemant] maintain new and upgraded application programs;
and to assist in and coordinate activities withesysusers.

IV-8.13.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Informatigst&n Manager.

Exercises no supervision.

IV-8.13.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Design, write and document computer programs basegystem requirements and in accordance with
established standards and practices.

Work with users to determine design requirementessary to program new systems or update existing
systems.

Write programs based on system requirements usgiglével programming languages; accurately and
completely document all programs in accordance estlablished standards and procedures.

Design and prepare test data and materials foreprtgsting of computer programs; develop program
documentation for new programs prior to implemeatat

Analyze existing applications and system softwaeeommend enhancements and modifications as negessa
to meet user needs and technical requirements.

Test, debug and implement projects as they ardajgse for production.

Design forms for data processing users, includipgrt layouts, input documents and data file layéuam
specifications developed in cooperation with therus

Train users in capabilities, limitations, and pnopse of automated systems.
Prepare system flow charts and documentation; egbatumentation when changes are made.
Assist in developing and modifying internal dataqessing standards and procedures.

Troubleshoot and maintain computer hardware artivaod, evaluate extent of repairs/modification reskd
and contact appropriate vendor.



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE
Programmer/Analyst (Continued)

Perform related duties as assigned.

IV-8.13.4

QUALIFICATIONS

IV-8.13.4.1 Knowledge of

Principles of computer systems and procedures sisayd design.

Principles and techniques of programming, data gssiog and programming
documentation.

Principal languages and equipment used by the @oltlecluding COBOL and NEAT VS.
Records storage and handling techniques.

IV-8.13.4.2  Ability to:

Work effectively and cooperatively with computes®m users and department staff.
Read, interpret and apply complex technical pubbos, manuals and other documents.
Analyze data and develop logical solutions to peotd.

Assist in data processing systems and procedusdgsaand feasibility studies.

Provide technical training and assistance to Celkgff.

Communicate clearly and concisely, both orally anariting.

IV-8.13.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience
One year of computer programming experience.
Training

An Associate degree from an accredited collegeomputer science or a related field, or
equivalent.
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IV-8.14  Systems Administrator

IvV-8.14.1 DEFINITION

To administer, install, implement, and maintain tlaedware and software applications used to supbpert
College's primary administrative and business fionet including the host and all associated adrnatise
servers. Manage and lead all state dictated softweardware, database and application upgrades and
migrations, enhancements, and patches in conjuneith NC Community College System office IT sepsc
Maintain contact with the NC Community College @&ys Office, NC Office of Information Technology
Services, the State Auditors office, and professliamnganizations as required for pilot and betéirigs
project management, maintenance, support and pignni

IV-8.14.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of MIS.

Exercise direct supervision over the Systems Adstriaior Technician(s).

IvV-8.14.3 EXAMPLE OF DUTIES- Duties may include but are not limited to thédwing:

Supervise the activities of the System Administrdtechnician(s).

Manage MIS processes and procedures governingsaotbsisiness systems, to include
Access controls, authorization, authenticationuggcclasses, and account creation,
Revocation, and termination.

Manage and maintain the physical and technicalrenrients of the business servers for
Compliance with state IT security standards, lgeadlelines, IT audit requirements,
State and Federal laws.

Supervise and participate in the implementationfigaration, patching, upgrading, and
General administration of the UNIX Servers.

Supervise and participate in the implementationfigaration, patching, upgrading, and
General administration of the Datatel Database.

Supervise and participate in the implementationfigaration and general administration
Of the Windows Servers.

Perform basic systems security and administratimhusage monitoring functions.
Monitor and manage computing resources, includiRty @sage, disk usage, and

response times to insure optimal performance di bo# operating system and database
environments.
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Systems Administrator (Continued)

Supervise, train, and evaluate assigned staff; plsgign and monitor employee
performance objectives; prepare and present emplpgdormance reviews; provide or
coordinate training.

Perform system backup, backup testing and recquergedures of all business servers.

Manage implementation of production applicationrgfes and enhancements, to include
locally developed and state or vendor provided ghan

Keep current with new security, technology, lawd eegulations.
Maintain system documentation, configurations, getnd logs.

Coordinate the installation, testing and deploynwér@nhancements, migrations, and
upgrades with users.

Prepare reports, diagrams, and presentations aseddo report project activity,
monitoring outcomes, usage, trends, user informastc.

Implement, configure, and administer the deploynoératl approved business
application client software.

Assist programmers with diagnosing production peots.

Train Staff.

Participate in departmental planning and budgetgsses.

Coordinate with other Community Colleges on systaepications, implementation.

Perform other duties as assigned.

IV-8.14.4 QUALIFICATIONS

IV-8.14.4.1 Knowledge of

System Administration practices and procedures.
Knowledge of medium and large scale UNIX serveis the Solaris Operating System.
Database concepts and administration.

IBM's Unidata Database, administration tools, act@management.
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Systems Administrator (Continued)

Datatel's Colleague Application, Envision runtimevieonment, Messaging Interface
(DMI), Electronic Data Exchange (EDX), WebAdvisdrelephony interfaces, and file
Importing (ELF).

Information Technology Security concepts and pcasti

UNIX scripting, Perl, and Java.

IV-8.14.4.2  Ability to:

Supervise and participate in the operation of gft&m Administration activities.

Implement, configure, administer, secure and docuithe college's complex hardware and
operating system environment.

Implement, configure, administer, secure and docurtiee college's complex database
application.

Implement, configure, administer, secure and doariiee college's windows and UNIX
server applications and hardware that are integfatent end to the Datatel application.

Conduct on- going risk assessments including theitmang, investigation and reporting
of security and access violations.

Read, analyze, and interpret technical procedamdgnstructions.
Diagnose and solve problems in a complex techeicaironment.

Effectively present information and respond to ings from all levels of college
technology users.

Write reports and routine business correspondence.

Use productivity tools (word processor, spread §hwea PC to perform many basic job
duties required for communication and reporting.

IV-8.14.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities.

Experience

One year actual experience with following hardwanel software: Windows 2000/NT
server, Sun systems and UNIX (Solaris), Datatallte@gue, DMI, Web Advisor, ELF, and
Express Load applications, IBM Unidata Database.
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Systems Administrator (Continued)
Training

Abachelor's degree in Information Systems withracentration in Systems Administration
or Database Administration.
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IV-9.1 Auxiliary Services Coordinator

vV-9.1.1 DEFINITION

To plan, oversee, organize and direct and reviewattivities of food service operations, book steeading
operations and health and occupational safety progyr coordinate assigned activities with otheregl
operations and outside agencies; and to provigmnsible support to the Vice President for Busireass
Finance.

IvV-9.1.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Vice President for Bass and Finance.

Exercises technical and functional supervision éduetiliary Services Supervisors and indirect supson
over assigned technical and clerical staff.

IvV-9.1.3 EXAMPLE OF DUTIES- Duties may include but are not limited to thédwing:

Develop, plan, and implement departmental goalsadujeictives; recommend and administer policies and
procedures.

Develop, plan and assist with the implementatioradfinistrative objectives as well as policies and
procedures necessary to provide comprehensivemiakagement services to College departments and
programs; review new or modified Health and Saféanuals and procedures.

Direct and coordinate risk management service pragrfor occupational safety and health programs.

Coordinate, direct, oversee and evaluate Collefg\3arograms; prepare related reports and doclatient

Select, train, motivate and evaluate personneljigedfor or coordinate staff training; work with playees
to correct deficiencies in performance; and implenaiscipline and termination procedures.

Oversee the activities of food service and vendipgration; review and approve operating goals and
objectives.

Oversee the activities of the College book storerafions; review and approve operating goals and
objectives.

Coordinate assigned activities with those of ottegrartments, divisions, faculty and administragitaf.
Provide staff assistance to the Vice PresidenBtminess and Finance.

Review and assess the bookstore marketing and aratiding program.
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Auxiliary Services Coordinator (Continued)

Participate in budget preparation.

Answer questions and provide information regardiagyices to students, faculty and administratiedf;st
investigate complaints and recommend correctiv@ets necessary to resolve complaints.

Perform other duties as assigned by the Vice Reasidr Business and Finance.

IvV-9.1.4 QUALIFICATIONS

IV-9.1.4.1 Knowledge of

Organizational and management practices as applited evaluation of safety programs,
policies and operational needs.

Federal, state and local industrial safety laws@odedures.
Basic principles of personnel supervision and trgn

Organizational and management practices as apmid¢de analysis and evaluation of
policies and operational needs.

Budgeting procedures and techniques.
Principles of performance evaluation.
Applicable laws affecting College Auxiliary Service

IvV-9.1.4.2 Ability to:

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Analyze, evaluate and modify safety method manaiatsprocedures.
Develop, interpret and apply College policies, paaes, rules and regulations.

Train and evaluate assigned personnel for OSHAitrgion Blood Borne Pathogen, Hazard
Communication, and Chemical Hygiene.

Communicate clearly and concisely, both orally anariting.
Train, supervise and evaluate assigned staff.

Gain cooperation through discussion and persuasion.
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Auxiliary Services Coordinator (Continued)

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Prepare, analyze and implement appropriate recounhatiens related to auxiliary services.
Prepare and administer a budget.
Interpret and apply college policies, procedureles and regulations.

IV-9.1.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities.

Experience
Four years of administrative and supervisory exqrere.
Training

A Bachelor's degree from an accredited collegeniveusity in management, personnel
services, Marketing and Retailing, Business Adntiatgon or a related field; or equivalent.
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I\V-9.2 Coordinator of Cooperative Education

IvV-9.2.1 DEFINITION

To plan, implement, administer, and evaluate thiegiate cooperative education (Co-op) work experéee
program; to maintain compliance with NCCCS policéasl procedures; to assist in approval of Co-op
assignments and monitoring of Co-op work experiet@grovide complex staff support to the Dean of
Business Programs; to coordinate Co-op programsaetindties with other departments and divisionshef
College.

IvV-9.2.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Dean of Business Progra

Provide technical supervision for compliance witB®LCS policies and procedures by the Cooperative
Education Faculty Coordinators and direct supesuisif one secretary.

IvV-9.2.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Conduct personal visits to new and existing emptoirethe area; maintain close contact with aregleyers
to improve the job market for College graduates.

Advise students in their educational, career, aardagnal development.
Evaluate student educational plans and transaopdgetermine Co-op eligibility.
Maintain records to document the activities of Qoparticipants.

Assist students in developing measurable learnijgotives.

Assist faculty coordinators in the evaluation aratiing of students through on-site visits with eoypks and
review of student records.

Write and implement program procedures, standamis,agreements to align with local and state Co-op
policies and procedures.

Develop and update Co-op brochures, handbooks,beoKs, and forms.
Work directly with faculty coordinators to provigeogram assistance.
Serve as liaison official between the College am@leyers regarding requirements of the program.

Plan and monitor annual departmental budget.
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Coordinator of Cooperative Education (Continued)

Prepare regular data reports for Dean of Businesgr&ms, Associate Vice President for Curriculum
Programs and Vice President for Curriculum ProgranasVice President of Academic and Student Sesvice

Develop internal and external marketing strategiesyities, and promotional materials.

Give oral presentations to student groups on carapdgo civic and professional groups in the comitgun
regarding Co-op.

Collaborate with external agencies to facilitate ptacement process of Co-op students.
Annually audit all Co-op records and notebooksrtsuee compliance with NCCCS requirements.

Conduct annual training workshops for FTCC facualiyl staff involved in the provision of Co-operative
education.

Perform related duties.

IV-9.2.4 QUALIFICATIONS

IvV-9.2.4.1 Knowledge of

Principles and practices of career counseling &mkesit placement.

Resources and information sources related to jatkets employment and occupational
trends, and salary levels.

Principles and practices of marketing and promotion

Principles and practices of placement program desigl execution.

Area employers and employment requirements.

Methods and practices of statistical report prejiamaand presentation.
Modern office methods, practices, techniques amopter equipment.
Effective job search techniques.

Principles of effective employee supervision, tiragn and evaluation.
Technology, including computers, and education@oductivity software.
Subject matter related to Cooperative Education.

Principles and practices of Cooperative Educatianagement.
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Coordinator of Cooperative Education (Continued)

Methods and techniques of Cooperative Educatioeldpment and evaluation.
Principles of supervision including employee tragiand performance evaluation.
Principles and practices of grant proposal preparat

Principles and practices of financial record kegpin

Methods and techniques of program marketing andigiyb

IvV-9.2.4.2 Ability to:

Effectively counsel and advise students in matieted to career planning and placement.
Effectively market the skills and abilities of sards to local business and employers.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Communicate clearly and concisely, both orally amariting.
Prepare and maintain accurate records, files, @pokts.

Analyze problems, identify alterative solutionspject consequences of proposed actions
and implement recommendations in support of goals.

Gain cooperation through discussion and persuasion.
Supervise and evaluate assigned staff.

Prepare, analyze and implement appropriate recociatiens related to Cooperative
Education affairs.

Effectively market Cooperative Education.
Interpret and apply College and grant policiescpdures, rules, and regulations.

Relate to and work with students with different tatdl, environmental and social
backgrounds as assigned.

Maintain effective work relationships with membest the community, the student
population, and the College academic and admitiigrataff.

Communicate clearly and concisely, both orally anariting.
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Coordinator of Cooperative Education (Continued)

IV-9.2.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and abilities
would be:

Experience

Four years of increasingly responsible experienceareer counseling, placement, and
Cooperative Education.

Training
A Bachelor's degree from an accredited collegenoreusity with major course work in

career counseling, Cooperative Education, or cjosdhted field or equivalent. A Master’s
degree is desirable.

PHYSICAL REQUIREMENTS TO PERFORM THE ESSENTIAL DUHS

Is frequently required to stand and walk.
Is able to hear audible equipment indicators anblaleommunications in the environment.

Is occasionally required to sit; use hands to fingandle, or feel object, tools, or controls;
and reach with hands and arms.

Must occasionally lift and/or move up to 25 pounds.
Must see with sufficient close vision, distancdaris color vision, peripheral vision and

depth perception; and focus adjustment to diffeagmtight/color intensity and evaluation
perceivable changes in the environment.
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IV-9.3 Educational Television Programming Coordinato

IvV-9.3.1 DEFINITION

To consult with the Fayetteville Cumberland EdumatAccess Channel educational partners to identify
instructional video needs and then locate and agtlué programming necessary to support the edurcatea
identified. To schedule the programming to achithe highest viewer participation and to achiewe th
highest level of education assistance; to thentamicontact with the agency who requested thelingbnal
video in order to improve the educational serviagailable in Cumberland County. To facilitate the
appropriate use of the Fayetteville Cumberland Btlacal Education Access Channel.

V-9.3.2 SUPERVISION RECEIVED AND EXERCISED
Receives direct supervision from the Associate dMA_tarning Technologies.

Exercises no functional supervision over any otaff, faculty, or administrators.

IvV-9.3.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Consult with educational partners to analyze irtstonal video support needs and determine the g@piate
programming that will provide the best solutiorfitbthat instructional need.

Consult with appropriate agencies to identify stiffelopment goals and requirements and identifyiane
resources that will support these goals.

Research the available programming resources avelage plans that will tap into those programming
resources.

Assist the public school system in the developnadrinstructional opportunities for their studentsda
develop resources that support these opportunities.

Review all submitted programs to ensure the progsaimthe correct media format and complies with a
standards set by the Education Access Channel éigvigoard.

Prepare all Education Access Channel program stdedensuring that the schedule meets all the
requirements.

Using the Education Access Channel playback comgystem, digitize all programming material, prepar
the program schedule and monitor the playbackeptogramming on the channel to ensure the computer
system is operating properly.

Update the Education Access Channel website teatetthe most current program schedule.
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Educational Television Programming Coordinator(continued)

Monitor the channel computer playback system taenthat all programming that has been scheduled is
aired at the proper times and within the qualityapseters as outlined by the Education Access Clanne
Advisory Board.

Assist the Education Access Channel Advisory Baatde development of policies and proceduresdhat
deemed necessary to ensure the smooth operatibae BHucation Access Channel and develop procedures
to inform teachers of the availability of televisiprogramming and technology.

Be actively involved with all the Educational AcegShannel education partners for the purpose oftas
teachers and other staff in the use of the telavisiedium to supplement teaching activities.

Encourage and facilitate the use of televisiomasaication tool to enhance learning for Cumberamainty.

Review publications, journals and literature toysa@reast of changing communication technologies an
philosophies.

Perform related duties as assigned.

IV-9.3.4 QUALIFICATIONS

IV-9.3.4.1 Knowledge of

Communications and media technologies, computeesgs and procedures including
computer assisted digital video storage and playgbaeb design concepts and software,
computer software related to video playback on lalecaystem, servers, digital video,
capture, MPEG, DVD and CD-Rom applications.

Writing techniques and principles including propEnglish usage, grammar and
punctuation.

Principles and techniques of producing educatitelalision projects.

IvV-9.3.4.2 Ability to:

Develop presentations using the latest presentatiware and to develop presentations
for community and education groups.

Conduct meetings, lead discussions and generatliitéde effective discussions about
educational television and the use of educati@evision to meet instructional objectives.

Utilize technology in the performance of the dagéy operations of the Education Access
Channel.

Analyze problems, identify alternative solutionsjpct consequences of proposed action
and implement recommendations in support of theedtgoals of the Education Access
Channel.
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Educational Television Programming Coordinator(continued)

Write procedures and recommend policies to the &ttt Access Channel Advisory
Board.

Communicate effectively, both orally and in writing

IV-9.3.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Four years of experience in two or more media petdn fields including two years of
experience involving the day to day operationsadlale access channel or similar delivery
channel, understanding of software to include effapplications as well as scheduling
software.

Training

Equivalent to the completion of a Bachelor's defy@® an accredited college or university
with course work in journalism, computer multi-medir a closely related field.
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IV-9.4 Grant Coordinator

IvV-9.4.1 DEFINITION

To develop, plan, organize, coordinate and pasdteifin resource development and the acquisition
of external funding for the College. Activitiesclnde research of available funding sources and
opportunities, grant writing and proposal developtnmonitoring and evaluation of grant projects
and programs; to coordinate resource developméinttaes with all Divisions and Departments of
the College; make available technical supportlt€allege faculty and staff participating in grant
writing; to provide input for strategic planningjettives of the College in the area of Resource
Development

IV-9.4.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Vice Presidieninstitutional Advancement.

May exercise direct supervision over professiondl eerical staff.

IvV-9.4.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Develop, plan, coordinate, and organize resoureeldpment activities within the College and
community.

Research and identify governmental and institutitunading sources, programs, and opportunities
consistent with the goals and objectives of thiegel, advise senior level administrators of avédab
resources and funding requirements.

Identify and participate in the development of egse development activities and projects;
coordinate projects and programs; monitor and ealuesource development programs and
activities; review and evaluate work products, mdthand procedures.

Develop and coordinate grants management effotteatollege.

Provide information, instruction and technical sopdo faculty and staff involved in proposal
development.

Develop and design the production of literaturehvdatademic and administrative staff; provide
advice and assistance regarding publication andmatg development.

Prepare and submit grant proposals and reports.

Represent the College at community and outsidenagtons, functions and activities.
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Grant Coordinator (Continued)

Perform related duties as assigned.

IV-9.4.4

QUALIFICATIONS

IV-9.4.4.1 Knowledge of

Principles and practices of grant program developgraad administration.

Research methods as applied to the identificatigpotential funding sources and
opportunities.

Strategic planning and management related to figndin

Principles of effective employee supervision.

Principles and practices of grant proposal preparaprogram management.
Methods and techniques of proposal developmentegalliation.

Technology, including computers and education aodygtivity software.

IvV-9.4.4.2 Ability to:

Participate in the planning, development, impleragah and administration of
resource development and external funding goaloajettives of the College.

Organize, direct and implement a resource developpr@gram.

Write, prepare, submit, monitor and evaluate aetamf funding proposals and
grant applications.

Analyze problems, identify alternative solutionsyjpct consequences of proposed
actions and recommend/implement actions in supggdCbllege goals.

Interpret and apply local, state and federal pediciegulations, rules and procedures
regarding grant proposal preparation and implentiemtaf grant awards.

Propose, develop and organize collaborative grespigsal initiatives with other
members of the college, community, region and state

Supervise and evaluate assigned staff.
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Grant Coordinator (Continued)

Serve on a variety of ad hoc committees and taste$p conduct research and
develop recommendations related to programmati@dnunistrative affairs at the
College.

Coordinate assigned activities with other Divisicarsd Departments and with
outside agencies and organizations.

Communicate clearly and concisely, both orally amariting.

IV-9.4.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Four years of increasingly responsible experienteexternal funding, grant
writing/administration and management or a reldied.

Training

A Master’s degree from an accredited college ovensity
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IV-9.5 Health Services Coordinator

IV-9.5.1 DEFINITION

To plan, organize, and implement a student and@yeplhealth services program; to respond to on-agamp
medical emergencies; to develop and implementthaalareness programs and services; to coordinalinhe
related services to handicapped students; anatader highly responsible technical and administeasitaff
support to the Assaociate Vice President for Stu&emtices.

IV-9.5.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Associate Wpesident for Student Services.

Exercises direct supervision over work-study sttslas assigned.

IV-9.5.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Plan, develop, implement and administer campugthsatvices and programs including the establisihmen
of goals, objectives, policies and procedures; @m@nt new or modified programs and services.

Assist in the formulation of written policies gowérg campus health.

Coordinate health related services, programs, atiditees with those of other programs, departmemtd
outside agencies and organizations such as theusawipliness Center programs.

Provide personal health counseling and nursingeaes\o students and staff; make referrals to gpjate
health agencies and organizations as appropriate.

Administer medical treatment, medications, and imizations to students and staff; perform associated
analyses; perform physical examinations and geheidth assessments using the written standingodie
the consulting physician.

Respond to on-campus medical emergencies; adnmifirsteaid to accident victims and injured studeand
staff; coordinate emergency services with locahatrities; maintain first aid supplies in campusifaes.

Develop and implement health awareness programsemites; distribute pamphlets, booklets, androthe
literature on health and prevention topics.

Monitor and enforce student health immunizatiorigies.

Develop, monitor and implement a campus drug apueseention and counseling program.
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Health Services Coordinator(Continued)

Maintain patient records, medical forms, and insoeafiles; initiate, process, and file student dent
insurance claims; initiate the paperwork to docunaemorker’'s compensation injury; maintain all neadi
records to include shots, needle sticks, injueés, according to federal, state and local regurasti

Evaluate student applicants for handicapped pargergnits; coordinate health services to handicapped
student population.

Organize and supervise campus blood drives.

Serve on a variety of college committees and tastef; research and develop recommendations related
health and emergency services issues.

Represent the College on a variety of health redlathvisory boards, commissions, and agencies.
Present informational programs, lectures, and wans on current health topics.

Perform related duties as assigned.

IV-9.5.4 QUALIFICATIONS

IV-9.5.4.1 Knowledge of

Principles, practices, and techniques of emergemeaical services and preventative health
care.

Health services program design and implementation.
Applicable laws governing health professionals mmitRorth Carolina.
Community health services and resources.

Principles and methods of medical diagnostics diclg physical examination and medical
laboratory analysis.

Essential elements of effective medical and hemaMareness programs.
Principles, practices, and techniques of stratagctoperational planning.
Causes, symptoms, and prevention of substance.abuse

Nursing as related to the planning and implememadf campus health services.

IV-9.5.4.2 Ability to:

Plan, organize, and implement a comprehensive camgaith services program including
the development of related policies and procedures.
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Health Services Coordinator(Continued)

Evaluate the health and medical condition of sttglend staff and to determine appropriate
treatment.

Administer emergency aid to injured persons, actigietims, and acutely ill patients.
Prepare, coordinate and implement health informatiprograms and services.

Counsel students and staff on health and safaigsss

Communicate effectively, both orally and in writing

Analyze problems, identify alternative solutiongjpct consequences of proposed actions,
and recommend actions in support of goals.

Gain cooperation through discussion and persuasion.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

IV-9.5.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Four years of increasingly responsible experienceursing, emergency medicine, or a
closely related field.

Training
An Associate degree in nursing from an accreditdlge or university; or equivalent.

License or Certificate

Possession of a license as a Registered Nurse istde of North Carolina and current
immunization for Hepatitis B.
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I\V-9.6 Program Coordinator

IV-9.6.1 DEFINITION

To plan, organize and coordinate the activitiearnfassigned instructional program and to providéligi
responsible academic and administrative suppdhe@mssigned Department Chair, Division Chair and/o
Academic Dean.

IV-9.6.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the assigned apat Chair, Division Chair and/or Academic Dean.

IV-9.6.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Participate in the development, planning, impleragah of goals and objectives related to the assign
curriculum program.

Perform overall coordination duties for the curhicu program, including coordination of curriculum
development and review activities.

Assist the Department/Division Chair and/or Acadeb®an in the marketing of assigned curriculumyio®
input on marketing materials and literature fortritigition to potential students; make presentatimns
schools, organizations, and other contacts.

Coordinate the program advisory committee for tingiculum program/concentration.

Coordinate with faculty and staff to discuss andsilady implement procedures and suggestions by the
Program Advisory Board Membership for progressiiprovements.

Provide input to the Department/Division Chair amdkcademic Dean on program budget needs to include
part-time salaries, supplies, equipment, travel@heér costs.

Monitor all expenditures for cost effectiveness affetiency of program/concentration operations.

Develop, review, and recommend new or modified seusutlines, supplies, materials and textbooks;
maintain currency of instructional techniques arathuds.

Provide to the Department/Division Chair and/or éemic Dean proposed revisions and updates of course
outlines and syllabi for coordination/approval wikte final approval authority.

Assist the Department/Division Chair and/or Acadefean with the identification and recruitment of
potential faculty and lab technicians in the assijtlepartment; participate in interview selectiommittees;
provide initial orientation and training to newdst especially adjunct faculty members new to #meps.
Assist the Department/Division Chair and/or AcadeBéan with the scheduling and staffing for alkskes
in the program/concentration area, including mamgpclasses for effectiveness and efficiency @&ragions.
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Program Coordinator (Continued)

Provide written input to the Department/Divisionadtand/or Academic Dean on the evaluation of figgul
staff and lab technicians assigned within the cutam department, as deemed appropriate by the
Department/Division Chair and/or Academic Dean.

Recommend to the Department/Division Chair and/oademic Dean courses that could be offered via
distance learning techniques, including eArmyu,@atdinate with faculty members assigned to tbgiam

to teach the new courses; coordinate with facuty énrollment to DOC training; coordinate for the
preparation of Attachment E documents on new caurske offered and submit to the Department/Dovisi
Chair and/or Academic Dean.

Coordinate and assist in the maintenance and $gofiequipment, as appropriate.

Submit a Personal and Professional DevelopmenttBlt#re Department/Division Chair and/or Academic
Dean on an annual basis and ensure faculty assigitieelprogram/concentration also provide a wedlight

out plan.

Maintain program compliance activities within SAC&erion on a daily basis.

Participate in student advisement and registrgifogesses.

Make appropriate recommendations to the Departiemtion Chair and/or Academic Dean on student
graduation readiness, including initiating requéstsourse substitutions, as appropriate.

Resolve complaints or problems among faculty, staidfl students within the program/concentratioa arel
advise the Department/Division Chair and/or AcademMean of potential escalation of problems, as
appropriate.

Verify accuracy and timely submission of 10% rost@nd final grade rosters for faculty members assig
to the program/concentration.

Comply with the instructional responsibilities,@glained in the job description for instructiofetulty.
Perform related duties as assigned for curriculepadment as a part of the administrative respditigb

for teaching faculty.

IV-9.6.4 QUALIFICATIONS

IV-9.6.4.1 Knowledge of

Principles and practices of organization and mameage.

Principles of curriculum design, including a basiclerstanding of the NCCCS Website and
its various links.

Principles of instructional methodologies and pedsg
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Program Coordinator (Continued)

Specific curriculum and subject matter relatech® assigned program/concentration and
departmental activities.

IV-9.6.4.2 Ability to:

Gain cooperation through discussion and consensgildifiy process.
Communicate effectively, both orally and in writtimm.
Interpret and apply College policies, procedureles and regulations.

Analyze problems, identify alternative solutionsgjpct consequences of proposed actions
and implement recommendations in support of goals.

Train and develop faculty in matters relating feefive teaching techniques and classroom
management tactics.

Analyze curriculum design for coherence and effectéess.

IV-9.6.4.3 Experience and Training Guidelines:

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. Specificigelines would be determined by the
requirements of the assigned curriculum departmedtoverall program area.
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I\V-9.7 Program Coordinator - College Connections

IvV-9.7.1 DEFINITION

To plan, organize and coordinate the activitiethefCollege Connections program and to providelpigh
responsible academic and administrative suppdhddean of Enrollment Management.

IV-9.7.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Dean of Enesit Management.

IV-9.7.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Research, develop, coordinate and implement "bastipe programs and procedures" as related to the
goals and objectives of the College Connectiongrairn.

Maintain awareness of and interpret N.C. statuid®3,policies, NCCCS policies, Cumberland County
High School policies and Fayetteville Technical @aumity College policies and develop program
compliance measures as appropriate.

Assist in the marketing of the College Connectipreggram; provide input on marketing materials and
literature for distribution to potential studentsake presentations to schools, organizations, tret o
contacts.

Coordinate with appropriate CCS and FTCC persotmestablish course need and provide resources to
meet that need.

Assist the Department/Division Chair and/or AcadeB®éan with the identification and recruitment of
potential faculty and lab technicians in the assidepartment; participate in interview selection
committees; provide initial orientation and traigito new hires, especially adjunct faculty memivens
to the campus. Assist the Department/Division €aad/or Academic Dean with the scheduling and
staffing for all classes in the program/concentiratirea, including monitoring classes for effectass
and efficiency of operations.

Provide written input to the Department/Divisionattand/or Academic Dean on the evaluation of
faculty, staff and lab technicians assigned withim curriculum department, as deemed appropriatbey
Department/Division Chair and/or Academic Dean.

Resolve complaints or problems among faculty, staftl students within the program/concentratioa are
and advise the Department/Division Chair and/orréppiate Dean as appropriate.

Verify accuracy and timely submission of 10% rost@nd final grade rosters for faculty members
assigned to the program/concentration.



Develop and implement an assessment plan desigmadriitor and evaluate the continuous improvement
of College Connections' activities.

Organize and implement student advisement, orientaind registration activities.

Participate and maintain memberships with local state advisory boards, panels and committees that
may have impact on the successful implementatid@atiege Connections programs.

Provide input to the Dean of Enrollment Managenwenprogram budget needs to include staffing
patterns, salaries, supplies, equipment, travelodimelr costs.

Provide enthusiastic and responsible customeraetoiboth internal and external customers.

Perform other duties as assigned.

IV-9.7.4

QUALIFICATIONS

IV-9.7.4.1 Knowledge of

Principles and practices of organization and mamaage.

Principles of curriculum design, including a basiderstanding of the NCCCS Website
and its various links.

Principles of instructional methodologies and pedsg

Knowledge/familiarity of high school graduation v&g@ments as well as community
college and university transferability issues.

Specific curriculum and subject matter relatech dssigned program/concentration and
departmental activities.

IV-9.7.4.2 Ability to:

Gain cooperation through discussion and consengildifiy process.
Communicate effectively, both orally and in writtemm.
Interpret and apply College policies, procedureles and regulations.

Analyze problems, identify alternative solutiongjpct consequences of proposed
actions and implement recommendations in suppayoafs.

Provide orientation for faculty in matters relatitogeffective teaching techniques and
classroom management tactics for high school staden

Analyze curriculum design for coherence and efiectess.



IV-9.7.4.3 Experience and Training Guidelines:

Any combination of experience and training that iddikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and
abilities would be:

Experience

Experience with interpretation and applicationtate regulations. Experience with
records management and computerized student regsteims. Ability to communicate
effectively, both orally and in writing, includirgreparation of technical and statistical
information.

Training

Minimum Requirement: A Bachelor's degree in puldi@tions, public administration,
business administration, counseling or related fegld four years of experience in
providing/coordinating advising/counseling servitestudents in an academic setting.

Preferred: A Master's degree in counseling, stuskervices, or related area.
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I\V-9.8 Program Coordinator - Testing

IvV-9.8.1 DEFINITION

To plan, organize, prepare, and provide the tegtiogram; to provide highly responsible administestaff
support to assigned supervisor.

IvV-9.8.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Director dfidssions and/or the Dean of Enroliment Management.

IvV-9.8.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Participate in the development, planning, impleratah, and administration of goals and objectiassyell
as policies and procedures related to testing.

Coordinate assigned activities with the DirectorAdimissions, Director of Counseling Services, Stude
Services Coordinator - Fort Bragg, Literacy Edumabirector, US Army Education Center Testing Dicec
Adult High School Director, and other outside ages@nd organizations.

Conduct testing research to provide statistical t@atprogram admission and potential for academnicess.

Confer with and provide staff assistance and advdggher level management staff; develop, prepsard
present recommendations and reports as requested.

Serve on Student Development and Institutionalditepnpcommittees as requested.
Administer the ACCUPLACER in accordance with adrsiration documentation.
Score and report the ACCUPLACER results in a tinfaghion.

Provide a positive testing climate which includesairagement to perform at the highest level, aad d
emphasizes intimidation and fear.

Collaborate with the Dean of Enrollment Managemém, Director of Admissions, and the Director of
Counseling Services in preparing a testing scheatudietesting information for school literature.

Maintain computer hardware and software necessamyri the Testing Office in an effective and eHiui
manner.

Coordinate and assist in the maintenance and $gofiequipment, as appropriate.

Submit a Personal and Professional DevelopmenttBltire Director of Admissions on an annual basis.
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Program Coordinator - Testing (Continued)

Participate in student advisement and registrgifogesses.

Perform related duties as assigned.

IV-9.8.4

QUALIFICATIONS

IV-9.8.4.1 Knowledge of

Principles and practices of organization and mamaage.

Principles of test administration and test evabrgtincluding a basic understanding of the
NCCCS Website and its various links.

Specific curriculum and subject matter relatedetsiing and counseling activities.

College policies and procedures regarding admissiandards and educational program
requirements.

IvV-9.8.4.2 Ability to:

Gain cooperation through discussion and consengildifiy process.
Communicate effectively, both orally and in writtemm.
Interpret and apply College policies, procedureles and regulations.

Analyze problems, identify alternative solutionsyjpct consequences of proposed actions
and implement recommendations in support of goals.

Determine specific needs of individual students pravide appropriate support.
Communicate clearly and concisely, both orally anariting.

Relate to students with different cultural and abbackgrounds.

IV-9.8.4.3 Experience and Training Guidelines:

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicalwto obtain the knowledge and abilities
would be:

Experience

Two years of increasingly responsible academicearannd personal counseling and
admissions experience.



Training

A Master’'s degree from an accredited college owensity with major course work in
counseling, the behavioral sciences, or a closgfted field; or equivalent.
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IV-9.9 Veterans Services Coordinator

IvV-9.9.1 DEFINITION

To plan, organize, and coordinate the veteranscg=rand programs of the College; to coordinatigyasd
activities with other divisions and departmentsy am provide highly responsible staff assistancéhto
assigned supervisor and Associate Vice Presider8tialent Services.

IV-9.9.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Studentdricial Aid Services.

Exercises direct and indirect supervision over ggsifonal and clerical staff.

IV-9.9.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Manage, coordinate and organize activities, prograntd services to the veteran student population.
Recommend goals and objectives; assist in the deweint of and implement policies and procedures.
Coordinate, oversee and participate in the deveboporf the veterans services department work plssign
work activities, projects and programs; monitor kvibow; review and evaluate work products, methaad

procedures.

Evaluate veterans service operations and activittemmmend improvements and modifications; prepare
various reports on operations and activities.

Coordinate and participate in the provision of @it related services, counseling and supporterans.
Advise veterans on educational benefits and ses\agailable; assist veterans in securing benefits.

Recruit veterans, eligible persons, national gaadiselected reserve persons for College acadietinical
and vocational programs.

Explain policies and procedures of College studapport programs available to veterans includingftial
aid and counseling services.

Advise veterans regarding College preparation atidiece requirements; develop, explain and recordmen
alternative strategies and programs.

Interview and process veterans into the appropviatprogram; establish appropriate level of finax@iid;
monitor student activities to ensure compliancédngitogram requirements.

Represent the College at community and outsidenirgtion functions to promote veteran service paiatg.
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Veterans Services Coordinato(Continued)

Participate in recommending the appointment ofgrersl; provide or coordinate staff training; worktw
employees to correct deficiencies; implement digepprocedures; recommend employee terminations.

Provide responsible staff assistance to the Asso¥iae President for Student Services througtbihnector
of Student Financial Aid Services.

Coordinate assigned responsibilities with facufig administrative staff to ensure the servicesigexmeet
College and student needs.

Perform related duties as assigned.

IV-9.9.4 QUALIFICATIONS

IV-9.9.4.1 Knowledge of

Organizational and management practices as apfdiede analysis and evaluation of
programs, policies and operational needs.

Methods and techniques of educational program ntiacke

Applicable federal, state and local regulationgc#jrally as such pertain to veterans.
Principles of effective public relations.

Principles of supervision, training and performaaealuation.

IV-9.9.4.2 Ability to:

Organize, direct and implement a comprehensiveaetaffairs program.
Interpret and apply applicable laws, policies, pawres, rules and regulations.
Effectively recruit veterans for, explain and mar&ellege academic programs.
Evaluate and advise students on a variety of acadeatters.

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

Communicate effectively, both orally and in writing

Supervise, train and evaluate personnel.
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Veterans Services Coordinato(Continued)

IV-9.9.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Four years of increasingly responsible experiemcproviding counseling services and
support to veterans.

Training
A Bachelor's degree from an accredited collegenivansity with major course work in

public relations, public administration, businesimiistration or a related field; or
equivalent.



IV-10 SPECIALISTS

SPECIALISTS
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IV-10.1  Assessment/Retention Specialist

V-10.1.1 DEFINITION

To develop a system for collection, analysis asdelinination of data relating to the Basic Skillsgeam.
The primary goal is the assessment and evaluat&tndent progress in ABE, AHS, CED and ESL program
and the maintenance of the LEIS student trackistesy for state reporting and audit purposes.

IV-10.1.2 SUPERVISION RECEIVED AND EXERCISED

Receives direct supervision from the Coordinatdadic Skills Programs and general supervision filzen
Director of Basic Skills'fHRD Programs.

Exercises no supervision.

IV-10.1.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Maintain the LEIS student tracking system includilaga entry, follow-up, scheduling of CASAS positiieg,
processing of post-testing packets, grading ansedifnating post-test progress to instructors, raaiintg
student files and monitoring data for accuracy piadjress.

Provide LEIS training for Basic Skills instructasd staff. Inform staff and instructors of changés the
LEIS system and state reporting guidelines.

Generate reports for Basic Skills staff and indtitgcregarding enrollment and retention.

Coordinate with Basic Skills staff and instructt@sensure timely processing of CASAS post-testing a
maintenance of paper flow.

Generate and distribute Annual Adult High Schoabfirut Report.

Process and audit end-of-semester LEIS paperwork.

Maintain record of group receipts for each class.

Responsible for creating documents to analyzestitzl data.

Gain a through knowledge of the Basic Skills Pragra

Gain a thorough knowledge of instructional and essfonal computer programs currently in use.
Visit class sites and monitor instructor's LEIS papork.

Work with instructors to develop objectives andaiimg system.
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Assessment/Retention Specialig€Continued)

Attend local, state and regional workshops.
Perform other duties as assigned.

IV-10.1.4 QUALIFICATIONS

IV-10.1.4.1 Knowledge of

LEIS Reporting System and detailed record keeping.
Computer software - UNIX, Microsoft Word, Excel,caRower Point.

V-10.1.4.2  Ability to:

Work independently without supervision.

Meet and deal effectively with staff and instrustor
Demonstrate empathy and understanding for the shutter.
Communicate both orally and in writing.

IV-10.1.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Two years related work experience that provideskiimvledge, skills and abilities to
successfully work in an office environment.

Training

Bachelor’s degree from an accredited college ovarsity in Business Administration or
a related field, or equivalent.
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IV-10.2 CASAS/Basic Skills Curriculum Specialist

V-10.2.1 DEFINITION

To provide informational, conceptual, and technésalistance to Basic Skills instructional faculbjei will
assist them in creating effective adult-orienteatiéng activities. These activities should be cetapcy-
based and provide opportunities for Basic Skillslehts to demonstrate mastery of academic, lifess&ind
employability objectives. Mastery of these objees should be documentable.

IV-10.2.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Basic SkMrogram.
Exercises no supervision.

IV-10.2.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Provide academic support to the instructional staff

Provide support, direction, and evaluation of tfieaive adult learning activities.

Recommend academic resources, supplies, and equimeeded to enhance the student learning process.
Coordinate with the director and plan academic wloolps, meeting, and seminars for the instructistad.
Make evaluations and recommendations to improveuational efficiency.

Develop course outlines and appropriate resourderiabs for Basic Skills classes.

Review and revise existing Curriculum periodically.

Provide periodic reports to appropriate staff @igram; status, needs, recommendations, and actdlitgta

Perform other duties as needed or assigned byitketBr of Basic Skills Program.

IV-10.2.4 QUALIFICATIONS

IV-10.2.4.1 Knowledge of

College policies and procedures regarding programtenit and curriculum.
Program requirements for Basic Skills.
Methods and procedures involved in effective teaghi

Specific and generic academic needs of Basic Siilidents.



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE
CASAS/Basic Skills Curriculum Specialist(Continued)

Competency-based education.

IV-10.2.4.2  Ability to:

Develop and design Curriculum.

Organize, coordinate, implement, and evaluate adexic outcomes assessment system.
Interpret and apply College's policies, procedungles, and regulations.

Communicate clearly and concisely, both orally anariting.

Relate to teachers and students with differentcalltbackgrounds.

Evaluate teaching effectiveness.

Establish and maintain effective working relatiapstwith those contacted in the execution
of your responsibilities.

Assess program needs.

IV-10.2.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and ability
would be:

Experience
At least one year of Curriculum Development or tedicarea.
Training

A Bachelor's degree from an accredited colleganorausity in Education or a related field,
or equivalent.
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IV-10.3  Computer Training Specialist

[V-10.3.1 DEFINITION

To plan, organize, and direct a wide range of ingirmctivities for all levels of administration ciaty and
staff. To provide a way for employees to develmartskills to enhance productivity and qualitynadrk and
build their confidence in the use of software praddu

IV-10.3.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Network Communicatibtenager

IV-10.3.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Plan, organize, write and produce training manaatsprocedures.

Post training follow up to reinforce original traig.

Implementation of new software training for all apational levels.

Training in new and existing software of new andent employees.

Coordinate with Network Communications Managerdontracted training.
Technical support and troubleshooting of softwar@lone and on site visitation.

Become proficient in new software by in-depth staehd learning of software packages to prepare for
training.

Notify employees of upcoming class schedules.

Keep documentation of completed training and manisaled.
Survey employees for training needs and requests.

Attend classes on new software and new trainingniecies.

Perform Cnet administrator duties to include addfree users, phone assistance, daily backups, nsamnel
documentation.

Write user's manuals.

Setup classroom and give users technical assistance



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE
Computer Training Specialist (Continued)

Perform related duties as assigned.

IV-10.3.4

QUALIFICATIONS

IV-10.3.4.1 Knowledge of

Software packages - Windows 96 and Windows 3.1rdgioft Word, Microsoft Excel,
Microsoft Access, Microsoft Power Point, GroupWBR, Netscape Navigator Gold,
integrate, Hyperterminal, Paint Shop Pro, WordReiel, WordPerfect 97, Cnet.

Our local area network and how it works.

Operation of audio visual equipment.

The Internet and how to navigate through it effesti.

PC's and printers and how to operate them.

Prime user software, IIPS and Visual Basic appbicet

Prime query language, INFORM.

Integrate Query Builder.

IV-10.3.4.2  Ability to:

Plan, organize and direct training activities flbroacupational levels.

Prepare clear and concise training documents foarcalipational levels.

Effectively communicate one-on-one, in small ogagroups with all occupational levels.
Build trainee's confidence in using computer softnia their jobs.

Apply logical deduction to solve user problems.

IV-10.3.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and ability
would be:
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Computer Training Specialist (Continued)

Experience

One year of software training and training manuadaliopment experience.
One year of computer programming and computer cexjgerience.
Training

An Associate degree from an accredited collegeomputer science or related field, or
equivalent.
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IV-10.4 Employee Benefits Specialist

IV-10.4.1 DEFINITION

To plan, organize, and participate in the admiatgin of the College's benefits program; to provide
information and support to faculty, administratstaff and employees regarding the benefits prodess;
perform a variety of paraprofessional and techri@sis in support of the payroll and benefits psscand

to perform a variety of accounting functions.

IV-10.4.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Controller.

IV-10.4.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Evaluate operations and activities of assignedomsipilities; recommend improvements and modifimadsi
prepare various reports on operations and actvitie

Administer and coordinate the College's fringe liermrogram; serve as the College's Health Benefit
Representative (HBR) to the State.

Administer, monitor and implement the College's Yéos' Compensation program; provide information and
process claims; maintain appropriate records acdrdentation.

Prepare quarterly reimbursement to local funds fspecial funds for Workers' Compensation on special
funds employees.

Prepare payroll reports on deductions, retiremegefits and other related statistics; verify aoreile
deductions per payroll reports to individual compdnillings; submit checks with appropriate forms to
individual companies.

Prepare monthly Bureau of Labor Statistics repioihg number of employees, number of females, numbe
of faculty, and wages paid during month.

Send employee claim forms for disability salarytommtion and health insurance.
Locate source of funds for employees who receiveamployment compensation benefits. This is done at
the time we receive our bill. Process appropriat@al and special funds checks for unemployment

compensation and submit to Department of Commuit§eges.

Evaluate aggregate service, prepare memo for Rr&dipproval, prepare form adjusting Longevity da
forward to Payroll Supervisor to make adjustmentsyistem.

Assist Payroll, Accounts Payable and Purchasing @iteries.
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Employee Benefits and Accounting SpecialigContinued)

Responsible for monthly and quarterly payroll taxes

Responsible for verifying employment by phone andiiting.

Respond to Inquiries and complete forms for PosbBedary teaching experience.

Process retirement applications.

Process applications for retirement refunds on eygas that terminate.

Assist in the development of office proceduresatilitate the processing of the College's benpfibgrams.

Act as informational liaison to faculty, staff adnstrators and employees regarding the Collegeisflie
programs; respond to inquiries and requests farinétion; solve problems.

Participate in the coordination of benefit actdtiwith those of other College departments andiding as
appropriate.

Perform related duties as assigned.

IV-10.4.4 QUALIFICATIONS

IV-10.4.4.1 Knowledge of

Principles and practices of administering a fribgeefit program.
Technigues and methods of payroll deduction pracgssd reporting.
Laws regulating benefits practices and procedures.

General accounting and bookkeeping techniques ewtgures.
Modern office practices, procedures, methods andgetent.

IV-10.4.4.2  Ability to:

Coordinate and administer a fringe benefit openatio
Analyze benefit deductions, reports and relatedidmntation and draw sound conclusions.
Interpret and apply Federal, State and local pedigbrocedures, rules and regulations.

Design and install new and improved record keepirajems.
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Employee Benefits and Accounting SpecialigContinued)

Operate modern office equipment and personal coenput
Communicate clearly and concisely, both orally anariting.

Establish and maintain effective working relatiadpshwith outside organizations and
College academic and administrative staff.

IV-10.4.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience
Four years of increasingly responsible employeefisrexperience and general accounting.
Training

A Bachelor's degree from an accredited collegendrausity in accounting, bookkeeping,
or related field; or equivalent.
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IV-10.5 Media Production Specialist

[V-10.5.1 DEFINITION

To develop and produce instructional and relatds fair faculty, students and the community inclgdgither
audio or video production, photographic/graphicsantvices, web pages, or multimedia products; and t
provide responsible staff assistance to assignaeibSEroduction Specialist and the Director of Medi
Services.

This is the full journey level class within the Buztion Specialist series. Employees within tHass
perform the full range of duties as assigned witly @ccasional instruction or assistance as hewnasual
situations arise, and are fully trained in the réchl aspects of assigned area of responsibility.

IV-10.5.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Director eflM Services.

Exercises no supervision.

IV-10.5.3 EXAMPLE OF DUTIES- Duties may include, but are not limited to, fbkowing:

Provide media related production services to fgcgtudents, College divisions and departments taad
community as a whole including the areas of phaphyy, audio-visual media, web page design, multimed
production, web streaming video and graphic art.

Work with assigned Senior Production Specialisiaoify product/project needs; work with assigneaisr
Media Production Specialist to produce a programroject in assigned technical field to meet idiandi
goals and objectives.

Maintain assigned work schedules and ensure tlzaliides are met.

Respond to questions from faculty and administeasitaff; resolve complaints or concerns as able.

Prepare a variety of products and programs inctudieb page designs, web streaming video and aileto f
photographs, graphic designs, and audio instruatiaials; duplicate media materials.

Review publications, journals and literature toysa@reast of changing communication technologies an
philosophies related to assigned area of respaditgibi

Perform related duties as assigned.
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Media Production Specialist(Continued)

IV-10.5.4

QUALIFICATIONS

IV-10.5.4.1 Knowledge of

Communications and media technologies, systemgraxcxgédures related to area of assigned
responsibility.

Professional media and communications standards.

Principles and techniques of designing and prodyeieb pages, web streaming video and
audio files, audio-visual, video, photographic amdfraphic design products for
instructional use.

Principles and practices of production journalism.

Modern office procedures, methods and computepaogrt.

V-10.5.4.2  Ability to:

Prepare instructional materials in a specialized af media production involving web page
design, web streaming video and audio files, vjidedio visual or photographic techniques
and media.

Produce effective instructional materials for fagustudents and the community.

Write clear and concise scripts, bulletins and otmrbal communications for audio
instructional aids.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Communicate effectively, both orally and in writing

IV-10.5.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Two years of responsible experience in an applieaiddia production field.
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Media Production Specialist(Continued)

Training

An Associate degree from an accredited collegenareusity with major course work in

communications, journalism, media production, phoaphy, graphic design or a related
field; or equivalent.
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IV-10.6  Senior Media Production Specialist

[V-10.6.1 DEFINITION

To consult with faculty and College administratstaff to identify media production needs; to widied
produce instructional and promotional programséenidentified needs involving multiple media areasd
to coordinate assigned projects with appropriatéeGe production staff.

This is the advanced journey level class in the ii@doduction Specialist series. Positions atlthisl are
distinguished from other classes within the sdiethe level of responsibility assumed and the derity

of duties assigned. Employees perform the moBcdif and responsible types of duties assignezdasses
within this series including working with facultynd administrative staff to identify ways to meeeith
communication and/or marketing needs, coordinafingject activities and by providing functional
supervision over assigned production staff on geptdy project basis. Employees at this leveragaired
to be fully trained in all procedures related tsigsed area of responsibility.

IV-10.6.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Media Seeg.

Exercises functional and technical supervision greduction specialist staff.

IV-10.6.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Write and produce instructional and promotionalgpaons and materials for faculty and administrasiedf
including instructional modules, brochures, slilevss, flyers and posters.

Consult with faculty and College administrativefsta identify media production needs; provide difen
and guidance regarding content, instructional deaigd media selection.

Prepare script in media format from content suplpbg faculty or administrative staff; add instroctal
design components.

Design, create and specify visual aspects of thggr, i.e. slide frames, video activity, layoutslascenes.

Initiate and coordinate all production aspectsssigned projects; direct the work of assigned pctdo
specialist staff; ensure that deadlines and timesliare met.

Maintain quality control over all projects.

Coordinate all project aspects with faculty or adistrative staff; review drafts and resolve compis
ensure that final product meets defined needs mpelcéations.
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Senior Media Production Specialis{Continued)

Conduct staff development workshops to keep faauty staff aware of new technologies and applinatio
available in developing instructional and promogébaids.

Assist in the development of policies and proceslwihin the College's media production operation;
recommend new service areas and products.

Review publications, journals and literature toysa@reast of changing communication technologies an
philosophies.

Perform related duties as assigned.

IV-10.6.4 QUALIFICATIONS

IV-10.6.4.1 Knowledge of

Communications and media technologies, systemgawdures.

Principles and techniques of designing and produaidiovisual, video, photographic and
graphic design products for instructional use.

Writing techniques and principles including propEnglish usage, grammar and
punctuation.

Principles and techniques of producing audio viguajects.
Instructional design and educational teaching needs

IV-10.6.4.2  Ability to:

Write and produce instructional and promotionalgpams and materials.
Identify and meet faculty and College administratbtaff media production needs.
Coordinate and direct the work of production staffintain time lines and meet deadlines.

Design and produce effective instructional and proomal materials for faculty and
administrative staff.

Communicate effectively, both orally and in writing

Establish and maintain effective working relaticipshwith those contacted in the course
of work.



IV-10.6.4.3 Experience and Training Guidelines

Any combination of experience and training that ledolikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and abilities
would be:

Experience

Four years of experience in two or more media pectdn fields including two years of
experience involving the writing and producing cdra-related materials and aids.

Training

A Bachelor's degree from an accredited collegenoreusity with course work in media
production, journalism, education or a closely tedefield; or equivalent.
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IV-11.1  Bookstore Supervisor

IvV-11.1.1 DEFINITION

To plan, organize and supervise the operationalfgmashcial activities of the Bookstore; to coordima
assigned activities with faculty and other Colldgpartments and divisions; and to ensure appresigport
and service is provided to College students.

V-11.1.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Auxiliary Seed Coordinator.

Exercises direct and indirect supervision over el and clerical staff.

IV-11.1.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Plan, prioritize, assign, supervise and reviewwloek of staff involved in the operational and fircéad
activities of the College Bookstore.

Recommend and assist in the implementation of goadsobjectives; establish schedules and methads fo
providing services to College students and staffilement policies and procedures.

Develop and recommend new or modified programgesys policies and procedures.

Direct, oversee and participate in the developnoérihe Bookstore's work plan; assign work actigitie
projects and programs; monitor work flow; reviewdavaluate work products, methods and procedures.

Establish, implement and assess the Bookstore tivagkand merchandising program; develop marketirt a
merchandising approaches, plans and strategies.

Direct through subordinate staff the ordering armtpssing of textbooks and student supplies; nafgodind
review purchase agreements; direct and participgteicing materials and supplies.

Oversee the warehouse operations of the Bookstareire that merchandise is stored in an organizéd a
appropriate manner and that appropriate invengegnds are maintained.

Coordinate Bookstore activities with faculty, adisirative staff and other College departments ansidns;
ensure that textbooks and supplies carried meetdhgemic needs of the student population.

Participate in recommending the appointment ofgrarel; provide or coordinate staff training; workw
employees to correct deficiencies; implement digswépprocedures; recommend employee terminations.

Perform related duties as assigned.
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Bookstore Supervisor(Continued)

IvV-11.1.4

QUALIFICATIONS

IvV-11.1.4.1 Knowledge of

Principles and practices of retail management,iqdarly as they relate to bookstore
operations.

Principles of supervision including employee tragheand performance evaluation.
Methods of accounting, purchasing, inventory cdrara warehouse operations.

IV-11.1.4.2  Ability to:

Effectively oversee and direct the operations GbHlege bookstore.
Supervise, plan, assign and evaluate the worksifasd staff.
Communicate clearly and concisely, both orally anariting.

Interpret and apply College policies, procedureles and regulations.
Exercise independent judgment in the resolutioboafkstore problems.

Establish effective working relationships with Gge employees, students, vendors and the
general public.

V-11.1.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Five years of progressively responsible administeadnd supervisory experience in a
variety of phases of retail management, purchagingntory control and accounting.

Training

An Associate degree or equivalent from an accrdditdlege or university in retailing,
business administration, marketing or a closelgtesl field; or equivalent.
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IV-11.2  Career Center Supervisor

IV-11.2.1 DEFINITION

To plan, coordinate, and implement Career Centegrams and services; to assist students in the
identification of career options and alternativae®; to coordinate Career Center programs and ssrwiith
those of other departments and divisions of théeQel

IV-11.2.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Director of @smling Services.

Exercises direct supervision of technical staff.

IvV-11.2.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Assist students in identifying career opportunitiesl in the establishment of educational goalsistarg
with career choices; maintain current informationcareer opportunities and alternatives.

Develop, plan, implement and maintain Career Cahtegoals and objectives as well as Center psliie
procedures; implement new or modified programsgodedures.

Market Career Center programs and services; preparketing materials and literature of distribution
students; make presentations to students on C@sgger programs.

Provide general information and assistance to prograrticipants; assess student standing and reesyigest
alternative courses of action.

Preview, order and update career education magemadintain current library of career informational
materials.

Maintain the Career Center facility and appearance.

Represent Career Center programs and servicesatwaity and outside organizations including cadess
and conferences.

Serve on a variety of ad hoc committees and tasle$p research and develop recommendations rdtated
programmatic and administrative affairs of the Egd.

Coordinate Career Center programs and activiti¢s thiose of other programs, departments and outside
agencies and organizations.

Respond to requests for information; assist stwdant staff with research, information verificatiamd
problem solving.
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Career Center Supervisor(Continued)

Refer students to outside community agencies a®ppate for guidance and support.

Perform related duties as assigned.

IvV-11.2.4

QUALIFICATIONS

IvV-11.2.4.1 Knowledge of

Academic, career and personal counseling technjaqouethods and procedures.
Career options and alternatives and applicablegelprograms.
General educational systems and requirements,@uteaic grade and unit equivalents.

College policies and procedures regarding admissiandards and educational program
requirements.

Program requirements related to assigned areaspbnsibility.

IV-11.2.4.2  Ability to:

Provide academic, personal and career counselipgosuto students in a variety of
situations and environments.

Interpret and apply College policies, procedureles and regulations.
Determine specific needs of individual students prmvide appropriate support.
Evaluate applicant test scores and previous edurcatid training.

Advise students regarding course work needs to etketational program requirements and
achieve individual long-term career goals.

IV-11.2.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Three years of increasingly responsible acadensicger and personal counseling and
admissions experience.
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Career Center Supervisor(Continued)

Training

A Master's degree from an accredited college ovarrity with major course work in
counseling, the behavioral sciences, or a closghted field; or equivalent.
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IV-11.3 Food Service Supervisor

IV-11.3.1 DEFINITION

To supervise and coordinate the College's foodaeprogram; to maintain food service areas, féesdliand
equipment in a clean and sanitary condition; arakgist in the preparation and serving of food.

IV-11.3.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Auxiliary Services Gtinator.

Exercises direct supervision over assigned foodaepersonnel.

IV-11.3.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Plan, prioritize, assign, supervise and reviewitbek of staff involved in providing food servicasstudents,
faculty and administrative staff.

Recommend and assist in the implementation of goadsobjectives; establish schedules and methads fo
providing effective food services; implement padigiand procedures.

Evaluate operations and activities of assignedomsipilities; recommend improvements and modifimadsi
prepare various reports on operations and actvitie

Schedule work assignments; establish prioritiestaff and student assistants.
Coordinate the preparation and selling of fooddimakfasts, breaks, lunches and special events.
Set up for serving and serve to students and faoudimbers.

Maintain cleanliness and ensure safe operationaghines by inspecting machines and performing minor
adjustments.

Estimate quantities of food and supplies requiteddfily and weekly use.

Requisition, store, and receive foods and supplies.

Conduct inventory of food and supplies.

Maintain staff time cards and submit monthly tireparts for regular and substitute employees.
Ensure compliance with health and safety rulesragdlations.

Balance money and prepare daily bank deposits.
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Food Service Superviso{Continued)

Participate in budget preparation and administnaiwepare cost estimates for budget recommendsation
submit justifications for requests; monitor and ttohexpenditures.

Participate in the selection of staff; provide oorlinate staff training; work with employees tareat
deficiencies; implement discipline procedures.

Answer questions and provide information regardiagyices to students, faculty and administratiadf;st
investigate complaints and recommend correctividaets necessary to resolve complaints.

Perform related duties as assigned.

IvV-11.3.4

QUALIFICATIONS

IV-11.3.4.1 Knowledge of

Methods and equipment used in preparing food fgelguantities of people.
Principles of sanitation, health and safety pradtic

Basic arithmetic principles for maintaining invent@nd cashiering.

Basic principles of personnel supervision and trgjn

V-11.3.4.2  Ability to:

Supervise, train and evaluate assigned staff.

Prepare salads, sandwiches and other foods.

Operate and train others in the use of cafetenigatent.

Perform basic arithmetic calculations as appligdientory record keeping and cashiering.
Maintain accurate records and cash receipts.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

IV-11.3.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:
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Food Service Superviso{Continued)

Experience

Three years of increasingly responsible food serexperience.

Training

Completion of the twelfth grade, supplemented Bcsdized training in food preparation

and sanitation or a related field; or equivalefn. Associate degree in business or a related
field is desired.
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IV-11.4  Grounds/Maintenance Supervisor

IvV-11.4.1 DEFINITION

To plan, organize, and supervise landscape, gromadlstenance, litter control operations; and tdqrer
avariety of manual and technical tasks relativbéanaintenance and repair of all landscaped ped areas.

IV-11.4.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Facilitiesrvices.

Exercises direct supervision over grounds mainteaaersonnel.

IV-11.4.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Plan, prioritize, assign, supervise and reviewvtioek of staff involved in maintenance and upkeelbf
green space and landscaped areas of the College.

Evaluate operations and activities of the groundsmtanance work unit; recommend improvements and
modifications; prepare various reports on groundgitBnance operations and activities.

Recommend and assist in the implementation of gmadsobjectives; establish schedules and methads fo
providing general grounds maintenance servicesleimgnt policies and procedures.

Participate in budget preparation and administnatimepare cost estimates for budget recommendsation
submit justifications for new landscape projecis iamprovements to campus open areas; monitor amtdato
expenditures.

Participate in the selection of grounds maintenasia#f; provide or coordinate staff training; waoskth
employees to correct deficiencies; administer eggdoperformance evaluations; implement disciplinary
procedures as necessary.

Answer questions and provide information to facu#tiaff, students, and the general public; investig
complaints and recommend corrective actions asssacg

Develop and/or review and approve proposed landsdapigns and plant materials; oversee and patéecip
in landscape installations to ensure proper estafient of plant materials.

Participate in general grounds keeping tasks imefudnowing, tree trimming, pruning and shaping of
shrubbery, planting, and application of fungicidesgcticides, herbicides, nematicides and feetiiz

Perform related duties as assigned.
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Grounds/Maintenance Supervisor{Continued)

IvV-11.4.4

QUALIFICATIONS

IV-11.4.4.1 Knowledge of

Methods, materials, tools, and equipment usedniddeape maintenance and turfgrass
management.

Safe and proper application of fungicides, inséddis, herbicides, nematicides and
fertilizers.

Principles and practices of landscape design astdliation.

Purposes, operation, and proper use and maintenétoeds and equipment used in general
grounds maintenance work.

Plant and turfgrass pests and diseases.
Budgeting procedures and techniques.
Principles and practices of supervision, trainangg personnel management.

IV-11.4.4.2  Ability to:

Organize, direct, and implement a comprehensivargie maintenance program.

Estimate time, materials, and equipment neededotoplete assigned maintenance
responsibilities.

Operate and maintain a variety of equipment ant toged in landscape installation and
maintenance.

Apply fungicides, insecticides, herbicides, nemdts and fertilizers safely and effectively.
Communicate effectively, both orally and in writing

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Prepare and administer a budget.
Supervise, train, and evaluate personnel.

Communicate through the College's networking system
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Grounds/Maintenance Supervisor{Continued)

IV-11.4.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Four years of progressively responsible park maaree, landscape installation and
maintenance experience, including two years of isig@Ey experience.

Training

An Associate degree from an accredited collegeaidulture, park management or a
related field; or equivalent.

License or Certificate

Possession of, or ability to obtain, an approprieadid North Carolina driver's license.

Possession of, or ability to obtain, an appropyiasdid public pesticide applicator's license.
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IV-11.5 Housekeeping Supervisor

IV-11.5.1 DEFINITION

To plan, organize and supervise the provision sfauial services to College buildings and faciitie

IV-11.5.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Facilitiesrvices.

Exercises direct supervision over assigned cudtethi#.

IV-11.5.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Plan, prioritize, assign, supervise and reviewwek of staff involved in providing custodial segess to
College buildings and facilities.

Recommend and assist in the implementation of goadsobjectives; establish schedules and methads fo
providing effective custodial services; implemealigies and procedures.

Evaluate operations and activities of assignedomsipilities; recommend improvements and modifimadsi
prepare various reports on operations and actvitie

Prepare work assignments and schedules for cubtdffy ensure proper coverage during absencesadue
vacation or sick leave.

Review tasks performed by custodial staff to ensliaé proper levels of service are being provided.
Maintain an inventory record of supplies.

Issue supplies to all custodial staff for all binlgs and facilities.

Train custodians in efficient and proper use ofigepent, chemicals and techniques for cleaning.
Clean and perform preventative maintenance taski&edeto assigned building and facilities as reeplir
Observe and report needed repairs.

Prepare daily reports of services performed.

Participate in the selection of staff; provide oorlinate staff training; work with employees tareat
deficiencies; implement discipline procedures.

Participate in budget preparation and administnafiwepare cost estimates for recommendations.
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Housekeeping SupervisofContinued)

Answer questions and provide information to facalhyd administrative staff; investigate complaintsd a
recommend corrective action as necessary to resolwplaints.

Perform related duties as assigned.

IV-11.5.4

QUALIFICATIONS

IV-11.5.4.1 Knowledge of

Cleaning methods, materials, and equipment.

Hazards and safety precautions related to genexiatemance and custodial activities.
Principles and practices of inventory control.

Principles of supervision, training and performagaegaluation.

IV-11.5.4.2  Ability to:

Plan, organize and oversee the work of assigneddias staff.
Maintain appropriate records and files.

Train, supervise and evaluate assigned staff.

Clean and care for assigned areas and equipment.
Understand and carry out oral and written direcion

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Communicate effectively, both orally and in writing
Communicate through the College's networking system

IV-11.5.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:
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Experience

Four years of increasingly responsible custodigkeience including some lead
responsibilities with two years of supervisory exgeces.

Training

An Associate degree from an accredited collegaigifess Administration or related field;
or equivalent.
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IV-11.6 Housekeeping Shift Leader

V-11.6.1 DEFINITION

To assist with the organization and supervisiooustodial services of the College.

IV-11.6.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Housekeeping Supervisor
Exercises direct supervision over assigned cudteti#.

IV-11.6.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Plan, implement, assign and review the work off $talved in shift custodial services.
Recommend and provide assistance to the supeirisioe implementation of goals and objectives.
Implement policies and procedures.

Prepare daily assignments and inspect tasks pextbby staff to ensure proper standard and qualfty
service.

Train custodians in efficient and proper use ofigepent, supplies and technologies for proper clegni
Observe and report repairs as needed.

Prepare daily logs of work performed. Assist witkparation of annual evaluations.

Perform duties of a housekeeper as required dstaffjabsences.

Perform other duties, as assigned.

IV-11.6.4 QUALIFICATIONS

IV-11.6.4.1 Knowledge of

Supervision, training, and evaluation procedures.
Cleaning methods, materials, and equipment.
Hazards and safety precautions related to genexiatemance and custodial activities.

Cleaning and care for assigned areas and equipment.
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Housekeeping Shift LeadeContinued)

V-11.6.4.2  Ability to:

Carry out oral and written directions effectively

Communicate effectively, both orally and in writing

Communicate through the College networking system.

Establish and maintain effective working relatiapshwith those contacted.

Perform moderately heavy manual work includingriftand moving heavy objects and
supplies.

Perform assigned duties during inclement weatheditions.

IV-11.6.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience
Four years of increasing custodial experience slihervisory experience.
Training

A High School Diploma or equivalent. Further ediarzal advancement from an accredited
College is desirable.

License and Certification

Possession of, or ability to obtain an appropridtath Carolina Driver's License.
Completed vaccinations in immunization for Hepatl or will be acquired within six
months of employment.
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IV-11.7 Instructional Designer

IvV-11.7.1 DEFINITION

To provide quality instructional design to assituity in the delivery of education and trainingtodents;
to provide advanced level of knowledge in instroieéil methodology, pedagogy, assessment, student
engagement, interactivity, and in-service develapno@portunities.

IV-11.7.2 SUPERVISION RECEIVED AND EXERCISED

Responsible to the Vice President for Learning Tietdgies under the supervision of the Director of
Technology Innovation and Applications.

IV-11.7.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Develop storyboards to assist faculty in courségtes

Develop course design strategies for use in ti@uiti and distance learning offerings that incorpmora
interactive technologies, and other applicable ueses.

Design and deliver professional education classes diverse faculty, assisting them in the creatibn
strategies to improve the learning process.

Provide leadership for long and short range plamind development for online course development as
stand-alone courses and for development and magketifully online certificates, diplomas and dezge

Collaborate with the online standards team fod#éheslopment, implementation and annual review @2EE
online academic standards.

Lead the development, team review and approvabofses before activation as online courses for ETCC
Provide training and assistance in the incorponaifdearning objects and visual learning objec@ diverse
catalog of courses.

Facilitate group planning, design, execution ani/eey of projects.

Maintain accurate scholastic and membership reoofrdsstructors enrolled in professional developmen
classes and submit reports as required.

Recommend to the Director of Technology Innovatiad Applications methods and strategies to improve
the instructional program being taught at the Qale

Recommend to the Director of Technology Innovat@nd Applications resources needed for faculty
professional development.
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Instructional Designer (Continued)

Recommend to the Director of Technology Innovatiod Applications the type and quality of equipment
needed for instructional purposes.

Provide performance evaluation input to the DepaninChairs/Division Chairs/Deans for the perfornganc
review of online instructors per the online stanidaaind best practices.

Maintain proper work hours.

Submit a Personal and Professional Development ®Rlatlhe Director of Technology Innovation and
Applications annually.

Attend all scheduled meetings.

Attend all graduation ceremonies as scheduled.

Dress appropriately to uphold the dignity of thefpssion and the responsibilities of the positions.
Other duties as assigned for special programsajeqts as a part of the administrative responsislifor

teaching faculty.

IvV-11.7.4 QUALIFICATIONS

IV-11.7.4.1 Knowledge of

Curriculum design and subject matter content rdl&teassigned area of responsibility.
Advanced knowledge of instructional design methogg] pedagogy, assessment, student
engagement, interactivity, and instructional pradlevelopment particularly as they relate
to the online environment.

Best practices and online standards for coursesadnsd

Methods and techniques of traditional and non-tiaatl student learning.

Methods and techniques of curriculum developmedtearaluation.

Project management and facilitation.

Preparation and interpretation of data reports.

Performance evaluation technigues for online ircstms.

College procedures and practices.

Specific knowledge as may be required by the assigmea of responsibility.
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Instructional Designer (Continued)

IV-11.7.4.2  Ability to:

Foster teamwork and work collaboratively.

Simultaneously manage multiple projects.

Prepare, analyze and implement instructional dgsiggram recommendations.
Gain cooperation through discussion and persuasion.

Lead and foster innovation for the benefit of FT&Gdents.

Make difficult decisions with integrity.

Communicate effectively, both orally and in writing

Specific abilities as may be required by the assigarea of responsibility.

IV-11.7.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Two years' job-related experience or any equivaientbination of experience working in
instructional development, instructional designelactronic course development.

Two years' experience leading teams, supervisinglames or participating in
collaborative ventures.

Training

A Bachelor's degree in Instructional Design, Ingianal Technology or related fields in
education or training.

Required: Portfolio of work that provides evideostrengths as an online course designer.
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IV-11.8 Instructional Labs Supervisor

V-11.8.1 DEFINITION

To provide technical supervision of academic coraplabs, to coordinate the preparation of computer
hardware, software and supplies for student, facauttd staff use; to provide technical informatiord a
assistance to faculty, staff and computer lab tieidoms on computers, software and academic netyarks

to assist in scheduling lab computers and fadlitie

IV-11.8.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from MIS Support Manag
Exercises direct supervision over instructionaltiedhnicians.

Exercises technical supervision over academic coenpabs.

IV-11.8.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Supervise and participate in the general maintenahcomputer labs; supervise routine maintenande a
repairs on computer and peripheral equipment.

Train and supervise instructional lab technician&b operations.

Assist with configuring computer labs, monitoringcarity and customizing applications software and
routines.

Coordinate the technical operation of all acaddatie with MIS to help ensure compatibility with zagje
networks.

Maintain instructional labs' hardware and applmasi software usage records.
Coordinate the maintenance of hardware and suppbntories for all academic computing.

Provide technical data and advice to faculty onmater equipment, labs, software applications arutybti
development.

Provide assistance to instructional staff and wirirctional lab technicians in preparation of haady
software and supplies as needed to support acadequoements.
Attend workshops, conferences, and meetings retatadsigned area of responsibility.

Perform related duties as assigned.
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Instructional Labs Supervisor (Continued)

IV-11.8.4

QUALIFICATIONS

IV-11.8.4.1 Knowledge of

Operational characteristics of computers and thgérating systems.

Proper and safe use of computer equipment and aaftw

Subject matter related to applications softwarkzetl in computer labs.

Principles, practices, and laboratory techniquided to laboratory subject matter.
Principles of supervision including employee trai

Practices of basic record keeping.

Research techniques and methods of report preparati

IV-11.8.4.2  Ability to:

Configure, customize application software and ttesloot problems for computer labs.
Correctly and efficiently set up laboratory equiprenaterials and supplies as needed.

Provide assistance and instruction to faculty daff en technical matters appropriate to
assigned laboratories.

Demonstrate correct laboratory methods, practieebniques, and safety precautions.
Assist in performing routine maintenance and regpair assigned equipment.
Interpret and apply policies, procedures, rulesragdlations.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Communicate clearly and concisely, both orally amariting.

IV-11.8.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:
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Instructional Labs Supervisor (Continued)

Experience

Three years of increasingly responsible experigrmar&ing with computers and application
software related to assigned area of responsibility

One year of supervisory experience.

Training

An Associate's degree in computer science or ke, or equivalent.
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IV-11.9 Maintenance Supervisor

V-11.9.1 DEFINITION

To plan, organize and supervise maintenance desvivithin Plant Operations including building
maintenance and construction, electrical maintemad®¥ AC maintenance and repair and vehicle seryices
to provide a safe and comfortable physical envireninfor College faculty, staff, and students; and t
coordinate assigned facility and vehicle mainteeaattivities with other College departments, donis,
programs, and activities and outside organizations.

IV-11.9.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Facilitiesrvices.

Exercises direct supervision over technical, maiabee and clerical staff.

IV-11.9.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Plan, prioritize, assign, supervise and reviewwiloek of staff involved in facility maintenance incling
general building maintenance and construction tebdat installations and repairs, and mechanicateays
maintenance and repair.

Plan, prioritize, assign, supervise and reviewtbek of staff involved in vehicle maintenance aegair.

Recommend and assist in the implementation of gmadsobjectives; establish schedules and methads fo
assigned maintenance and construction activitiegteément policies and procedures.

Evaluate operations and activities of assignedomsipilities; recommend improvements and modifimadsi
prepare various reports on operations and actvitie

Participate in the selection of staff; provide oorlinate staff training; work with employees tareat
deficiencies; implement discipline procedures.

Confer with and provide staff assistance and adaibégher level College staff regarding facilitycavehicle
maintenance requirements; develop, prepare andmirescommendations and reports as requested.

Coordinate the administrative responsibilities witthe work unit; monitor and evaluate workloadyelep
and implement policies and procedures.

Plan and schedule preventative maintenance; eeatust effectiveness of maintenance program; peepar
recommendations for improvement.

Plan and coordinate supply and material acquisittomprevent interruptions of work.
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Maintenance Supervisor(Continued)

Participate in budget preparation and administnafiwepare cost estimate for recommendations.

Assist staff in preparing facilities for speciakeews.

Perform related duties as assigned.

IvV-11.9.4

QUALIFICATIONS

IV-11.9.4.1 Knowledge of

Principles, practices, methods and techniquesrudrgé facility maintenance and building
construction.

Building and safety codes and sanitary and healiblations.

Principles, practices, methods and techniqueslitieemaintenance and repairs.
English usage, grammar, spelling and punctuation.

Principles of supervision, training and performagaegaluation.

Budgeting procedures and techniques.

Principles and practices of supervision, training personnel management.

V-11.9.4.2  Ability to:

Analyze problems, identify alternative solutionsgjpct consequences of proposed actions
and implement recommendations in support of goals.

Compile and maintain accurate and complete recamdseports.

Prepare, analyze and implement appropriate recouations related to facility and vehicle
maintenance activities.

Train, supervise and evaluate assigned staff.
Communicate effectively, both orally and in writing
Gain cooperation through discussion and persuasion.

Establish and maintain effective working relaticipshwith those contacted in the course
of work.

Read sketches, drawings and blueprints.
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Maintenance Supervisor(Continued)

Communicate through the College's networking system

IV-11.9.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Four years of general facility and/or vehicle mair@nce experience with at least two years
of supervisory experience.

Training

An Associate degree from an accredited collegediilding construction, engineering,
architecture, mechanics or a related field; or eajent.
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IV-11.10 Payroll Supervisor

V-11.10.1 DEFINITION

To plan, organize, supervise and participate inGbbege's payroll program; to provide informatiand
support to faculty, administrative staff and empgles regarding the payroll process; and to perforariaty
of paraprofessional and technical tasks in supgpfdifte payroll process.

IV-11.10.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Controller.

Exercise direct and indirect supervision over assigtechnical and clerical payroll staff.

IV-11.10.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Evaluate operations and activities of assignedomsipilities; recommend improvements and modifimadsi
prepare various reports on operations and actvitie

Recommend and assist in the implementation of goadsobjectives; establish schedules and methads fo
maintaining appropriate payroll records, reportd sampporting documentation.

Participate in the preparation and processing @fGbllege's payroll; collect and audit time shedtta
records and adjustment sheets for accuracy andletampss.

Process the transfer of Direct Deposit throughraat@on on the PC.

Review and process personnel action notices; ps@tgzart-time faculty contracts; initiate andwtjpayroll
records as necessary.

Code part-time contracts - Tear down and give ¢o@ppropriate director.

Separate payroll checks and distribute.

Prepare leave report.

Establish appropriate records and files on the cterdor new employees.

Assist in the development of office proceduresailitate the processing of the College's payroll.
Oversee the maintenance of employee personnel files

Maintain and balance status reports on employees.
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Payroll Supervisor (Continued)

Prepare and balance W2's with computer.

Supervise, train, motivate and evaluate assignetff; ststablish and monitor employee performance
objectives; prepare and present employee perforenaviews; provide or coordinate staff training.

Provide support to the Controller related to assigareas of responsibility.

Perform related duties as assigned.

IV-11.10.4 QUALIFICATIONS

IV-11.10.4.1 Knowledge of

Principles and practices of financial record kegpiglated to payroll.

Knowledge and understanding of expense codes émapation of invoices for Accounts
Payable.

Modern office methods, practices and procedures.
Basic computerized data processing principles.
Applicable federal, state and local laws, procedgungles and regulations.

V-11.10.4.2 Ability to:

Prepare and maintain accurate records, files grattse
Operate standard office equipment, including agreakcomputer.
Make arithmetic calculations accurately and rapidly

Prepare a variety of regular and special payrallstatistical documents within prescribed
guidelines and procedures pertaining to payroll.

Understand and apply principles and procedureshiadoin fiscal record keeping and
accounting functions related to payroll.

Communicate clearly and concisely, both orally anariting.

Maintain effective working relationships with thosentracted in the course of work.
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Payroll Supervisor (Continued)

[V-11.10.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required

knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Four years of increasingly responsible accountipgeence involving the maintenance of
financial and related statistical records preferatithin the area of payroll.

Training

A Bachelor's degree from an accredited collegecgoanting, business administration or
related field; supplemented by experience in payuoictions; or equivalent.
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IV-11.11 Print Shop Supervisor

IvV-11.11.1 DEFINITION

To plan, organize and supervise the print shopatjmers; to direct and review the work of assignidf s
involved in operating a variety of duplicating egmient to reproduce materials for all College deparits
and divisions; and to perform a variety of techhiaaks relative to assigned area of responsibility

V-11.11.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Vice President for Adiistrative Services.

Exercises direct supervision over assigned priop staff.

IV-11.11.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Plan, prioritize, assign, supervise and reviewntbek of staff involved in the College's print shagperation.
Recommend and assist in the implementation of goadsobjectives; establish schedules and methads fo
providing efficient and effective duplicating sexes to College staff; implement policies and proces.

Evaluate operations and activities of assignedomsipilities; recommend improvements and modifimadsi
prepare various reports on operations and actvitie

Oversee and direct the operation of duplicatingpgant utilized to reproduce a variety of materfalsall
College divisions and departments, including offesses and Xerox machines.

As necessary, interpret and prioritize work ordeetermine whether requested work will be reproduce
utilizing the off-set presses or Xerox machines.

Oversee staff involved in the lay-out and preparatf projects and copy orders for printing.

As necessary, assist staff in making various mechbadjustments and moderately difficult repagsading
to reproduction needs and maintenance requirements.

Ensure adequate inventory of supplies, chemicalswaterials for duplicating equipment.
Maintain and review records of number of copiesadpced.

Participate in budget preparation and administnatiizepare cost estimate for budget recommendations
submit justifications for requests; monitor and ttohexpenditures.
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Print Shop Supervisor(Continued)

Participate in the selection of staff; provide oorlinate staff training; work with employees tareat
deficiencies; implement discipline procedures.

Answer questions and provide information to theifgcand administrative staff; investigate comptaiand
recommend corrective action as necessary to resolwplaints.

Perform related duties as assigned.

IvV-11.11.4

QUALIFICATIONS

IV-11.11.4.1 Knowledge of

Methods and techniques of providing comprehensidscantralized reproduction services
to a large organization.

Uses, operation and maintenance of various typdsiglfcating and related equipment.
Modern office practices, procedures and equipment.

Basic mathematics.

Principles of supervision, training and performagaegaluation.

V-11.11.4.2 Ability to:

Supervise and implement a comprehensive centralgg@aduction program.
Direct staff in the operation and maintenance gflidating machines.

Adjust and make moderately difficult repairs to licgting machinery.

Direct staff involved in laying out work assignmemind preparing printing plates.

Direct staff in the operation and maintenance tdtegl print shop equipment including
binding machinery and collators.

Establish and maintain effective working relatiopstwith persons contacted in the course
of work.

Supervise, train and evaluate assigned staff.

IV-11.11.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:
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Print Shop Supervisor(Continued)

Experience

Four years of increasingly responsible experierariwg within a centralized reproduction
center including experience in operating Xerox niraes, off-set presses and related
duplicating equipment.

Training

Completion of the twelfth grade supplemented bycibdraining; or equivalent. An
Associate degree in business or a related fiedg$éred.
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IV-11.12 Property Control and Services Supervisor

IvV-11.12.1 DEFINITION

To plan, organize, and supervise warehousing afebeewide inventory control services; to providgport
services to other College departments, divisiofiEses and programs; and to perform a variety ohteécal
tasks relative to inventory management, storage defivery.

IV-11.12.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Vice President for Bass and Finance.

Exercises direct supervision over property cordrad warehousing personnel.

IV-11.12.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Plan, prioritize, assign, supervise, and reviewwloek of personnel involved in college-wide invemyto
control activities and warehousing.

Recommend and assist in the implementation of goadsobjectives; establish schedules and methads fo
centralized warehousing and college-wide inventorgnagement services; implement policies and
procedures.

Evaluate warehouse operations and activities; rexamd improvements and modifications.

Plan, supervise and participate in the collegelg@gent inventory program in accordance with regumients
and stipulations of the Department of Communityl€g#s; directly account for College owned equipment
prepare related reports.

Participate in the selection of staff; provide oorlinate staff training; work with employees tareat
deficiencies; implement disciplinary proceduresiesessary.

Answer questions and provide information to facldtaff and public; investigate complaints and resend
corrective action as necessary for the resolutfamomplaints.

Conduct periodic inventories of College assetegsired by law; maintain appropriate inventory relso
coordinate and oversee the disposal of surplue@elproperty and equipment.

Perform related duties as assigned.
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Property Control and Services SupervisoContinued)

IvV-11.12.4

QUALIFICATIONS

IV-11.12.4.1 Knowledge of

Principles, practices, methods and proceduresvehitory control and record keeping.
Principles and practices of warehousing, shippamgl, receiving.

Operational characteristics, capabilities and ggbe¢cautions for a variety of materials
handling machinery and equipment.

State laws, rules and regulations governing inwgmuanagement and record keeping.
Modern office practices, procedures, and compugaipenent.
Principles and practices of supervision, trainangg personnel management.

IV-11.12.4.2 Ability to:

Plan, supervise, schedule and coordinate warehgpasthinventory management functions,
activities, and services.

Establish and maintain complete and accurate iovgmécords.

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

Supervise, train, and evaluate personnel.

IV-11.12.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying.

A typical way to obtain the knowledge and abilitiesuld be:

Experience

Three years of increasingly responsible inventoapagement experience.
Training

An Associate degree from an accredited collegesimegal business or a related field; or
equivalent.
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Property Control and Services SupervisoContinued)

License or Certificate

Possession of, or ability to obtain, an approprieadid North Carolina driver's license.
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IV-11.13 Security Operations Officer (Captain)

V-11.13.1 DEFINITION

To assist the Director, Public Safety and Seciumityjanaging, directing, organizing, developingnpliag

and coordinating the activities of the Public Safetd Security Department, to ensure that the diveission

of FTCC can be accomplished in a safe and secureoement; to ensure department personnel are
professionally trained to meet college demandsmamage the Traffic Section vehicle registratiod an
parking fines program; and to ensure a compreheriime Prevention Program is maintained.

IV-11.13.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director, Public Safatygl Security.

Exercises direct and indirect supervision over aasrgecurity personnel.

IV-11.13.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Manage the Traffic Section.

Provide direct supervision of shift leaders andtsiperational support personnel.

Plan, organize, direct, develop and coordinatenaptehensive Crime Prevention Program.
Develop and maintain accountability procedureddet/found or acquired property or evidence.
In the absence of the Director, Public Safety aecu8ity, assume his/her duties.

Ensure, security personnel are properly equippéedrained and duties are performed in accordante wi
Standard Operating Procedures.

Coordinate the openings and closings of all colfagdities.

Coordinate special parking requests and providiécsrit personnel to handle the requirements.
Coordinate requirements for traffic flow and parkin support of college ceremonies/activities.
Provide information and assistance to studentf, faaulty and visitors.

Review complaints and recommend corrective actionegessary.

Assist with identifying safety hazards and meetd§HA safety standards; conduct fire prevention
inspections of campus facilities.
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Security Operations Officer (Captain) (Continued)

Assist in conducting security surveys of faciliteesd parking lots to include lighting standardsddequate

protection.

Conduct anti-robbery training for personnel whodiarFTCC funds.

Assist in making sure proper documentation is cetepl for all incidents and accidents and it is fmeed
to the appropriate department or agency for action.

Identify supply and equipment needs to the Dired®aiblic Safety and Security.

Perform other duties as assigned.

IV-11.13.4

QUALIFICATIONS

IV-11.13.4.1 Knowledge of

Organizational and management practices as apgi¢iie analyses and evaluations of
programs, policies and operational needs, prinsjpdeactices, methods, procedures and
standards of law enforcement, security and publietg. Applicable laws, ordinances and

college policies, procedures and regulations.

Principles and practices of organization, admiaigtn, supervision, training and personnel
management.

Safety and security technologies, systems and grwes.
Emergency action procedures.

V-11.13.4.2 Ability to:

Plan, supervise, schedule and coordinate campeiy saifd security services in the absence
of the Director, Public Safety and Security.

Interpret, apply and enforce applicable laws, aadies, regulations and policies.
Conduct security inquiries and accurately docurfiedings.

Establish and maintain effective working relatiavith those contacted in the course of
assigned duties.

Communicate effectively, orally and in writing.

Supervise, train and evaluate security personnel.
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Security Operations Officer (Captain) (Continued)

IV-11.13.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience
Five years of law enforcement, security, or relagperience, or equivalent.
Training

An Associate Degrefrom an accredited college or technical instifnteriminal justice,
law enforcement, or related field; or equivalettgraduate of the Basic Security Officers
Training class or Basic Law Enforcement Trainingrisferred. Possession of, or ability to
obtain an appropriate valid North Carolina drivditense.
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IV-11.14 Security Shift Leader (Lieutenant)

IV-11.14.1 DEFINITION

To assist the Director, Public Safety and Secimitthe implementation of campus public safety seclrity
programs and to perform a variety of tasks relativihe programs; to supervise assigned personnel.

IV-11.14.2 SUPERVISION RECEIVED AND EXERCISED

Receives direct supervision from the Security Ofi@na Officer (Captain).

May exercise direct and indirect supervision ovéreo security personnel as directed by the Security
Operations Officer or the Director, Public Safetyl&ecurity.

IV-11.14.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Supervise assigned Security personnel as directed.

Patrol the campus by foot, motorized cart, or ehic

Conduct building checks and fire checks.

Unlock/lock building doors and gates.

Conduct inquiries of incidents and accidents tduide writing reports.

Respond to medical emergencies and provide asséstanmesponding medical personnel.
Write parking citations.

Enforce campus rules, regulations, and policies.

Provide traffic control.

Control and issue parking decals.

Assist motorists who require assistance, i.e. tilaf out of gas, dead battery, etc.

Report safety and security hazards to the Opematiifficer or the Director, Public Safety and Setguri
Monitor Emergency Call boxes and respond to thke cal

Maintain security vehicles in a clean safe conditio
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Security Shift Leader (Lieutenant)(Continued)

Provide crowd control at special events.

Operate the Patrol Scan System.

Provide escort services for personnel and funds.

Provide directions and answers to questions fratff/fculty/students/visitors.
Maintain various types of logs.

Install parking boot on vehicles when directed.

Turn on/off campus lights and equipment as directed
Provide special surveillance as directed.

Conduct briefings and training as required.

Support various crime prevention programs.

Supervise assigned Security personnel as directed.

Take charge of a security shift in the absencé®f@hift Leader.

Perform other duties as assigned.

IV-11.14.4 QUALIFICATIONS

IV-11.14.4.1 Knowledge of

Principles, practices, methods, and procedureswéhforcement, security procedures and
traffic control.

Applicable laws, ordinances, college policies, paares, and regulations.

IV-11.14.4.2 Ability to:

Interpret, apply and enforce applicable laws, aadies, regulations and policies.
Conduct security inquiries and accurately docurfiedings.

Communicate effectively, orally and in writing.
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Security Shift Leader (Lieutenant)(Continued)

IV-11.14.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience
Three years of law enforcement, security or rel&eperience.
Training

An Associate degrdeom an accredited college or technical institateriminal justice, law
enforcement, or related field, or equivalent. Adpate of the Basic Security Officers
Training class or Basic Law Enforcement Trainingrisferred. Possession of, or ability
to obtain an appropriate valid North Carolina drisdicense.
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IV-11.15 Security Shift Supervisor (Sergeant)

IV-11.15.1 DEFINITION

To assist the Director, Public Safety and Secimitthe implementation of campus public safety seclrity
programs and to perform a variety of tasks relativihe programs; to supervise assigned personnel.

IV-11.15.2 SUPERVISION RECEIVED AND EXERCISED

Receives direct supervision from the Security Shéader (Lieutenant).

May exercise direct and indirect supervision oxbeosecurity personnel as directed by the Shiidee, the
Operations Officer, or the Director, Public Safatd Security.

IV-11.15.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Supervise assigned Security personnel as directed.

Patrol the campus by foot, motorized cart, or ehic

Conduct building checks and fire checks.

Unlock/lock building doors and gates.

Conduct inquiries of incidents and accidents tduide writing reports.

Respond to medical emergencies and provide assistathe school nurse and responding medical peeto
Write parking citations.

Enforce campus rules, regulations, and policies.

Provide traffic control.

Control and issue parking decals.

Assist motorists who require assistance, i.e. tilaf out of gas, dead battery, etc.

Report safety and security hazards to the Opematiifficer or the Director, Public Safety and Setguri
Operate Emergency Call boxes and respond to the cal

Maintain security vehicles in a clean safe conditio

Provide crowd control at special events.
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Security Shift Supervisor (Sergeant)Continued)

Operate the Patrol Scan System.

Provide escort services for personnel and funds.

Provide directions and answers to questions fraiffifculty/students/visitors.

Maintain various types of logs.

Install parking boot on vehicles when directed.

Turn on/off campus lights and equipment as directed

Provide special surveillance as directed.

Conduct briefings.

Support various crime prevention programs.

Supervise assigned Security personnel as directed.

Take charge of a security shift in the absencé®f@hift Leader.

Perform other duties as assigned.

IV-11.15.4 QUALIFICATIONS

IV-11.15.4.1 Knowledge of

Principles, practices, methods, and procedureswéhforcement, security procedures and

traffic control.

Applicable laws, ordinances, college policies, paares, and regulations.

V-11.15.4.2 Ability to:

Interpret, apply and enforce applicable laws, aadies, regulations and policies.

Establish and maintain effective working relatiapshwith those contacted in the course

of work.
Conduct security inquiries and accurately docurfiedings.

Communicate effectively, orally and in writing.
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Security Shift Supervisor (Sergeant)Continued)

IV-11.15.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Two years of law enforcement, security or relagperience.

Training

An Associate degreftom an accredited college or technical instititegriminal justice,
law enforcement, or related field, or equivalefttgraduate of the Basic Security Officers
Training or Basic Law Enforcement Training is preéel. Possession of, or ability to obtain
an appropriate valid North Carolina drivers license
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IV-11.16 Web Master

IV-11.16.1 DEFINITION

Supervises the development and maintenance ofdleg€’s web presence; provides technical expeatisie
administrative assistance for the College’s defiegonline instruction; programs, implements, arantains
a variety of application programs related to instianal services; and provides complex technicppsut
to the Associate Vice President for Learning Tedbgies.

IV-11.16.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Associate Yiesident for Learning Technologies.

Exercises direct support over staff as assignedpamddes technical and functional supervision tfoe
College’s web presence.

IV-11.16.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Supervise the development and maintenance of thege&s web presence.
Serve as courseware administrator for the Collegelime delivery of instruction.
Provide technical assistance to faculty and supgiaft for the online delivery of instruction.

Operate computer systems to produce a varietypoirte and summary data; update and maintain data fi
operate associate peripheral equipment.

Develop, program, and maintain applications soféwand databases utilized in all projects and other
responsibilities as assigned.

Design and prepare test data and materials foreprtgsting of computer programs; develop program
documentation for new programs prior to implemeatat

Analyze existing computer applications softwarepramend enhancements and modifications as necessary
to meet user needs and technical requirements.

Utilize telecommunications and terminal emulatioftware to interface local systems with Collegeeyss;
upload and download data files and programs.

Develop, coordinate and participate in a varietgdcial research and administrative projects.
Compile and analyze data and prepare related reeonfations and reports.

Assist with technical support on Programs of Stadgt Local Common Course Library databases.
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Web Master (Continued)

Process purchase requisitions and orders for c@npguipment, software, and supplies.

Perform other duties related to the Instructioreviges function of FTCC as needed or as assigned.

IV-11.16.4

QUALIFICATIONS

IV-11.16.4.1 Knowledge of

Principles of supervision

Operation of the Internet and Web Page design iptes
Principles of small computer systems and progr3asigth
Records storage and handling techniques

Principles of database technology

Modern office operations, methods, procedures eguipment

Higher education data reporting systems, fedepalrteng requirements, and state reporting
requirements

Organizational and management practice as apptietheé analysis and evaluation of
programs, policies and operational needs

Sources, uses, and types of planning data apptitcabhstitutions of higher education
Priorities, goals, and objectives of the College
Educational objective-setting and program evalumatio

Basic statistics and data collection and repontieghods and procedures

V-11.16.4.2 Ability to:

Analyze data and develop logical solutions to peotd.

Design and program complex statistical and dataagement application programs for
computers.

Communicate clearly and concisely, both orally anariting.

Read, interpret and apply complex technical pubbos, manuals, and other documents.
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Web Master (Continued)

Analyze problems, identify alternative solution®jpct consequences of proposed actions,
and recommend actions in support of goals.

Apply basic mathematical and statistical concepisroblem solving.

Establish and maintain effective working relatiopstwith those contacted in the course
of work.

IV-11.16.4.3 EXxperience and Training Guidelines:

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and abilities
would be:

Experience

Two years of computer web programming or compupglieations software experience
is required, preferably in an educational settirigxperience in systems analysis and
knowledge of a variety of software applicationgésirable.

Training

An Associate degree form an accredited collegemputer science or a related field; or
equivalent.
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IV-12.1  Child Care Teacher Assistant (Early Childhddeducation
Center)

IvV-12.1.1 DEFINITION

Serves as Child Care Assistant in the Childrenist€e Assists classroom teachers in working whikdecen
age’s 6 weeks to 5 years. Works closely with &hter staff members, FTCC faculty members, and the
Director.

IvV-12.1.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Child Camciier and Director.

Exercises direction of children and limited direatiof work-study students and volunteers.

IvV-12.1.3 ESSENTIAL DUTIES- Duties may include but are not limited to, tbédwing:

Assist teachers with classroom duties; carry cather’'s activity plans.

Maintain a safe, healthy and attractive learningrenment both inside and outside.
Substitute as required in the absence of othefrrsribers.

Model developmentally appropriate teaching techesqu

Provide opportunities and support for children ¢éeelop self-discipline.

Relate instructions or observations concerningdeéil to the teachers.

Attend staff and parent meetings.

Participate in professional development activities.

Serve as a resource to other staff.

Use materials and equipment creatively. Cons&quoipment, including toys and games, when appatgri
When appropriate, assemble new supplies and eqotpseneeded.

Request assistance from the Early Childhood Assotieulty as needed.
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Child Care Teacher Assistant(Early Childhood Education Center ) (Continued)

IvV-12.1.4

QUALIFICATIONS

IV-12.1.4.1 Knowledge of:

Curriculum and subject matter related to child depment.

Methods and techniques of child guidance and diseip

Developmentally Appropriate Practices for children.

Center procedures and practices as regulated By@hivision of Child Development.

Specific knowledge as may be required by the assigmea of responsibility.

IV-12.1.4.2  Ability to:

Enjoy living and working with children.

Relate to adults on all levels of the socioeconostiacture of the community and of
differing races and religions.

Apply basic knowledge of child development.

Remain calm and use sound judgment in an emergency.

Work well without close supervision.

Interact effectively with children, parents, staffildents, and the general public.

Exhibit personal qualities of patience, cheerfuineptimism, flexibility, cooperation, and
reliability.

Be alert, energetic, and agile (to perform thegelieacher of young children).
Respond to emergencies calmly.

Work well without supervision, speak distinctlyreeas model for children, and apply child
development principles to daily interactions wittildren.

Interact effectively with children, parents, stutigrstaff, and the general public.
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Child Care Teacher Assistant(Early Childhood Education Centgontinued)

IV-12.1.4.3 Experience and Training Guidelines

High School diploma and a minimum of the NC Childr€ Credential. Two years
experience in a preschool setting preferred. faatisry criminal records check, current
medical examination, and Health card as requirelhly

Minimum: Early Childhood Education Credential ameg/ear experience in a child care
setting.

Preferred: Certificate or Diploma in Early ChildltbEducation and two years experience
in a child care setting.
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IV-12.2  Child Care Lead Teacher (Early Childhood Edation
Center)

IvV-12.2.1 DEFINITION

Serves as Lead Child Care Teacher in the Childi@atster. Is responsible for the planning and etiecu
of an educational program with a group of childr&Morks directly with the children and their pants
responsible for a wide variety of activities thage from planning daily learning activities to ragimg lunch
and toileting and serving as a resource for thddGbare Teachers in an educational wing of the &ent
Represents staff of a particular age group in Te@tings. Assists in guiding curriculum studestsgned
to her/his group. Works closely with other Cestaff members, campus faculty members, and thefoire

IV-12.2.2 SUPERVISION RECEIVED AND EXERCISED

Receives supervision from Director.

Supervises teacher assistants and exercise tettimaaion for work-study students and volunteers.

IvV-12.2.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Maintain accurate records of attendance, studetitjmation and equipment accountability.
Attend Center staff meetings, parent meetings teaiding sessions as required.

Maintain confidential file on each child’'s curretiévelopmental progress that includes regular infbrm
observations, assessment results, samples of @hiddwork and information shared by parents.

Share information and involve parents in the cackeducation of their children.
Request additional replacement supplies and equipatzeneeded.

Assist in regular inventory and maintenance cheamfkslassroom and playground equipment. Report
maintenance needs to Director.

When appropriate, assemble new supplies and eqotpseneeded.

Exercise technical direction for student volunteensk-study students, part-time employees, sulistt and
other adults in the classroom.

Cooperate with appropriate resource people in mgatpecial needs of children.

Maintain a safe, healthy and attractive learningrenment both inside and outside.
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Child Care Lead Teacher (Early Childhood EducationCenter) (Continued)

Report suspected child abuse and neglect as reduriaw.
Participate in recommended staff development dietsui

When scheduled, open Center at appropriate timaadlbse the Center. Secure building on day assig
Remain at the Center until all children are pickpdoy parents.

Model developmentally appropriate teaching techesgconsistent with classroom training.
Supervise and evaluate curriculum students assigméer/his group. Provide appropriate guidance to

students as they plan and execute activities.

IvV-12.2.4 QUALIFICATIONS

IvV-12.2.4.1 Knowledge of

Curriculum and subject matter related to child depment.

Methods and techniques of child guidance and diseip

Developmentally Appropriate Practices for children.

Center procedures and practices as regulated by@hBivision of Child Development.

Specific knowledge as may be required by the assigmea of responsibility.

IV-12.2.4.2  Ability to:

Enjoy living and working with children.

Relate to adults on all levels of the socio-ecomoatructure of the community and of
differing races and religions.

Speak distinctly and serve as a satisfactory laggnaodel for children.

Remain calm and use sound judgment in an emergency.

Work well without close supetrvision.

Interact effectively with children, parents, staffiidents, and the general public.

Exhibit personal qualities of patience, cheerfuinegptimism, flexibility, cooperation, and
reliability.
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Child Care Lead Teacher (Early Childhood EducationCenter) (Continued)

Be alert, energetic, and agile (to perform thegelieacher of young children.)
Work well without supervision.

Respond to emergencies calmly, speak distinctlyesas a model for children, and apply
child development principles to daily interactiomish children.

Ability to communicate clearly and to represenfetihg opinions objectively.

IV-12.2.4.3 Experience and Training Guidelines

Minimum RequirementA Associate’s degree in Early Childhood Educatmd one year
experience working in a childcare setting. Satisfey background/criminal records check,
current medical examination, and completion of GRR First Aid, Playground Safety and
IT's SIDS of training upon employment. Candidagt®uld be able to communicate
effectively, both orally and in writing.

Preferred A Bachelor’s degree in Early Childhood EducatiGhild Development or Birth
through Kindergarten and one year experience irreschool or child care setting.
Knowledge of teaching techniques of child guidadissipline, along with developmentally
appropriate practice.
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IV-12.3  Child Care TeachefEarly Childhood Education Center)

IV-12.3.1 DEFINITION

Serves as Child Care Teacher in the Children’s&ens responsible for the planning and executioan
educational program with a group of children. Wodirectly with the children and their parents. Is
responsible for a wide variety of activities thage from planning daily learning activities to ragimg lunch
and toileting. Assists in guiding curriculum statke assigned to her/his group. Works closely witer
Center staff members, campus faculty members,ta®irector.

IV-12.3.2 SUPERVISION RECEIVED AND EXERCISED

Receives supervision from Director.
Supervises teacher assistants and exercise tettimaaion for work-study students and volunteers.

IvV-12.3.3 ESSENTIAL DUTIES- Duties may include but are not limited to, tbédwing:

Maintain accurate records of attendance, studetitjmation and equipment accountability.
Attend Center staff meetings, parent meetings teaiding sessions as required.

Maintain confidential file on each child’'s curresiévelopmental progress that includes regular infbrm
observations, assessment results, samples of @hiddwork and information shared by parents.

Share information and involve parents in the cackeducation of their children.
Request additional replacement supplies and equipazeneeded.

Assist in regular inventory and maintenance cheamfkslassroom and playground equipment. Report
maintenance needs to Director.

When appropriate, assemble new supplies and eqotpseneeded.

Exercise technical direction for student volunteexsk-study students, part-time employees, sultest and
other adults in the classroom.

Cooperate with appropriate resource people in mgafpecial needs of children.
Maintain a safe, healthy and attractive learningrenment both inside and outside.
Report suspected child abuse and neglect as redujriaw.

Participate in recommended staff-development didivi
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Child Care Teacher (Early Childhood Education Cente) (Continued)

When scheduled, open Center at appropriate tim@aaldse the Center. Secure building on day assig
Remain at the Center until all children are pickedy parents.
Model developmentally appropriate teaching techesgconsistent with classroom training.

Supervise and evaluate curriculum students assigméer/his group. Provide appropriate guidance to
students as they plan and execute activities.

IvV-12.3.4 QUALIFICATIONS

IV-12.3.4.1 Knowledge of:

Curriculum and subject matter related to child depment.

Methods and techniques of child guidance and diseip

Developmentally Appropriate Practices for children.

Center procedures and practices as regulated By@hivision of Child Development.
Specific knowledge as may be required by the assligme of responsibility.

IV-12.3.4.2  Ability to:

Enjoy living and working with children.

Relate to adults on all levels of the socio-ecomostiucture of the community and of
differing races and religions.

Speak distinctly and serve as a satisfactory lagguaodel for children.

Remain calm and use sound judgment in an emergency.

Work well without close supervision.

Interact effectively with children, parents, staffildents, and the general public.

Exhibit personal qualities of patience, cheerfuineptimism, flexibility, cooperation, and
reliability.

Be alert, energetic, and agile (to perform thegelieacher of young children.)

Work well without supervision.
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Child Care Teacher (Early Childhood Education Cente) (Continued)

Respond to emergencies calmly, speak distinctlyesas a model for children, and apply
child development principles to daily interactiomish children.

Interact effectively with children, parents, stutigrstaff, and the general public.

IV-12.3.4.3 Experience and Training Guidelines

Minimum RequirementAn Associate’s degree in Early Childhood Eduaatad one year
experience working in a childcare setting. Satigfey background/criminal records check,
current medical examination, and completion of GRR First Aid, Playground Safety and
IT's SIDS of training upon employment. Candidagé®uld be able to communicate
effectively, both orally and in writing.

Preferred A Bachelor’s degree in Early Childhood EducatiGhild Development or Birth
through Kindergarten and one year experience imesghool or child care setting.
Knowledge of teaching techniques of child guidadészipline, along with developmentally
appropriate practice.
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IV-12.4  Department Chair

IV-12.4.1 DEFINITION

To plan, organize, and coordinate the activitiearossigned curriculum department and to provigleh
responsible academic and administrative suppdhda@ssigned Division Chair and/or Academic Dean.

IV-12.4.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the assignedsbiviChair and/or Academic Dean.

IV-12.4.3 ESSENTIAL DUTIES- Duties may include but are not limited to, tbédwing:

Participate in the development, planning, and imgletation of goals and objectives related to assign
curriculum department.

Perform overall coordination duties for the depamtincluding coordination of curriculum developihe
and review activities.

Assist the Division Chair and/or Academic Dearhia imarketing of assigned curriculum; provide ingait
marketing materials and literature for distributitin potential students; make presentations to dshoo
organizations and other contacts.

Coordinate the program advisory committee for #ggeditment and ensure subordinate program coordiato
are also effectively managing their advisory corneeis.

Coordinate with faculty and staff to discuss andsiay implement procedures and suggestions by the
Program Advisory Board Membership for progressiiprovements.

Provide input to the Division Chair and/or Acaderiean on program budget needs to include part-time
salaries, supplies, equipment, travel and otheiscos

Monitor all expenditures for cost effectiveness effitiency of departmental operations.

Develop, review, and recommend new or modified seusutlines, supplies, materials and textbooks;
maintain currency of instructional techniques arathuds.

Provide to the Division Chair and/or Academic Deapposed revisions and updates of course outlingés a
syllabi for approval/retention.

Assist the Division Chair and/or Academic Dean with identification and recruitment of potentiaddiéty
and lab technicians for the curriculum; participéteinterview selection committees; provide initial
departmental orientation and training to new hires.

Assist the Division Chair and/or Academic Dean witlke scheduling and staffing for all classes in the
department, including monitoring classes for effextiess and efficiency of operations.
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Department Chair (Continued)

Provide written input to the Division Chair andAwrademic Dean on the evaluation of faculty, staff &b
technicians assigned within the department.

Recommend to the Division Chair and/or AcademicrDeaurses that could be offered via distance legrni
techniques, including eArmyu, and coordinate waituity members to teach the new courses; coordivitite
faculty for enrollment into DOC training; coordieafor development of Attachment E document on new
courses to be offered and submit to the DivisioaiCand/or Academic Dean.

Coordinate and assist in the maintenance and $gofiequipment, as appropriate.

Submit a Personal and Professional DevelopmenttBléme Division Chair and/or Academic Dean on an
annual basis and ensure faculty assigned to theriegnt also provide a well-thought out plan.

Maintain departmental activities within SACS criter on a daily basis.
Participate in student advisement and registrgirogesses.

Make appropriate recommendations to the DivisiomiChnd/or Academic Dean on student graduation
readiness.

Resolve complaints or problems among faculty, staff students within the department and advisesoiwi
Chair and/or Academic Dean of potential escalatioproblems, as appropriate.

Verify accuracy and timely submission of 10% rost@nd final grade rosters for faculty members assig
to the department.

Comply with the instructional responsibilities,@gplained in the job description for instructiofetulty.

Perform other duties as assigned for curriculunadepent as a part of the administrative responséslifor
teaching faculty.

IV-12.4.4 QUALIFICATIONS

IV-12.4.4.1 Knowledge of:

Principles and practices of organization and mamage.

Principles of curriculum design, including a basiclerstanding of the NCCCS Website and
its various links.

Principles of instructional methodologies and pedsg

Specific curriculum and subject matter relatechm assigned departmental activities.
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Department Chair (Continued)

IV-12.4.4.2  Ability to:

Gain cooperation through discussion and consengildifiy process.
Communicate effectively, both orally and in writtemm.
Interpret and apply College policies, procedureles and regulations.

Train and develop faculty in matters relating tieefive teaching techniques and classroom
management tactics.

Analyze curriculum design for coherence and efiectess.

IV-12.4.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. Specific delines would be determined by the
requirements of the assigned curriculum departaedtoverall program area.
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IV-12.5 Division Chairperson

IV-12.5.1 DEFINITION

To plan, organize and direct the instructionalricufum, and administrative activities of the diis; to
ensure that the curriculum programs comply withi€m and NCCCS standards, policies, and procedures;
to review performance data and recommend correatitiens to improve low-performing programs; and to
provide highly responsible staff assistance toagygropriate Academic Dean.

IV-12.5.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the appropriagdamic Dean.

Provides direct supervision to Department ChairgfCuium Program Coordinator(s) and to part-timd an
full-time faculty and instructional support staff the curriculum program(s) and/or instructionadaar
assigned to the division.

IV-12.5.3 ESSENTIAL DUTIES- Duties may include but are not limited to, tbédwing:

Evaluate curriculum programs regularly to ensumaglaance with NCCCS curriculum standards and with
College policies and procedures.

Ensure currency, appropriateness, and effectivenésaurriculum programs in meeting the needs of
employers in Cumberland County.

Coordinate the revision of instructional materaisd curriculum programs to maintain up-to-dateestd-the
art training programs.

Recruit and recommend personnel staffing withindivésion to the appropriate Academic Dean.
Make recommendations for equipment and suppliethiodivision.

Be responsible for security and inventory of dimissupplies and equipment.

Maintain quality of instruction in division.

File with the Curriculum Data Management Techniaatlines of all courses offered by the division.
Arrange and preside at meetings of the division.

Carry out instructional responsibilities as expéairin the job description for instructional faculty

Develop a proposed division budget to be submitbetthe appropriate Academic Dean. The budget will
include part-time salaries, supplies, equipmentgrand other costs.
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Division Chairperson (Continued)

Submit to the Academic Dean a list of courses toffexed each term for publication in the Masten&itule.
Participate in the marketing of assigned curricplayvide input on marketing materials and literattor
distribution to potential students, make preseotetito schools, organizations and contacts. Séheaa

facilitate annual Advisory Committee meetings.

Coordinate the selection of textbooks, supplied ratated material for courses in his/her divisaod furnish
such information to the appropriate offices.

Coordinate the annual review and updating of alirse outlines and syllabi in the curriculum prog{s)m
and/or instructional area(s).

Coordinate the distance education offerings inctireiculum program(s) and/or instructional area(s).

Where appropriate, coordinate with Student Sernvicessipport student activities related to the cuttim
to include student clubs and other student actwiti

Coordinate the assignment of faculty advisors tgholhe Academic Dean.

Perform annual evaluations of Department Chairg;i@uum Program Coordinator(s), faculty membens] a
lab technicians. Submit evaluations to the appad@rAcademic Dean.

Submit a Personal and Professional DevelopmenttBltre appropriate Academic Dean annually.
Coordinate the timely and accurate submission ofjildm Review and follow up as necessary.

Review performance data for programs and/or instnal areas and present findings to the Acaderas)
develop recommendations for improving performaand monitor implementation of approved improvement
strategies.

Perform other duties as assigned for special prograr projects as a part of the administrative

responsibilities for teaching faculty.

IvV-12.5.4 QUALIFICATIONS

IV-12.5.4.1 Knowledge of:

Principles and practices of organization, admiatgdn and personnel management.
Techniques of budget development.
Principles of supervision, training, and performaeealuation.

Principles of instructional methodology and pedagog
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Division Chairperson (Continued)

Principles of curriculum development and evaluation
Procedures and policies related to curriculum adsmation.

IV-12.5.4.2  Ability to:

Gain cooperation through discussion and consensildiflg processes.
Supervise and evaluate academic and administrstaie
Interpret and apply College policies, procedureles and regulations.

Prepare, analyze and implement appropriate recotatiens related to College academic
and administrative affairs as related to the asglg@reas of responsibility.

Communicate clearly and concisely, both orally anariting.

IV-12.5.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. Specific deiines would be determined by the
requirements of the assigned curriculum.
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IV-12.6  Faculty (Continuing Education)

IV-12.6.1 DEFINITION

To provide quality instruction to students; to niain awareness of the role of Continuing Educaiticte
overall College mission; to understand serviceslavi@ to students; to develop business and ingustr
linkages; and to participate in in-service develeptopportunities.

IV-12.6.2 SUPERVISION RECEIVED AND EXERCISED

Responsible to the Associate Vice President fortidoimg Education through the Program Director.

Under the supervision of the Program Director ocoi@mator.

IV-12.6.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Teach all courses according to the approved caurtime.

Maintain accurate scholastic and membership reaufrdtidents enrolled in classes and therefrommgub
reports to Program Coordinator/Program Director.

Present to the Program Director or Coordinatormgnendations to improve the instructional prograindpe
taught, including revision or updating of coursdlioes.

Recommend to the Program Director or Coordinatxbtiok changes.

Recommend to the Program Director or Coordinater type and quality of equipment needed for
instructional purposes.

Maintain proper work hours, including establishéfice, lab, shop and_classroom hours

Submit a Personal and Professional DevelopmenttBltre Program Director annually.
Serve upon request as faculty advisor to students.

During registration, perform duties assigned.

Fulfill assignment to faculty committees.

Attend all scheduled faculty meetings.

Attend graduation ceremonies as scheduled.

Dress appropriately to uphold the dignity of thefpssion and the responsibilities of the positions.
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Faculty (Continuing Education) (Continued)

Other duties as assigned for special programsajeqts as a part of the administrative responsislifor
teaching faculty.

IV-12.6.4

QUALIFICATIONS

IV-12.6.4.1 Knowledge of

Subject matter related to the assigned area obnsdgility.

Methods and techniques of student counseling.

Methods and techniques of curriculum/Continuing&dion development and evaluation.
Methods and techniques of instructional delivery.

College procedures and practices.

Specific knowledge as may be required by the assigmea of responsibility.

IV-12.6.4.2  Ability to:

Prepare, analyze and implement instructional pragecommendations.
Gain cooperation through discussion and persuasion.

Communicate effectively, both orally and in writing

Specific abilities as may be required by the assigarea of responsibility.

IV-12.6.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. Specificigglines, including regulatory and
licensing requirements, would be determined byréwgiirements of the assigned area of
responsibility.

Note: Any instructor desiring to discuss his/hlemponsibilities or decisions of the Program
Coordinator may feel free to contact the Prograreddor, Associate Vice President for
Continuing Education, Vice President for Acadeand Student Services, and President,
in that order.
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IV-12.7  Faculty (Curriculum Programs)

IvV-12.7.1 DEFINITION

To provide quality instruction to students; to pdevservices for student success; to pursue anatamaicurrent awareness of the College's
growth and expansion; and to engage in professimatiopment.

IvV-12.7.2 SUPERVISION RECEIVED AND EXERCISED

Responsible to the Associate Vice President fori@uum Programs through the Program Area Deandavidion Chairs.
Receives direct supervision from the Departmentii@keson or Program Coordinator

1V-12.7.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkkowing:
The incumbent in this job is expected to assistGbdege in achieving its mission and purpose. @usr focus, college service, and a
willingness to assist as needed are expectatioradlfemployees.

Mastery of Subject Matter:

Demonstrate a thorough, accurate, evidence-basedmto-date knowledge of the assigned field ocigime.
Display the ability to interpret and evaluate thedries of the assigned field or discipline.

Connect the assigned subject matter with relatdddi

Demonstrate competency in laboratory and cliniceas, as appropriate.

Teaching Performance:

Teach all courses according to the published autno with an assigned course load to meet the Geligiidelines, goals and objectives.
Prepare, distribute, and submit syllabi and apptaeeirse outlines for all assigned sections inatzowe with program and division policies.
Plan, organize and facilitate learning strategiesommunicate subject matter for maximization afleht learning.

Modify, where appropriate, instructional methods atdtegies to improve student retention, meetrdesstudent needs and make referrals
for students needing additional assistance.

Recommend to the Department Chairperson or Pro@@ordinator improvements to the instructional paesgiincluding, but not limited to
curriculum, textbooks, instructional techniques demof delivery, equipment, hardware, softwarefanities.

Maintain currency and incorporate new instructiaeahniques and technologies into the face-to-fackoa virtual classrooms.
Periodically evaluate and develop new courses.deeamd update existing courses for relevancy amdroty consistent with the role and
mission of the college.

Maintain face-to-face and/or virtual classroom emwinents conducive to student learning, engagenmehtedention.

Mastery of Instructional Technology:

Use current technologies to enhance teaching aest learning.

Demonstrate knowledge of and skill in completingib&omputer operations.

Develop and maintain an electronic learning siteafbassigned courses through the current learcmmgent management system (LCMS),
Blackboard.

Ensure all assigned online courses are in comiath FTCC's Online Standards Handbook.

Employ search engines and other electronic ressucckcate new, relevant, current and verifiedimfation, activities and resources.
Provide online study guides or other support makefor assigned courses.

Use and explain to students how to locate andafeeance materials available via electronic melarmigh online databases, as appropriate.

Evaluation of Student Learning:

Organize course and subject matter to acquaistiLalents with course requirements including legroirtcomes and methods of measurement
and evaluation.

Maintain accurate scholastic and membership reagfrdgidents enrolled in classes and prepare andistéports as required.

Use evaluation tools and methods appropriate todheain of learning being evaluated.

Evaluate student performance fairly and consisteatt return student work promptly to maximize sttdearning.

Demonstrate sensitivity to student needs and cistamces.

Support of College Policies and Procedures:

Maintain confidentiality of student information pi¥e college and FERPA guidelines.

Maintain currency in the assigned subject mattentin involvement in professional organizations atteinding or facilitating professional
meetings, conference or workshops, on-campus drchofpus.

Submit a Personal and Professional Development tBléme Department Chairperson or Program Coordinainnually, demonstrating
acceptance of responsibility for professional aaespnal growth.

Substitute for other instructors within the fielddiscipline in case of an absence.
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Faculty (Curriculum Programs) (Continued)
Teach classes, as assigned, in a multi-campusieontiface-to-face environment.
Conduct and report periodic inspections of 1) clamsis, labs, and offices for health and safetydss?) ensure compliance with
lockout/tagout procedures for all machinery or pquent used in classrooms, labs or offices, anddd)lgb instructors) all hazardous
materials and compliance with FTCC proceduresdbeling and disposal of hazardous waste materials.
Actively engage in the development and implemeoitatf program review, assessment, strategic plgnainriculum/program improvement,
recruitment and retention efforts.
Adhere to current requirements and submit docurtientas needed, for licensure, certification, s&gition, health requirements and/or other
validation requirements, as appropriate.
Maintain historical files of e-mail corresponden@z fhe Records Retention Schedule.
Exercise stewardship of college facilities, supph@d equipment.
Operate with integrity in all matters.

Participation in College, Division, and Program Acivities:

Serve as faculty advisor to students.

. Post and maintain regular office hours to ensacessibility for advisement and consultation witi@agues and day, evening, weekend
and online students.

. Establish and maintain regular contact with adss® provide the advice and encouragement to keegtudents focused on their
educational goals.

. Perform registration duties, as assigned.

Attend and participate in all scheduled facultynoattee, and college-wide meetings, including geditun ceremonies.

Uphold the dignity of the profession by approprigiiess, behavior, maintenance of office and class®environments, and communications.

Demonstrate strong interpersonal skills in commatin with students, colleagues, staff and admizists as an individual or team member.

Contribution to the Growth and Enhancement of Collegje Mission and Programs:

Sponsor student organizations, as appropriate ssigreed, and participate in student-based acsvitie

Foster and sustain collegial relations with collezgy college representatives, the local, commuamityprofessional organizations.
Perform other duties, as assigned.

The intent of this job description isto provide a representative summary of the essential functions that will be required of positions given
thistitle and should not be construed as a declaration of specific duties and responsibilities of any particular position. Employees will be
assigned specific job-related duties through their hiring departments. Specific job-related duties assigned by hiring departments shall be
consistent with the representative essential functions listed above.

IV-12.7.4 QUALIFICATIONS

IV-12.7.4.1 Knowledge of

Curriculum, subject matter and equipment/technoledgted to the assigned area of responsibility.
Methods and techniques of student advising.

Methods and techniques of curriculum developmentesadliation.

College procedures and practices, including relégddral and state laws.

Specific knowledge of accreditations and licenagenay be required by the assigned area of redpliysi
Electronic course delivery methods and instructite@ehniques.

Quantitative and qualitative measures to assedsstilearning outcomes.

Student retention and engagement strategies.

IV-12.7.4.2 Ability to:

Prepare, analyze and implement instructional pragecommendations.

Gain cooperation through discussion and persuasion.

Communicate effectively, both orally and in writing

Demonstrate flexibility and willingness to changmen-mindedness, fairness and the ability to sebipleu

perspectives; a willingness to take risks, andmghess to accept responsibility for professional personal growth.
Deliver instruction face-to-face and online to emtgstudent success.

Engage and retain students through instructionaVies that address diverse learning styles andhiety of

instructional techniques.

Specific abilities as may be required by the assigarea of responsibility.

IV-12.7.4.3 Experience and Training Guidelines

Any combination of experience and training that lddikely provide the required knowledge and akebtmay be
qualifying. Specific guidelines, including appr@gie credentials and regulatory and licensing megoents, will be
determined by the requirements of the assignedainessponsibility.
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IV-12.8 Success Center Facilitator/Instructor

IV-12.8.1 DEFINITION

To provide quality supplemental instruction to €tnts; to pursue and maintain current awarenedseof t
College’s growth, expansion, services availablestiadents, and in-service professional development
opportunities.

IV-12.8.2 SUPERVISION RECEIVED AND EXERCISED

Responsible to the Associate Vice President fortiag Technologies through the Director of Success
Center.

IV-12.8.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Maintain accurate referral, registration, and attate records, grade tests and evaluate studeotjsegs.
Interview, register, instruct, and assist students.

Select materials/resources to meet the instrudtemmé learning needs of the individual student.

Be skilled in the use of all materials and equiphienhe Success Center.

Recommend to the Director of the Success Centdypigeand quality of material and equipment nedded
instructional/tutorial purposes.

Be skilled in filing and retrieving student inforti@n electronically and through other sources.
Maintain assistance electronically with all Disthegarning students.

Be familiar with all courses offered on and off garm.

Update course information with faculty on all stnttereferred.

Assist with registration and advisory duties aggaesl.

Maintain proper, scheduled work hours.

Attend all scheduled faculty meetings.

Attend all graduation ceremonies as scheduled.

Dress appropriately to uphold the dignity of thefpssion and the responsibilities of the positions.
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Success Center Facilitator/Instructor(Continued)

Perform other duties as assigned for special prnagjia projects as part of instructional and adniaise
responsibilities.

IvV-12.8.4 QUALIFICATIONS

IV-12.8.4.1 Knowledge of

Curriculum and subject matter of related to theégaesl areas of responsibility.
College procedures and processes.
Methods and techniques of instructional delivery.

Specific knowledge as may be required by the assigmeas of responsibility.

IV-12.8.4.2  Ability to:

Communicate effectively, both orally and in writing
Gain cooperation through discussion and persuasion.

Specific abilities as may be required by the assigareas of responsibility.

IV-12.8.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying.

Bachelor’'s degree from an accredited college orarsity in a field relating to at least one
of the major areas of assigned instructional dupss at least one year of experience
instructing in a Success Center or classroom enwiemt.

Note: Any Success Center Facilitator/Instructotinifes to discuss his/her responsibilities
or decisions of the Director of Success Center fiegy free to contact the Associate Vice
President for Learning Technologies, Vice Prediden Academic and Student Services,
and President, in that order.






IV-13 STUDENT SUPPORT

STUDENT SUPPORT
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IV-13.1  Admissions Evaluator

V-13.1.1 DEFINITION

To provide information and assistance to studestaff, and faculty regarding academic program
requirements, admission requirements, and relafechnation; to assist in the program placementudant
applicants for admission through the evaluatioapydlicant credentials, education, and training.

IV-13.1.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Counsel8ggvices on main campus or the Director of ForgBra
and Pope Air Force Base Operations at the Fortd3Gamnter.

Exercises no supervision.

IV-13.1.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Advise students in area of admission requirem@ntgram requirements, admission status, and thefea
of credit from other institutions.

Interpret and apply college admissions standardgpalicies to determine student eligibility andrating.

Review applicant files for completeness, accurpogyious education, and transfer of applicable it
well as traditional, non-traditional, and life-leérg experiences and take appropriate action.

Determine applicant’s program eligibility throughterpretation of standardized tests scores, previou
education, and Servicemembers Opportunity Colleger&ing Guidelines.

Serve as a liaison between students, staff, andtyac

Respond to requests for information.

Refer students to counseling staff and other sumawvices as appropriate.
Perform related duties as assigned.

IV-13.1.4 QUALIFICATIONS

IV-13.1.4.1 Knowledge of

Academic and career advising techniques, methodipaotedures.

General educational systems and requirements,@uemic grade and unit equivalents.
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Admissions Evaluator (Continued)

Methods and procedures involved in application watbn.

College policies and procedures regarding admissi@ndards and educational program
requirements.

Program requirements related to assigned areaspbnsibility.
Technical aspects of assigned educational/carelel fi

IV-13.1.4.2  Ability to:

Interpret and apply College policies, procedureles and regulations.
Determine specific needs of individual students pravide appropriate support.
Evaluate applicant test scores and previous edurcatid training.

Determine applicable transfer credits based upamseocatalog descriptions and other
resource information.

Advise students regarding course work needs to etkeiational program requirements and
achieve individual long-term goals.

Communicate clearly and concisely, both orally anariting.
Relate to students with different cultural and abbackgrounds.

Establish and maintain effective working relatioipshwith those contacted in the course
of work.

IV-13.1.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Two years of increasingly responsible academic eagter advising and admissions
experience.

Training

A Bachelor’s degree from an accredited collegenivarsity.
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IV-13.2  Admissions Evaluator/Testing Administrator

IV-13.2.1 DEFINITION

To provide information and assistance to studestaff, and faculty regarding academic program
requirements, admission requirements, and relafechnation; to assist in the program placementudant
applicants for admission through the evaluatioapgflicant credentials, education, and training piicwvide
support to the Testing Office by assisting the anistiation of the ACCUPLACER.

IV-13.2.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Counselggvices for main campus; or the Associate ViceiBeat
for Off-Campus Programs at the Spring Lake Campus.

Exercises no supervision.

IV-13.2.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Provide admission support and direction to studienésvariety of situations and environments.

Advise students in area of admission requirem@ntgram requirements, admission status, and thefea
of credit from other institutions.

Interpret and apply college admissions standardgpalicies to determine student eligibility andreting.

Review applicant files for completeness, accurgegyious education, and for the transfer of appliea
credit, taking action as required.

Determine applicant’s program eligibility througitérpretation and evaluation of standardized siges
and previous education..

Serve as a liaison between students, staff, andtyao an attempt to meet the needs of all groups.
Respond to requests for information.

Refer students to counseling staff and other sumaovices as appropriate for guidance and support.
Administer North Carolina sanctioned admissiongssments (i.e., ACCUPLACER, COMPASS, etc.).

Perform related duties as assigned.
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Admissions Evaluator/Testing Administrator (Continued)

IV-13.2.4

QUALIFICATIONS

IV-13.2.4.1 Knowledge of

Academic and career advising techniques, methodlpatedures.
General educational systems and requirements,@utemic grade and unit equivalents.
Methods and procedures involved in application watibn.

College policies and procedures regarding admisstandards, educational program
requirements and testing procedures.

Program requirements related to assigned areaspbnsibility.
Technical aspects of assigned educational/carelel fi

IV-13.2.4.2  Ability to:

Interpret and apply College policies, procedurelesand regulations.
Determine specific needs of individual students pravide appropriate support.
Evaluate applicant test scores and previous edurcatid training.

Determine applicable transfer credits based upamseocatalog descriptions and other
resource information.

Advise students regarding course work needs to etkketational program requirements and
achieve individual long-term goals.

Communicate clearly and concisely, both orally anariting.
Relate to students with different cultural and abbackgrounds.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

IV-13.2.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:
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Admissions Evaluator/Testing Administrator (Continued)

Experience

Two years of increasingly responsible academic eagter advising and admissions
experience.

Training

A Bachelor’s degree from an accredited collegenivarsity.
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IV-13.3 Counselor

IV-13.3.1 DEFINITION

To provide information and assistance to studstaff and faculty regarding academic program regménts,
admission requirements and related informatioassist in the program placement of student apgbdan
admission through the evaluation of applicant cnéidés, education and training; to provide personal
counseling services and support to students; aaskist students in course selection to meet cgoeds and
objectives.

IV-13.3.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Counselagvices for main campus; or the Associate ViceiBeat
for Off-Campus Programs at the Spring Lake Camputgie Director of Fort Bragg and Pope Air Force®a
Operations. The AHS Counselor receives directiomfthe appropriate director.

Exercises no supervision.

IV-13.3.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Provide academic, vocational, personal and sooiathgeling support to students.

Provide support, guidance and direction to studengsvariety of situations and environments dejprend
upon assignment; assist students in adjustinglifierent scholastic and social environment.

Advise students in areas of admission requirempnagram requirements, admission status and thefea
of credit from other institutions.

Interpret and apply College admission standardspmtidies in determination of student eligibilityc
standing.

Audit applicant files for completeness and accuraoyntact students for more information as necgssar
Determine program applicant eligibility through théministration of standardized tests and integpicat
and evaluation of test scores, previous educatiohaasessment of applicant transfer credits; re@mm

admission or alternative action to requested pragra

Counsel and provide advice to students regardingseoselection and scheduling to ensure program
requirements, as well as future goals and objextive met.

Maintain student academic files; monitor studeogpess and achievements; identify academic antecela
problems and provide guidance and advice as wadant

Serve as a liaison between students and faculy attempt to equate and meet the needs of botipgiro
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Counselor(Continued)

Speak to students and other community groups taiex@ollege services and programs.

Respond to requests for information; assist stidant staff with research, information verificatiand
problem solving.

Refer students to outside community agencies apppte for guidance and support; coordinate idker
support services including tutorial, interpretinglanote taking support.

Perform related duties as assigned.

IV-13.3.4

QUALIFICATIONS

IV-13.3.4.1 Knowledge of

Academic, career and personal counseling technjaqouethods and procedures.

Specific needs of special student populations sigiaead.

General educational systems and requirements,@utemic grade and unit equivalents.
Methods and procedures involved in application watbn.

College policies and procedures regarding admissiandards and educational program
requirements.

Program requirements related to assigned areaspbnsibility.
Technical aspects of assigned educational/carelel fi

IV-13.3.4.2  Ability to:

Provide academic, personal and career counselipgosuto students in a variety of
situations and environments.

Interpret and apply College policies, procedureles and regulations.
Determine specific needs of individual students pravide appropriate support.
Evaluate applicant test scores and previous edurcatid training.

Determine applicable transfer credits based upamseocatalog descriptions and other
resource information.

Advise students regarding course work needs to etkeational program requirements and
achieve individual long-term goals.
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Counselor(Continued)

Communicate clearly and concisely, both orally anariting.
Relate to students with different cultural and abbackgrounds.

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

IV-13.3.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Two years of increasingly responsible academicearaand personal counseling and
admissions experience.

Training

A Master's degree from an accredited college ovarmity with major course work in
counseling, the behavioral sciences, or a closghted field; or equivalent.
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IV-13.4  Counselor (Special Populations)

IV-13.4.1 DEFINITION

To plan and organize intake, evaluation, and supggovices for the special student populationetbllege
and to provide highly responsible academic and aitnative support to the assigned supervisor and
Associate Vice President for Student Services.

IV-13.4.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Associate Vice PredittarStudent Services through the Director of Camlimg
Services.

Exercises direct supervision over assigned clesndl paraprofessional staff.

IV-13.4.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Advise and counsel students when appropriate.

Assess student standing and needs, suggest alteroatirses of action. Provide information andegah
assistance.

Coordinate provision of special services with acaidestaff, Student Services, and external agencies.
Collect necessary documentation from or throughdibabled student when necessary.

Evaluate need for reasonable educational accominodatnd take appropriate action where deemed ptude
and necessary.

Recruit paraprofessional assistance to provideigpaccommodations in the form of sign language
interpretation, note taking, and related accommiodat

Prepare part-time contracts for interpreters and takers, readers, and peer assistants.

Supervise staff activities including interpretarste takers, readers, and peer assistants.

Act as liaison between external agencies, progeamices, faculty, and other pertinent offices at@ollege.
Maintain a positive relationship with studentsffstand faculty.

Serve on a variety of committees as assigned.

Serve as a resource for interpretation, developnagit delivery of services to special populatiardents.
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Counselor/Special PopulationgContinued)

Maintain proper records in accordance with ingtituél policy, state guidelines and applicable fatler

regulations.

Perform other duties as assigned.

IV-13.4.4

QUALIFICATIONS

IV-13.4.4.1 Knowledge of

Academic career and personal counseling techniguethods and procedures.
Special needs of special student populations.

Methods and techniques of program development ealdi&ion.

Principles of supervision including employee tragheand performance evaluation.
Principles and practices of grant proposal prefarat

Methods and techniques of program marketing andigityb

IV-13.4.4.2  Ability to:

Analyze problems, identify alternative solutionsgjpct consequences of proposed actions
and implement recommendations in support of goals.

Gain cooperation through discussion and persuasion.
Supervise and evaluate assigned staff.

Prepare, analyze and implement appropriate recouatatiens related to special student
populations.

Effectively market assigned program.
Interpret and apply College and grant policiescpdures, rules and regulations.

Relate to and work with students with different tatdl, environmental and social
backgrounds as assigned.

Maintain effective work relationships with membest the community, the student
population, and College academic and administratisé.

Communicate clearly and concisely, both orally anariting.
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Counselor/Special PopulationgContinued)

IV-13.4.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience
Four years of responsible academic, career andparsounseling experience.
Training

A Master's degree from an accredited college ovarrity with major course work in
counseling, the behavioral sciences, or a closghted field; or equivalent.



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE

IV-13.5 Family Support Services Associate

IV-13.5.1 DEFINITION

To plan, organize, and coordinate the child caipest programs of the College; to coordinate aggign
activities with other divisions and departmentsy am provide highly responsible staff assistancéhto
assigned supervisor and Associate Vice Presider8tialent Services.

IV-13.5.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Counsel8ggvices.

Exercises direct and indirect supervision overictdistaff.

IV-13.5.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Manage, coordinate and organize activities, prograna services to the child care stipend reciitrtent
population.

Recommend goals and objectives; assist in the deweint of and implement policies and procedures.
Coordinate, oversee and participate in the devedmprof the child care services program work plan;
coordinate work activities, projects and programsnitor program process flow; review and evaluate

methods and procedures.

Evaluate child care stipend service operationsaaidities; recommend improvements and modificagjon
prepare various reports on operations and actvitie

Coordinate and participate in the provision of @®limg and support to child care stipend recipients
Assist eligible students in securing child caréstsace and other benefits.

Explain policies and procedures of College studapport programs available to stipend recipiertisiging
financial aid and counseling services.

Advise eligible students regarding College prepansand entrance requirements; explain and recordmen
alternative strategies and programs.

Process eligible students into the program; eslaldppropriate level of aid; monitor student atithgi to
ensure compliance with program requirements.

Assist with the advisement and facilitation of Berents for Higher Education Club (PFHE).
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Family Support Services AssociatéContinued)

Represent the College at community and outsidenizgtion functions to promote the child care stiphen

programs.

Provide responsible staff assistance to the AstoViae President for Student Services througiihector
of Counseling Services.

Coordinate assigned responsibilities with admiaiste staff and funding source personnel to entee
services provided meet College and student needs.

Perform related duties as assigned.

IV-13.5.4

QUALIFICATIONS

IV-13.5.4.1 Knowledge of

Organizational and management practices as apfiiede analysis and evaluation of
programs, policies and operational needs.

Methods and techniques of child care stipend progrearketing.

Applicable federal, state and local regulationgc#ically as such pertain to eligible
students receiving state and federal funds.

Principles of effective public relations.
Principles of customer relations.

IV-13.5.4.2  Ability to:

Organize, direct and implement a comprehensivel ddte stipend program.
Interpret and apply applicable laws, policies, pares, rules and regulations.

Effectively recruit eligible students for, explaand market College child care assistance
programs.

Evaluate and advise students on a variety of prognad personal matters.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Communicate effectively, both orally and in writing
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Family Support Services AssociatéContinued)

IV-13.5.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Two years of increasingly responsible experiencerviding services and support to
parents of pre-school children.

Training

A Bachelor's degree from an accredited collegenivansity with major course work in
public relations, social work, public administratjdusiness administration or a related
field; or equivalent.
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IV-13.6  Librarian

IV-13.6.1 DEFINITION

To perform a variety of professional librarian éstiin support of the activities of the Library inding
reference, circulation, cataloging and/or audio&services; and to provide responsible adminisgand
professional support to the Director of Library \Bees.

IV-13.6.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Library @ees.

Exercises functional and technical supervision @gsigned library staff.

IV-13.6.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbikowing:

Perform professional library tasks in assigned isefprogram area including reference, circulation,
cataloging, and/or audio visual services.

Provide reference, instructional and bibliograg@ovices to students, faculty, staff and to theegapublic.

Assist students, faculty and staff with the locatbmaterials utilizing in-house resources, corapséarches
and inter-library loan services.

Advise and assist patrons in the use of variougreeice sources, library resources, and research
methodologies.

Oversee circulation operations.

Conduct Library tours; advise and assist Libraryyqres in the use of Library catalogs and otherrezfee
tools.

Prepare curriculum-oriented bibliographic guidesitte library's collections; supervise and direcirth
production and distribution to users.

Consult with the teaching faculty regarding neeatedierials for classes and assignments.
Classify and catalog print and non-print matenedsg standard reference tools.

Review new publications and collection materiald axake recommendations on materials for acquisition
and/or disposition, including books, publicatioreference materials and related materials.

Locate, preview and order audio visual materiatsuee audio visual inventory meets needs of faauity
administrative staff.
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Librarian (Continued)

Work with faculty in the selection of audio vismadterials to ensure curriculum goals and objectwvesnet.

Catalog audio visual materials for easy referral.

Assist in the development and implementation otgdg@rograms and services.

Compile Library activity reports and statistics aedjng assigned area of responsibility.

Direct and review the work of assigned technical elerical library staff.

Perform related duties as assigned.

IV-13.6.4

QUALIFICATIONS

IV-13.6.4.1 Knowledge of

Principles and practices of professional librarykio area to which assigned.
Reference methods, techniques, and sources u$ibdairy work.

Library automation and retrieval systems.

Materials and services available in a College hjara

IV-13.6.4.2  Ability to:

Perform professional and technical library taskatiee to assigned area of responsibility.
Assist library patrons in response to referenceratated library questions.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Communicate clearly and concisely, both orally amariting.
Design and execute strategies to carry out mamaeat@emputerized information searches.

IV-13.6.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:
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Librarian (Continued)

Experience
Two years of professional library experience.
Training

A Master of Library Science degree from an acceztiitollege or university; or equivalent.
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IV-13.7 Recruiter

IV-13.7.1 DEFINITION

To participate in College programs and activitiesigned to recruit students for the College's anégje
technical, vocational, avocational programs, anatiDaing Education programs; and to provide resjiobas
and complex administrative staff support to higimanagement staff.

IV-13.7.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Admissidorsmain campus; or the Director of Fort Bragg &ughe
Air Force Base Operations.

Exercises no supervision.

IV-13.7.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Recruit students for the College's academic, teahand vocational programs; develop, update ariataia
outside recruitment contacts.

Identify and recruit students who are eligible @mllege programs; explain College programs, sesyiard
related administrative procedures to prospectivdesits; assist students in making applications.

Identify and follow up on recruitment opportunitieesearch and collect recruitment-related datarcing
the potential student population; coordinate withdemic staff, student organizations and alumimvolve
such individuals in the recruitment function.

Represent the College weekdays, evenings, and wegls required at community and outside organizati
functions including career days, special events emferences; meet with educational administrators,
counselors and teachers to exchange informatioamswler questions; prepare and deliver oral pratens
regarding College instructional programs and seszic

Advise current and potential students regardingegel preparation and entrance requirements; develop
explain and recommend alternative strategies aograms.

Explain policies and procedures of College studmmtport programs such as financial aid and student
counseling services.

Initiate and coordinate recruitment activities witlose of other colleges, schools, departmentoatgide
agencies and organizations.

Confer with and provide staff assistance and adeibégher level administrative management staffiedop,
prepare and present recommendations and repargaassted.
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Recruiter (Continued)
Assist in developing, planning and implementinguément plans and strategies.
Attend meetings, conferences and other relatedigevénich target potential students.
Act as College liaison to other educational insitiios, as well as corporate and governmental orgéions.
Conduct intake interviews, administer placementistassessments; evaluate placement tests/assessment
conduct program orientation; advise/counsel/pldudents based on aforesaid assessments (Basis Skill

Program).

Perform related duties as assigned.

IV-13.7.4 QUALIFICATIONS

IV-13.7.4.1 Knowledge of

Methods and techniques of educational program ntiacke
Techniques of student recruitment program developraed evaluation.
Methods and techniques of academic advising.

Principles of effective public relations.

IV-13.7.4.2  Ability to:

Effectively recruit students for and explain andrked College academic, technical, and
vocational programs.

Identify and follow-up on new recruitment and maikg strategies and contacts.
Interpret and apply College policies, procedurelesand regulations.

Prepare, analyze and implement appropriate recontatiens related to College recruitment
activities.

Evaluate and advise students on a variety of acadeatters.
Maintain effective work relationships with thosentacted in the course of work.
Communicate clearly and concisely, both orally anariting.

Use technology as found in office and classroonirenimnents.
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Recruiter (Continued)

IV-13.7.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Two years of increasingly responsible experiencenamketing and student recruitment
programs.

Training

A Bachelor's degree from an accredited collegenoreusity in public relations, business
administration or a closely related field; or eqént.
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IV-13.8 Registrar/Continuing Education

V-13.8.1 DEFINITION

To assist in the planning, organization and sugérni of the College's registration and student ndso
services; to actively participate in registratianities with faculty, staff and other College @ions and
departments; and to perform a variety of techrtizsits relative to registration.

IV-13.8.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Associate Vice PrediflenContinuing Education.

Exercises direct supervision over assigned admatige and clerical staff.

IV-13.8.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Lead and patrticipate in the registration of studdéot Continuing Education courses and in the neaiahce
of student records.

Coordinate and supervise the registration processding monitoring the registration of studentshlication
of class schedules, and information disseminati@h\erification.

Monitor operations and activities of records andisiation function; recommend improvements and
modifications; prepare various reports on operatiamd activities.

Assist in the implementation of goals and objedjestablish schedules and methods for providifigjexfit
and effective registration and student recordsisesyimplement policies and procedures.

Maintain an automated registration and studentroscgystem; establish procedures; train staffmagriate
systems administration and maintenance procedures.

Interpret, apply and ensure staff compliance withi€gje policies and procedures, and federal and kEtars
and regulations pertaining to disclosure of studigfiotrmation.

Maintain documentation covering registration arwbrds policy and office procedures; compile andtan
a variety of statistical records and reports.

Prepare Institutional Class Report, Data Card Regrad other reports for the state.

Participate in the coordination of assigned regt&in activities with those of faculty, administvatstaff and
other College divisions and departments.

Confer with and provide staff assistance and adaeitégher level College staff as assigned; develogpare
and present recommendations and reports as requeste
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Registrar/Continuing Education (Continued)

Perform and review the more complex registratisnés including determining State resident status of
enrolling students, counseling students regardystes requirement and procedures, and auditingnaf f
class registration listings.

Answer questions and provide information to stusent the public; investigate complaints and recentn
corrective action as necessary to resolve complaint

Participate in the selection of staff; provide artjipate in staff training; work with employeesdorrect
deficiencies; implement discipline procedures.

Design registration forms; coordinate with outsigadors.
Schedule the production and distribution of the potar output for the registration and records unit.

Perform related duties as assigned.

IV-13.8.4 QUALIFICATIONS

IV-13.8.4.1 Knowledge of

State and federal laws and regulations pertainingtildent registration, records, and
transcripts.

Principles of basic fiscal and statistical recoeging.
Manual and computerized data base systems ancappfis.
Principles of supervision including employee tragheand performance evaluation.

IV-13.8.4.2  Ability to:

Analyze problems, identify alternative solutionsgjpct consequences of proposed actions
and implement recommendations in support of goals.

Gain cooperation through discussion and persuasion.

Effectively assist in developing, implementing aevhluating programs and strategies
designed to provide effective student records agéstration services.

Train, supervise, and evaluate assigned staff.
Interpret and apply College policies, procedurelesand regulations.

Communicate clearly and concisely, both orally anariting.
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Registrar/Continuing Education (Continued)
Compile and maintain accurate and complete recamdseports.

IV-13.8.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Three years of related experience.

Training

A Bachelor’s degree from an accredited collegeroversity in business administration,
records management or a closely related fieldpaivalent.
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IV-13.9  Registrar/Curriculum

V-13.9.1 DEFINITION

To plan, organize and supervise the College'stragjisn and student records services; to coordimsggned
activities with faculty, staff and other Collegevidions and departments; and to perform a variéty o
professional and technical tasks relative to regfisin and student records management.

IV-13.9.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Associate Wpesident for Student Services.

Exercises direct supervision over assigned admatige and clerical staff.

IV-13.9.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Plan, prioritize, assign, supervise and reviewnhek of staff involved in registration and recoaigivities.

Coordinate and supervise the registration processding monitoring the registration of studentshlication
of class schedules, and information disseminati@h\erification.

Evaluate operations and activities of records aggistration function; recommend improvements and
modifications; prepare various reports on operatiamd activities.

Recommend and assist in the implementation of gmadsobjectives; establish schedules and methads fo
providing efficient and effective registration astddent records services; implement policies andgfures.

Implement and maintain an automated registratidrstudent records system; establish procedur@s stif
in appropriate systems administration and maintemanocedures.

Interpret, apply and ensure staff compliance withiégje policies and procedures, and federal and Etars
and regulations pertaining to disclosure of studigfiotmation.

Develop and maintain training and procedural doauat@n covering registration and records policd an
office procedures; compile and maintain a varidtgtatistical records and reports.

Participate in the coordination of assigned regigin activities with those of faculty, administvatstaff and
other College divisions and departments.

Confer with and provide staff assistance and adaibégher level College staff; develop, prepare piresent
recommendations and reports as requested.
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Registrar/Curriculum (Continued)
Perform and directly review the more complex regiin issues including determining State resideatus
of enrolling students, counseling students regarsigstem requirements and procedures, and audftfimal
class registration listings.

Answer questions and provide information to stusent the public; investigate complaints and recentn
corrective action as necessary to resolve complaint

Participate in the selection of staff; provide oorlinate staff training; work with employees tareat
deficiencies; implement discipline procedures.

Design registration forms; coordinate productiothvautside vendors.
Schedule the production and distribution of the potar output for the registration and records unit.

Perform related duties as assigned.

IV-13.9.4 QUALIFICATIONS

IV-13.9.4.1 Knowledge of

State and federal laws and regulations pertainingtildent registration, records, and
transcripts.

Principles of basic fiscal and statistical recoeging.
Manual and computerized data base systems ancappfis.
Principles of supervision including employee traghand performance evaluation.

IV-13.9.4.2  Ability to:

Analyze problems, identify alternative solutionsgjpct consequences of proposed actions
and implement recommendations in support of goals.

Gain cooperation through discussion and persuasion.

Effectively assist in developing, implementing aehluating programs and strategies
designed to provide effective student records agéstration services.

Train, supervise and evaluate assigned staff.
Interpret and apply College policies, procedurelesand regulations.

Communicate clearly and concisely, both orally anariting.
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Registrar/Curriculum (Continued)

Compile and maintain accurate and complete recamdseports.

IV-13.9.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Four years of increasingly responsible experiemegelVing student registration and records
activities including at least one year of supemjgesponsibility.

Training

A Bachelor's degree from an accredited collegenivausity in business administration,
records management or a closely related fieldgaivalent.
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IV-14.1  Accounts Technician

IV-14.1.1 DEFINITION

To perform responsible accounting clerical workailwing the preparation, maintenance and processing
accounting records and financial transactions witdm area of the College's central accounting syste
including either receipts, accounts receivablepants payable, financial aid or purchasing.

This is the full journey level class within the Awmts Technician series. Employees within thissla
perform the full range of duties as assigned witly occasional instruction or assistance as nemnasual
situations arise, and are fully aware of the opeggtrocedures and policies of the work unit. Tdi&ss is
distinguished from the Senior Accounts Techniciathiat the latter is responsible for performing itinare
technical aspects of the job, preparing detailedaating records and/or providing lead supervisiogr an
assigned work unit.

IV-14.1.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from assigned manadestaff. May receive technical or functional
supervision from higher level accounting technataff.

Exercises no supervision.

IV-14.1.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Sort receipts, balance and receipt monies on dinkd general ledger.

Assume the full range of general cashiering fumgias assigned; including preparing bank deposits.
Audit cash receipts and disbursements for spec#tbunts; balance and identify misuses.

Collect and process all returned checks includiagntaining appropriate records of actions, lettétimg
and phone contact to resolve issues, skip tradmpmeparing paper work for legal action; coordénat

unresolved issues with designated collection agency

Prepare and maintain accounts receivable and/@muats payable records for assigned programs and
activities; maintain NSF listing of bad checks/des/write-offs as appropriate.

Code and enter information into the computer, raapncile and balance reports.

Process accounts receivable; review, verify antyaaaccount information, payments and promissotgs
Participate in the researching of complex probland discrepancies in students payment records.
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Accounts Technician(Continued)

Interpret and explain College policies and proceduelating to registration and student refunddudents
and College personnel.

Process account adjustments and refunds for batticelum and non-curriculum classes; calculate
appropriate adjustments; issue refunds accordiegtablished guidelines.

Respond to requests and inquiries from faculty, inthtmative staff and students regarding account
dispositions; explain College policies and proceduelated to assigned accounts; solve relatetgmnsiand
difficulties.

Process government payment billings, balance at¢soamd reconcile discrepancies as necessary with
students, College personnel, and third parties.

Review past due accounts and process files acgamastablished procedure, including preparinopdaknt
notices and submitting files to collection agencies

Correspond and confer with students to resolvpdgeent discrepancies and to establish paymendsidse

Explain College collections and general accoungiolicies and procedures; review student circum&sanc
and explanations to determine the need for furtbection actions.

Update delinquent account balances; process deliiqaccounts to be serviced by an outside collectio
agency; write-off outstanding balances which apesimall to efficiently collect.

Process purchase and/or equipment order; prepprests for supplies and/or equipment; identify apfpate
vendors and commodity numbers.

Audit and verify purchase requests to appropriatel$; ensure Local, State and Federal guidelines ar
followed.

Enter purchasing information into the computernppurchase orders and make copies of attachments;
disburse to appropriate departments.

Process invoices for payment; match invoice witlichase order and verify receipt of items and/or
equipment.

Process credits to be applied to disbursementsitaiaiappropriate records and documentation.
Maintain bidders list and files.

Work with vendors, faculty and administrative staffresolve discrepancies with orders received.
Maintain vendor list(s) and files.

Participate in the preparation and processing obaats payable; establish vendor codes; reseaychgra
history of vendors; maintain, reconcile and updatsthly vendor statements.
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Accounts Technician(Continued)

Receive vendor billings; review, adjust and extehdnges; verify charges against computer printouts.

Research and verify accounts payable informatiomtact other College employees to reconcile
discrepancies; respond to requests and inquirieebglors and other members of the public.

Process voided checks through the accounting syasteilneissue as necessary.

Enter voucher documentation into the computer, gipe: batch manual checks; record and total batghing
match voucher documents to computer checks foewebly management.

Maintain various accounting records and reportfeCollege's financial aid program including dsaloans
and scholarships.

Post financial aid awards to the General Ledggputi data, assign account codes, make adjustingeand
balance assigned funds and accounts.

Prepare applicable financial reports related tigassl area of responsibility.

Conduct account analysis, reconcile differenceséen accounting records and computerized repods an
make necessary adjustments; allocate designatedtoexpenditures.

Answer questions, advise and coordinate with aflepartments and outlying locations regarding fingnc
aid awards, activities, transactions, and relatditips and procedures.

Perform related duties as assigned.

IvV-14.1.4 QUALIFICATIONS

IV-14.1.4.1 Knowledge of

Methods and procedures of financial record keeping.
Office methods, procedures, and equipment.
Principles and practices regarding specific finahsystem assigned.

Appropriate Local, State and Federal laws, ruled sgulations relating to assigned
functions.

Operational characteristics of a computer remateitel, personal computer and related
peripheral equipment.

IV-14.1.4.2  Ability to:

Analyze situations accurately and adopt an effeatimurse of action.
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Accounts Technician(Continued)
Post data and make mathematical computations yaaidi accurately.
Operate standard office machines, including a caerpu
Understand and carry out both oral and writterrirtgions.
Data Entry and type at a speed necessary for atdepplaperformance.
Communicate clearly and concisely, both orally anariting.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

IV-14.1.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and skills is qualifying. A typical weyobtain the knowledge and skill would
be:

Experience

Two years of increasingly responsible general cédréexperience including one year of
accounting clerical or related experience.

Training

An Associate degree from an accredited college midfor course work in accounting or
a closely related field, or equivalent.
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IV-14.2  Accounts Technician (Student Financial AideBvices)

IV-14.2.1 DEFINITION

To provide information and assistance to students @ollege personnel regarding loan requirements,
financial aid requirements, and related informattorevaluate loan applicant files to determinaficial aid
eligibility; to plan, organize and coordinate theident loan program including the Title IV Federal
Guaranteed Educational Loans; to provide highlgoasible administrative support to the Directostfdent
Financial Aid Services; to coordinate assignedviids with other college divisions, federal andtet
agencies, other institutions and various lendergrovide loan counseling to students and perfattmero
duties as assigned.

IV-14.2.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Financiadl A

Exercises no supervision.

IV-14.2.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Verify and analyze account information.
Participate in the researching of complex probland discrepancies in students’ payment records.
Interpret and explain College policies and proceduelating to financial aid.

Respond to requests and inquiries from faculty, inthtnative staff, and students regarding account
dispositions.

Explain College policies and procedures relategisgigned accounts.

Maintain various accounting records and reportgerCollege’s financial aid program including gsan
loans, and scholarships.

Serve as a liaison between students, College peesarther colleges, lenders, and guarantee agetoaiecet
the needs of all groups and resolve issues.

Process financial aid awards, input data, assigowaat codes, make adjusting entries, and balarsigresl
funds and accounts.

Prepare applicable financial aid reports relateaisgsigned area of responsibility.

Conduct account analysis and reconcile differences.
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Accounts Technician (Student Financial Aid ServicegContinued)

Answer questions, advise, and coordinate with adlepartments and outlying locations regarding fiien
aid awards, activities, transactions and relatditips and procedures.

Perform related duties as assigned.

IV-14.2.4

QUALIFICATIONS

IV-14.2.4.1 Knowledge of

Methods and procedures of financial aid.

Modern office methods, practices, techniques amipeagnt.

Principles and practices regarding specific finahaid system and assigned.
Operational characteristics of a personal compandrrelated peripheral equipment.

IV-14.2.4.2  Ability to:

Analyze situations accurately and adopt an effeatimurse of action.

Post data and make mathematical computations yaaidi accurately.

Operate standard office machines, including a caempu

Understand and carry out both oral and writterrirtgions.

Perform data entry and type at a speed necesgsaagdéguate job performance.
Communicate clearly and concisely, both orally anariting.

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

IV-14.2.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and skills is qualifying. A typical wiyobtain the knowledge and skill would
be:

Experience

Two years of increasingly responsible general cédréexperience including one year of
accounting clerical or related experience.
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Accounts Technician (Student Financial Aid ServicegContinued)

Training

An Associate degree from an accredited college mior course work in accounting or
a closely related field; or equivalent.
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IV-14.3  Accounts Technician (Institutional Advancemg

IV-14.3.1 DEFINITION

To perform all financial functions of the Institatial Advancement Office/FTCC Foundation. To adhas

sole accounts technician; to maintain all accoyrggable and accounts receivable accounts for the
Institutional Advancement Office/FTCC Foundatiolo assume responsibility for all cash management
aspects of the office. To maintain the FTCC Alutaiabase and update the FTCC Foundation web page as
needed. To provide support to the Vice Presideminstitutional Advancement.

IV-14.3.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Vice President of msibnal Advancement.

Exercises no supervision.

IV-14.3.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Perform a variety of accounting duties for the tlaglay operation of the Institutional Advancement
Office/FTCC Foundation.

Perform accounts payable, accounts receivablesasitreceipting duties; establish financial wodcedures
and processes and make changes as needed.

Maintain a donor database for the FTCC Foundatipdating information and posting donations as ngede

Prepare all bank deposits and record in checkbyiolgsfy receipts and post to donor database ggfstecets,
and computerized general ledger.

Create all general ledger codes for new accounteeded.

Prepare/write all checks as needed; post checkgrémdsheets and computerized general ledger nponthl
Verify, receipt, and post all monies for fund dsvePrint performance reports for fund drives.

Post all monthly Foundation Payroll Deductions@ampus Fund Drive.

Reconcile two monthly bank statements, postingéstieto spreadsheets and computerized generalrledge
monthly. Balance statements with spreadsheets@amguterized general ledger.

Prepare all journal entries as needed.

Post monthly interest from other investments teagsheets and computerized general ledger. Parsedy
gains/losses from stock market investment.
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Accounts Technician (Institutional Advancement) (Continued)
Update and review operating budget monthly to @asampliance.

Maintain monthly spreadsheets for numerous Schulaend Departmental Accounts, updating donations,
receipts, and expenditures as needed.

Generate and analyze monthly financial statememtadcuracy.

Prepare and finalize all financial transactionpri@paration for annual audit by independent auditor
Calculate all figures for Foundation Annual Report.
Fill out all supplies/equipment requests.

Maintain a member database for the FTCC Alumni Asdmn. Prepare bank deposits for the association
and send membership cards and other correspontieneg/ members as needed.

Update the FTCC Foundation, Inc. web page as needed

Perform related duties as assigned.

IV-14.3.4 QUALIFICATIONS

IV-14.3.4.1 Knowledge of

Accounting and auditing procedures.
Modern office methods, practices, techniques, ajpenent.

Operational characteristics of personal computedsaftware packages, spreadsheets, and
related peripheral equipment.

IV-14.3.4.2  Ability to:

Apply and administer accounting and auditing praced in day-to-day tasks. Perform
duties independently and accurately with limitedeswision.

Analyze situations accurately and adopt an effeaturse of action.
Post data and make mathematical computations yegidl accurately.

Communicate with the general public, college pemebnand students efficiently,
effectively, and tactfully, both orally and in wng.

Operate a computer at a highly skilled level, usypgcal and atypical software packages.
Learn new software as needed with limited supeswisi
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Accounts Technician (Institutional Advancement) (Continued)
Operate standard office machines.
Understand and carry out both oral and writterrirtgions.

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

IV-14.3.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and skills is qualifying. A typical wiyobtain the knowledge and skill would
be:

Experience

Two years of increasing responsible general cleegaerience including one year of
accounting, clerical or related experience.

Training

An Associate degree from an accredited college mior course work in accounting or
a closely related field, or equivalent.
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IV-14.4  Audio Visual Technician

IV-14.4.1 DEFINITION

To schedule, distribute and operate audio visuaipegent and related materials at on campus anditeff-
locations; and to respond to and meet the neefixolty and administrative staff relative to theguests
for support for Virtual Campus Courses and tradiicclasses. This support may include but isindted
to digital photos, video, HTML pages, audio visaglipment and related materials.

This is the full journey level class in the AudigsMal Technician series. Employees within thisslare
fully trained in all aspects of assigned respotitigs and are expected to work independently. Bgges

at this level receive only occasional instructiomssistance as new or unusual situations arigearafully
aware of the operating procedures and policiesefmork unit. This class is distinguished from Semior
Audio Visual Technician in that the latter is respible for coordinating and directing equipment and
materials services provided to faculty and admiatste staff, and assumes responsibility for mairitg and
repairing audio visual equipment and materials.

IV-14.4.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Media Sesviieector and functional supervision from the $eni
Audio Visual Technician.

IV-14.4.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Design, develop and prepare and deliver to thatigital photos, digital video and HTML pagesupport
of all Virtual Campus and traditional classes.

Operate computer work stations which are desigsetigitizing work stations for the support of alirval
Campus and traditional classes.

Schedule audio visual equipment and related migeriage by faculty and administrative staff atampus
and off-site locations.

Pick up and deliver equipment, films, slides ardtezl materials; maintain appropriate records.

Distribute, set up, and operate a variety of av@iaal equipment including computers and data ptojs,
tape recorders, slide projectors and VCR'’s as redui

Identify maintenance and repair problems and reféhe Senior Audio Visual Technician.

Inspect and clean as appropriate equipment, fifilmstrips, audio tapes and other related audiaalis
materials.

Prepare and maintain equipment and related mateséaleduling and usage records.
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Audio Visual Technician (Continued)

Perform related duties as assigned.

IV-14.4.4

QUALIFICATIONS

IV-14.4.4.1 Knowledge of

Operating practices and techniques of a full ramfgaudio-visual equipment including
computers and data projectors, VCR’s and tape decsr

Types, uses, capabilities, and application of aeveiday of audio visual technology and
equipment including computers and data projectors.

Different types of audio visual materials utilizedan educational environment including
HTML, web, video cameras, and audio and video captards and software.

General principles of operation, maintenance apdiref computers related to multi-media
instructional and digitizing applications.

IV-14.4.4.2  Ability to:

Schedule the usage of a variety of different piefesjuipment and materials.

Assist faculty and administrative staff in the adémn of audio visual equipment,
computers, and data displays.

Maintain detailed records and schedules.
Communicate effectively, both orally and in writing
Lift a minimum of 25 pounds, stoop and bend.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

IV-14.4.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Two years of experience with HTML, Web page desigmnputers and creative type
software such as Adobe Photoshop, Premier, MedlaodMicrosoft Front Page 2000.
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Audio Visual Technician (Continued)

Training
High School diploma or equivalent.

Preferred: An Associate Degree in Media productioMedia Computer Integration.
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IV-14.5 Career Technician

IV-14.5.1 DEFINITION

To perform complex and varied technical and cléneark related to providing student assistancehia t
FTCC Fort Bragg Center; to provide information tadents, faculty, and staff on Center programs and
services; and to provide general clerical suppothe FTCC Fort Bragg Center.

IV-14.5.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Directorart Bragg and Pope Air Force Base Operations.

Exercises no supervision.

IV-14.5.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Provide admission support and direction to studienésvariety of situations and environments.

Advise students in area of admission requirem@ntgram requirements, admission status, and thefea
of credit from other institutions.

Interpret and apply college admissions standardspaticies in determination of student eligibiliand
standing.

Greet the Fort Bragg Center visitors; respond torinational requests on the Fort Bragg Center aiogr
and services; answer telephones; receive and naaite

Assist center visitors in locating desired inforinatand materials.
Receive, organize, and file printed materials febrrariety of sources.

Type and proofread reports, letter, memos, andelizaaterial; compose routine correspondence rtktate
the FTCC Fort Bragg Center programs and services.

Maintain Center bulletin boards.
Assist in student registration.
Perform related duties as assigned.

IV-14.5.4 QUALIFICATIONS

IV-14.5.4.1 Knowledge of

Knowledge of career counseling programs and ses\at¢he College.
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Career Center Technician(Continued)
Information sources related to job availability aragteer planning.
Office procedures, methods, and computer equipment.
Business letter writing and basic report prepamatio

College policies, procedures, rules, and regulatapplicable to the operation of the Fort
Bragg Center.

Usage and operational characteristics of multi-aeduipment including slide projectors,
film projectors and sound equipment.

English usage, spelling, grammar and punctuation.

IV-14.5.4.2  Ability to:

Perform responsible technical and clerical worthie provision of the Fort Bragg Center
programs and services.

Understand the organization and operation of the Bimgg Center and its relationship to
other programs and activities of the College.

Interpret and apply policies and procedures.

Use standard office equipment including typewritedephone system, and computer
equipment.

Type at a speed necessary for successful job peaifure.
Communicate clearly and concisely, both orally anariting.

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

Work cooperatively with other departments, divisipand officials of the College.
Work independently in the absence of immediate isigion.

IV-14.5.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:
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Career Center Technician(Continued)

Experience
Two years of responsible clerical work includingtg public contact.
Training

An Associate degree from an accredited collegéegir $chool graduate plus two years of
experience; or equivalent.
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IV-14.6  Data Management Technician

IV-14.6.1 DEFINITION

To provide technical expertise and assistancegiitvelopment of data management programs or aéadem
class schedules and reports; to program, impleraadtmaintain a variety of application programsitesd

to statistical, fiscal and data management; angré@ide complex technical support to the apprdpria
Supervisor.

IV-14.6.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Directomefitutional Effectiveness and Assessment or Asseci
Vice President for Curriculum Programs or the AsstecVice President for Learning Technologies.

Exercises technical and functional supervision gearaprofessional and/or part-time clerical staff a
assigned.

IV-14.6.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Operate micro and minicomputer systems to prodweeiaty of statistical reports and summary dapataie
and maintain data files; operate associate perbleguipment.

Develop, program, and maintain applications soféwatilized in all projects and other responsikaktias
assigned.

Design and prepare test data and materials foreprigsting of computer programs; develop program
documentation for new programs prior to implemeatat

Analyze existing mini and microcomputer applicasigoftware; recommend enhancements and modification
as necessary to meet user needs and technicaleeguits.

Determine requirements of the decision supporesysspecify alternatives; design the componenthef
system; field-test and implement the system.

Utilize telecommunications and terminal emulatiasftware to interface local systems with College
mainframe; upload and download data files and nogt

Design and implement a decision support systenrddyze data to meet institutional, state, and fader
reporting requirements.

Design and implement an effective office projechagement system to flag upcoming accreditatiome sta
and federal reporting.

Develop and maintain a process for keeping the amlarand handbooks current.
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Data Management TechnicianContinued)

Develop, coordinate and participate in a varietyp#cial research and administrative projects. filerand
analyze data and prepare related recommendatiahseparts.

Support all aspects of scannable forms operatfom®, creation through printing, scanning to scoriagd
the generation of detail and summary reports.

Assist in writing, editing, laying out publicatioas required.

Provide technical support, information, and corisglservices to various internal and external darestts
of the College upon request.

Process purchase requisitions and orders for canpquipment, software, and supplies.

Analyze course requirements, evaluate facility negments, assign necessary space and produce ipiaatym
and final class schedules.

Organize and disseminate academic course schamdalgptopriate individuals for course verificatianr f
publication.

Provide statistical information related to couraad enrollment.
Process programs of study with system office.

Process and disseminate educational plans andrsgggesheets to various external offices for proper
processing and distribution.

Organize, update and maintain curriculum coursal@gtaccording to state and local requirements.

Perform other duties as needed or assigned.

IV-14.6.4 QUALIFICATIONS

IV-14.6.4.1 Knowledge of

Principles of small computer systems and prograsigde
Records storage and handling techniques.

Principles of database technology.

Modern office operations, methods, procedures,eguipment.

Higher education data reporting systems, fedepairting requirements (including, but not
limited to IPDS), and state reporting requirements.



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE
Data Management TechnicianContinued)

Organizational and management practice as applietheé analysis and evaluation of
programs, policies and operational needs.

Sources, uses, and types of planning data appdi¢cabhstitutions of higher education.
Priorities, goals, and objectives of the College.

Educational objective-setting and program evalumatio

Basic statistics and data collection and repontireghods and procedures.

Research methods and techniques.

IV-14.6.4.2  Ability to:

Analyze data and develop logical solutions to peoid.

Design and program complex statistical and dataagement application programs for mini
and microcomputers.

Communicate clearly and concisely, both orally anariting.
Read, interpret and apply complex technical pubbos, manuals, and other documents.

Analyze problems, identify alternative solutionsjpct consequences of proposed actions,
and recommend actions in support of goals.

Apply basic mathematical and statistical concepisroblem solving.
Understand basic research methodologies.

Coordinate the preparation of complex academicsmand faculty schedules.
Interpret and apply college policies, procedureles and regulations.
Effectively utilize automated data processing emqépt and software.
Establish and maintain accurate and complete reamnd files.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.
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Data Management TechnicianContinued)

IV-14.6.5

IV-14.6.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience
Two years of computer programming or computer apfilbns software experience is

required, preferably in an educational setting. pdfience in systems analysis and
knowledge of a variety of microcomputer softwardésirable.

Training

An Associate degree from an accredited collegemputer science or a related field; or
equivalent.

PHYSICAL REQUIREMENTS TO PERFORM THE ESSENTIAL DUHS

The physical requirements described here are reptative of those that must be met by
an employee to successfully perform the essentiattfons of this job. Reasonable
accommodations may be made to enable individustidigabilities to perform the essential
functions.

Is frequently required to stand and walk.

Is able to hear audible equipment indicators antbalecommunications in the work
environment.

Is required to sit; use hands to finger, handldgel objects, tools, or controls; and reach
with hands and arms.

Must occasionally lift and/or move up to 20 pounds.

Must see with sufficient close vision, distancearis color vision, peripheral vision, depth
perception, and focus adjustment to differentidtticolor intensity and evaluate
perceivable changes in the environment.

Must have moderate sense of smell to determineatandicators such as smoke.

Must have good finger dexterity necessary to tygiegia standard keyboard, (including use
of number pad on the keyboard).
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IV-14.7 Environmental Services Technician

IV-14.7.1 DEFINITION

To provide technical support and assistance tBldnat Operations Department in the areas of comaided
drafting, micro computers, construction adminigtrat facility management, specification writing,dan
code/regulation compliance. To plan, direct, aadaw the implementation of the recycling programd a
environmental laws and regulations.

IV-14.7.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Director ofilégs Services.

Exercises indirect supervision over technical, neaiance, and clerical staff.

IV-14.7.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Monitor and review health and environmental redalst, guide and direct compliance policies and
procedures.

Develop, plan, and implement campus recycling @owy, prepare required reports/documents.

Convert campus as-built construction documents itptadl media, maintain updated corrections as
renovations/modifications occurs.

Gathering and compiling technical data for renarai mechanical systems, and maintenance programs.

Assist Director of Facilities Services in budgekepmaration, cost estimating, project implementation,
scheduling, reporting, and capital improvements.

Train and assist Plant Operations personnel inatiosal procedures, safety, and code compliance.
Establish and maintain effective working relatiapshwith those contacted in the course of work.

Perform related duties as assigned.

IV-14.7.4 QUALIFICATIONS

IV-14.7.4.1 Knowledge of

Architectural and engineering drafting, design,stainction methods, and materials.
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Environmental Services TechnicianContinued)

Building codes, federal and state regulations tatdtes, computer-aided drafting programs,
spreadsheets, energy management software, faoiibagement software.

Building mechanical systems.

Surveying principals and methods.

Office procedures, methods, management, superyia@mounting and record keeping.
Legal requirements in construction field, spectiima writing, reporting methods.
Blueprint reading, work requests, repair orders.

IV-14.7.4.2  Ability to:

Work cooperatively and professionally with thosatemted in the course of work.
Manage campus projects efficiently and effectively.
Coordinate renovation and repair projects.

Perform and facilitate proper actions regardinglitgcmanagement, operations, and
procedures.

Perform research on Federal, State, and locala#gn$, programs.

Resolve conflicts and problems.

Communicate effectively with subordinate staff foogram effectiveness.

Serve on committees, research and develop reconatiensirelated to assigned activities.
Direct, oversee, and review the campus recycliogm.

Confer with and provide staff assistance and adwicédiigher level staff regarding
environment issues, American with Disabilities ABtcupational Safety and Health.

Compile and maintain accurate and complete recamdseports.
Perform related duties as assigned.

IV-14.7.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and ability is qualifying. A typical way obtain the knowledge and abilities
would be:
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Environmental Services TechnicianContinued)

Experience

Two years of general facility experience with aadeone (1) year of administrative
experience.

Training

An Associate degree from an accredited collegediitding construction, architectural
technology, business administration or a relateld fior equivalent.
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IV-14.8 Equipment Control Technician

IV-14.8.1 DEFINITION

To conduct an annual inventory audit of all equiptrevned by the College; to insure that all losstaien
equipment is properly reported and recorded toStade; and to ensure that all local, state andrééde
equipment is disposed of in accordance with reguriat

IV-14.8.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Property ©bahd Services Supervisor or the appropriateyassi
supervisor.

Exercises no supervision.

IV-14.8.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Coordinate and participate in the annual inventdrstll College owned equipment; travel from sitesiie
to document existing inventories; replace worn @sing property tags.

Verify that equipment and property is being propenkintained.

Ensure that all newly purchased, donated and ssirptoperty and equipment is properly processed,
documented and recorded.

Assign inventory numbers and maintain updated ¢o@fi newly purchased equipment; tag and recdrd al
new equipment as it is received.

Maintain appropriate records and documentatiomsif or stolen property.
Dispose of local, state and federal property andpegent according to established policies and phoes.

Prepare and maintain all equipment records accgrdinocal, state and federal regulations; prepaie
submit appropriate forms to the State Departme@ariimunity Colleges.

Work with and assist local, state and federal ausliluring the annual audit.
Provide information to the public regarding salesofplus College property.

Perform related duties as assigned.
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Equipment Control Technician (Continued)

IV-14.8.4

QUALIFICATIONS

IV-14.8.4.1 Knowledge of

Local, state and federal rules and regulationsrdiga the receipt, documentation and
disposal of College property and equipment.

Practices, procedures and methods of equipmenihaadtory control.

General accounting principles and practices.

Supplies, equipment, and materials commonly utllizeeducational institutions.
Modern office methods, practices and procedures.

Inventory and record keeping procedures.

Locations of College departments, divisions, officend facilities.

IV-14.8.4.2  Ability to:

Coordinate a comprehensive equipment inventoryrobptogram.
Maintain accurate inventory records and files.

Lift and carry heavy objects.

Interpret and apply applicable policies, procedungles, and regulations.
Follow oral and written instructions.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Communicate effectively, both orally and in writing

IV-14.8.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Three years of inventory control experience witlhie State system.
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Equipment Control Technician (Continued)

Training

Completion of the twelfth grade, supplemented bBiege-level course work in accounting,
business administration or a closely related fieldequivalent.

License or Certificate

Possession of, or ability to obtain, an approprieadid North Carolina driver's license.
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IV-14.9 Grounds Technician

IV-14.9.1 DEFINITION

To perform a variety of skilled and semi-skilledhdscape installations and grounds maintenance tasks
relating to the upkeep and operation of the cangpognds.

IV-14.9.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Grounds-Maaxtce Supervisor.
Exercises no supervision.

IV-14.9.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Perform a variety of turf grass maintenance adtisito include edging, mowing, trimming, and new
installations.

Install and maintain irrigation systems.

Install and maintain shrubbery, perennials, anduahplant material.

Pruning and shaping of shrubbery and trees.

Application of insecticides, herbicides, fungicidaad fertilizers.

Installation of brick and concrete sidewalks anghiethere of.

Parking lot and street maintenance to include ahggmpatching, and general repairs.
Perform litter control on campus and related réogcbperations.

Perform preventive maintenance on grounds' equipmen

Perform snow and ice removal during inclement weageriods.

Perform related duties as assigned.

IV-14.9.4 QUALIFICATIONS

IV-14.9.4.1 Knowledge of

Methods, materials, tools, and equipment usednddeape and turf grass maintenance.

Safe and proper application of fungicides, inséatis, herbicides, and nematicides.
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Grounds Technician(Continued)
Plant material installation and maintenance.
Construction methods and installation of pavingyarete, and masonry sidewalks.
Plant identification, plant and turf grass , pestd diseases.
Use and maintenance of grounds equipment, powdrand tools.
Basic soil types, amendments, and landscaping mesig

Safe work practices.

IV-14.9.4.2  Ability to:

Perform assigned duties during inclement weatheditions.
Operate a variety of grounds' maintenance equipmasthines, and tools.
Apply fungicides, insecticides, herbicides, nemedgécand fertilizers safely and effectively.

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

Understand and follow oral and written instructions

IV-14.9.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Two years of experience performing park maintenateedscape installation and
maintenance experience.

Training

An Associate degree from an accredited college mijor course work in Horticulture or
a related field; or equivalent.

License or Certificate:

Possession of, or ability to obtain an appropnatél N.C. driver's license.

Possession of, or ability to obtain an appropnatal public pesticide applicator's license.
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IV-14.10 Instructional Lab Technician

IV-14.10.1 DEFINITION

To prepare instructional and open laboratory set-bprdware, software, and supplies for studentsgaftl
use; to maintain the general cleanliness of asditatratory(s); and to provide technical inforraatand
assistance to students, faculty, and staff.

IV-14.10.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Instructional Networtp8rvisor.

IV-14.10.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Assist instructional staff with preparation for demstration; set-up laboratory facility and prepageessary
hardware, software and supplies.

Provide general information and assistance to stsgddaculty, and staff on equipment and software
operation, location of materials, and safety procesl.

Monitor students involved in laboratory work assigmts; enforce policies and procedures.
Assist in the maintenance of supply and materiambories; maintain equipment and supply usagerdsco
Maintain orderliness and cleanliness of laborafagjities; return unused materials to storage.

Provide general instruction and assistance to atadm a variety of laboratory related mattersignnstudent
work in progress and assist in resolving problems.

Participate in the general maintenance of the kboy by performing routine maintenance and miepairs
on computer equipment.

Maintain software library preparing back-up copaesl archive disks as necessary.
Attend workshops, conferences, and meetings retatadsigned area(s) of responsibilities.

Perform related duties as assigned.
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Instructional Lab Technician (Continued)

IV-14.10.4

QUALIFICATIONS

IV-14.10.4.1 Knowledge of

Subject matter related to the assigned laboratory.

Principles, practices, and laboratory techniquasaé to assigned laboratory subject matter.
Practices of basic record keeping.

Basic mathematic principles.

Operational characteristics of computer equipmelatted to assigned laboratory.

Proper and safe use of computer equipment, softagplkications, and supplies applicable
to assigned laboratory.

V-14.10.4.2 Ability to:

Demonstrate correct laboratory methods, practieebniques, and safety precautions.
Correctly and efficiently set-up laboratory equipmeanaterials, and supplies as needed.
Assist in performing routine maintenance and regpair assigned laboratory equipment.

Provide assistance and instruction to studentsjltiagcand staff on technical matters
appropriate to assigned laboratory.

Interpret and apply policies, procedures, rulesragdlations.

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

Communicate clearly and concisely, both orally anariting.

IV-14.10.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Three years of increasingly responsible experiamg&ing with computers and application
software related to assigned area of responsibility
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Instructional Lab Technician (Continued)

Training

An Associate degree from an accredited college mdjfor course work related to assigned
area of responsibility, or equivalent.
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IV-14.11 Lab Technician

IV-14.11.1 DEFINITION

To prepare instructional laboratory set-ups, materiequipment and supplies of student and staff tas
maintain the general cleanliness of assigned latigrar assigned classroom; and to provide technica
information and assistance to students.

IV-14.11.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from higher level academic athdiaistrative staff.

May exercise technical or functional supervisioerostudent assistants.

IV-14.11.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Assist instructional staff with preparation for demstrations; set up laboratory facility and prepareessary
materials and equipment.

Provide general information and assistance to stisdm equipment operation, use and location oérizds,
and safety procedures.

Monitor students involved in instructional labongtavork assignments; enforce policies and proceslure

Assist in the ordering and maintenance of supptyraaterial inventories; maintain equipment and supp
usage records.

Maintain orderliness and cleanliness of laborafagilities; return unused materials to storage.

Provide general instruction and assistance to atadm a variety of laboratory and course relatatters;
review student work in progress and assist in u@sglproblems.

Train and supervise assigned staff.

Supervise and participate in the general maintemaffiche laboratory; perform routine maintenance an
minor repairs on computer equipment; coordinatesshédule maintenance and repair with outside visndo

Maintain software library preparing back-up copesl archival disks as necessary.

Maintain horticultural supplies; care for plantinfiewer beds, trees, and gardens; water, fertdize spray
plant materials.

Attend workshops, conferences, and meetings retatadsigned area of responsibility.
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Lab Technician (Continued)

Represent laboratory and program activities toipwdahools, outside agencies and corporations.

Perform related duties as assigned.

IV-14.11.4

QUALIFICATIONS

IV-14.11.4.1 Knowledge of

Subject matter related to the assigned laboratory.

Principles, practices, and laboratory techniquiesed to assigned laboratory subject matter.
Practices of basic record keeping.

Research techniques and methods of report preparati

Principles of supervision including employee trai

Basic mathematic principles.

Operational characteristics of equipment relateastigned laboratory.

Proper and safe use of equipment, materials, goplies applicable to assigned laboratory.

IV-14.11.4.2 Ability to:

Demonstrate correct laboratory methods, practieebniques, and safety precautions.

Correctly and efficiently set up laboratory equipmenaterials and supplies needed in
exercises and experiments.

Assist in performing routine maintenance and regpair assigned laboratory equipment.

Provide assistance and instruction to studentsadeanic and technical matters appropriate
to assigned laboratory.

Train and supervise student staff.
Interpret and apply department policies, procedutdss and regulations.

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

Communicate clearly and concisely, both orally anariting.
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Lab Technician (Continued)

IV-14.11.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicadwto obtain the knowledge and abilities
would be:

Experience

Three years of increasingly responsible experiendenplementing and monitoring an
instructional laboratory program.

Training

An Associate degree from an accredited college m#for course work related to assigned
area of responsibility; or equivalent.
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IV-14.12 Maintenance Technician |

IV-14.12.1 DEFINITION

To perform a variety of skilled and semi-skilledlding construction and maintenance tasks relatintpe
renovation, upkeep, and operation of campus bujilend facilities; to perform electrical and plurrdpi
maintenance and repair work; to perform carperatsig; and to repair and maintain HVAC equipment.

IV-14.12.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Maintenange&isor.

Exercises no supervision.

IV-14.12.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Perform a variety of carpentry tasks to repair emaistruct walls and partitions; install, replaaed aepair
doors.

Assist in the renovation, remodeling and repaicarhpus building interiors and exteriors.

Install ceilings and carpeting; repair roofs.

Repair and install plumbing as necessary; replagkeln fixtures, clean stopped drains and repakslea
Perform electrical system wiring and installatioimstall new lights and replace lights.

Operate a variety of electrical equipment, meteaind testing devices, machines and tools; driverasd
equipment.

Install outlets, panels, switching equipment, pktgotric cells, motors, and related electrical afgmances
and equipment.

Repair and install electrical equipment such asonsoheaters and circuit breakers.
Replace defective lamps, sockets, ballasts, amboréx.

Repair, replace, and maintain a variety of mectatieating, ventilating, and air conditioning equgnt
such as compressors, boilers, fans, blowers, @ptdiwers, motors, valves, ducts, registers, andogasn

Perform routine preventive maintenance on heatmbcoling equipment; service compressors, lubeicat
equipment, change oil and filters, replace wordgysl and belts as necessary.

Clean equipment, equipment rooms, ducts, pipesrelated equipment and fixtures.
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Maintenance Technician I(Continued)

Install new or replacement heating and air conaitig equipment.
Troubleshoot, isolate, and repair electrical systauits in HVAC systems.
Repair and replace thermostats.

Operate and monitor the performance of heatingcaoting systems.

Operate a variety of equipment, machines and tosdsl in HVAC system maintenance and repair; drive
motorized equipment.

Change and charge air conditioning compressors.
Test and treat water and water handling systentinssooling equipment.
Maintain records on work performed.

Perform related duties as assigned.

IV-14.12.4 QUALIFICATIONS

IV-14.12.4.1 Knowledge of

Basic methods, materials, tools and equipment insgdneral building maintenance.

Methods, techniques, materials, and tools useatjpentry, plumbing, electrical and HVAC
repair work, and related building trades.

Use and maintenance of a variety of power and hawld.
Safe work practices.
Applicable codes, local ordinances and regulatgmeerning assigned trade.

IV-14.12.4.2 Ability to:

Perform skilled and semi-skilled carpentry, plunghielectrical, HVAC repair, and general
maintenance and construction work.

Assist in the construction, renovation, and redicampus buildings, classrooms, and
related facilities.

Operate a variety of building maintenance equipmmachines and tools.

Understand and follow oral and written instructions
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Maintenance Technician I(Continued)

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

IV-14.12.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required

knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Two years of experience performing a variety oflls#li building construction and
maintenance duties related to designated tradeafield.

Training
An Associate degree from an accredited collegenorensity; or equivalent.

License or Certificate

Possession of, or ability to obtain, an approprieadid North Carolina driver's license.
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IV-14.13 Maintenance Technician Il

IV-14.13.1 DEFINITION

To perform a variety of skilled and semi-skilledlding construction and maintenance tasks relatintpe
renovation, upkeep, and operation of campus bujilend facilities; to perform electrical and plurrdpi
maintenance and repair work; to perform carpeni @ainting tasks; and to repair and maintain HVAC
equipment. Employee is expected to perform joumraylevel, skilled work in at least one of theealli
building trades.

IV-14.13.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Maintenange&isor.
Exercises supervision of Maintenance Techniciamdl maintenance helpers.

IV-14.13.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Perform a variety of carpentry tasks to repair emaistruct walls and partitions; install, replaaed aepair
doors.

Assist in the renovation, remodeling and repaicarhpus building interiors and exteriors.

Install ceilings and carpeting; repair roofs.

Repair and install plumbing as necessary; replagkeln fixtures, clean stopped drains and repakslea
Perform electrical system wiring and installatioimstall new lights and replace lights.

Operate a variety of electrical equipment, meteaind testing devices, machines and tools; driverasd
equipment.

Install outlets, panels, switching equipment, pktgotric cells, motors, and related electrical afgmances
and equipment.

Repair and install electrical equipment such asonsoheaters and circuit breakers.

Replace defective lamps, sockets, ballasts, amboréx.

Repair, replace and maintain a variety of mechahigating, ventilating, and air conditioning equigmhsuch
as compressors, boilers, fans, blowers, coolingteymotors, valves, ducts, registers, dampers;asmnd

energy management equipment.

Perform routine preventive maintenance on heatimtc@oling equipment; service compressors, lubgicat
equipment, change oil and filters, replace wordgysl and belts as necessary.
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Maintenance Technician Il (Continued)

Install new or replacement heating and air conaitig equipment.
Troubleshoot, isolate and repair electrical systaumts in HVAC systems.
Repair and replace thermostats.

Operate and monitor the performance of heatingcaoting systems.

Operate a variety of equipment, machines and tasdsl in HVAC systems maintenance and repair; drive
motorized equipment.

Change and charge air conditioning compressors.

Test and treat water and water handling systentinssooling equipment.
Maintain records on work performed.

Perform related duties as assigned.

IV-14.13.4 QUALIFICATIONS

IV-14.13.4.1 Knowledge of

Advanced methods, materials, tools and equipmest ilsgeneral building maintenance.

Methods, techniques, materials, and tools usearjpentry, plumbing, electrical and HVAC
repair work.

Use and maintenance of a variety of power and hawld.
Safe work practices.
Applicable codes, local ordinances and regulatgmeerning assigned trade.

IV-14.13.4.2 Ability to:

Perform skilled carpentry, plumbing, electrical, A¥ repair, painting, and general
maintenance and construction work.

Assist in the construction, renovation, and redicampus buildings, classrooms, and
related facilities.

Operate a variety of building maintenance equipmaachines and tools.

Understand and follow oral and written instructions
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Maintenance Technician Il (Continued)

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

IV-14.13.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience
Five years of experience performing a variety oilledk building construction and

maintenance duties related to designated tradeomarftdld, including supervisory
experience.

Training
An Associate degree from and accredited collegmorersity; or equivalent.

License or Certificate

Possession of, or ability to obtain, an approprieadid North Carolina driver's license.
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IV-14.14 Maintenance Technician llI

IV-14.14.1 DEFINITION

To perform a variety of skilled and semiskilled staction and maintenance tasks relating to the
renovation, upkeep, and operation of campus bujkland facilities. To assist with the coordination
planning, and maintenance activities within the Manance Department.

IV-14.14.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Maintenange&isor.

Exercises functional supervision of Maintenancehhégan Il, Maintenance Technician | and
Maintenance Helper as required during the courseook.

IV-14.14.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Assist Maintenance Supervisor in the planning,gaseents, and supervision of work, employees
and responsibilities.

To act in the Supervisor's role during his absemaes assigned.

Assist in the renovation, remodeling and repaicarhpus building interiors and exteriors.
Assist in the preparation of the operating budgettie department.

Procure repair parts for equipment within purchgsgjnidelines.

Operate a variety of electrical equipment, metedand testing devices, machines and tools; drive
motorized equipment.

Repair and install electrical equipment such asonspheaters, circuit breakers.

Participate in the selection of new employees.

Repair, replace, and maintain a variety of mectaiieating, ventilating, and air conditioning equaant
such as compressors, boilers, fans, blowers, @ptdwers, motors, valves, ducts, registers, dampers
controls, and energy management equipment.

Perform routine preventive maintenance on heatimbcaoling equipment; service compressors, lubgicat

equipment, change oil and filter, replace worngygland belts as necessary.
Install new or replacement heating and air-conditig equipment.
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Maintenance Technician Il (Continued)

Operate a variety of equipment, machines and tg#sl in HVAC systems maintenance and repair; drive
motorized equipment.

Maintain records on work performed.

Perform related duties as assigned.

IV-14.14.4

QUALIFICATIONS

IV-14.14.4.1 Knowledge of

Principles of supervision, training and personnahagement.
College policies and procedures.

Advanced methods, materials, tools and equipmesd irsgeneral building and
preventive maintenance.

Methods, techniques, materials, and tools usedipentry, plumbing, electrical, and
HVAC repair work.

Use and maintenance of a variety of power and hawld.
Safe work practices.

Applicable codes, local ordinances, and regulatgmerning assigned trade.

IV-14.14.4.2 Ability to:

Plan, schedule and coordinate maintenance ac8fvitie

Perform skilled carpentry, plumbing, electrical, N repair, painting, and general
maintenance and construction work.

Assist in the construction, renovation, and repaitampus buildings, classrooms, and
related facilities.

Operate a variety of building maintenance equipmmachines and tools.

Communicate effectively, both orally and in writing
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Maintenance Technician Il (Continued)

Gain cooperation through discussion and persuasion.
Communicate through the College's networking system

Establish and maintain effective working relatiapshith those contacted in the course
of work.

Compile and maintain accurate records and reports.
Analyze problems, identify alternative solutiongyjpct consequences of proposed

actions and implement recommendations in suppaybafs.

IV-14.14.4.3 Experience and Training Guidelines

Any combination of experience and training that lddikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and
abilities would be:

Experience

Seven years of experience performing a varietkitlesl building construction and
maintenance duties related to designated tradeafield, including supervisory
experience.

Training

An Associate degree from an accredited collegediiidBig Construction, Engineering,
Architecture, Mechanics or related field or equévdl

License or Certificate

Possession of, or ability to obtain an approprieadid North Carolina driver's license.
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IV-14.15 Computer Support Technician

IV-14.15.1 DEFINITION

To provide technical and support services in trgtalltation, configuration, operation, maintenanoé a
troubleshooting and diagnosis of computer hardwsoftware and peripheral equipment. To support
students, faculty and staff by performing diagnasid resolutions of technical issues as relatdtetase and
performance of all campus personal computers thrdagds-on and help desk functions. To assisten t
maintenance and reporting related to hardware aftdare inventory database.

IV-14.15.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the MIS Support Manager.

IV-14.15.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Assist end-users in the proper use of computervienel software and peripheral equipment within the
campus policies and procedures.

Install computer hardware and software; link pegifgh equipment and test configuration.

Troubleshoot hardware and software problems ag#tate to data communications, computers, prirateds
peripherals utilizing diagnostic software and lagitoubleshooting procedures.

Perform major computer repairs as they relate ®ratjng system platforms, hardware installation and
upgrades.

Perform routine inspections and preventative maartee of computer hardware.
Download software patches and other appropriatévwee from the Internet, test and install as neugss

Provide help desk support as well as perform dajap administration, maintenance, and support of
computers and peripherals.

Coordinate vendor support between the College arifacturer representatives for hardware and sodtwa
information for computer systems; maintain inforimatabout equipment and installation; identify safte
users and recommend packages or other approachesigsed.

Maintain Inventory of computer hardware, softwane aupplies.

Compile and prepare job-related reports and doctatien, as required.

Write basic computer code and report generatiograros, as required.
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Computer Support Technician(Continued)

Test and evaluate new computer hardware and satieacampus use.

Attend workshops, conferences and meetings retatadsigned area(s) of responsibilities.

Provide training to end-users in the proper openadf computer equipment and applications.

Perform related duties as assigned.

IV-14.15.4

QUALIFICATIONS

IV-14.15.4.1 Knowledge of

Principles of data communications.

Installation, configuration, operation, maintengnt®ubleshooting and diagnosis of
computer hardware, software and peripheral equipmen

Working knowledge of multiple versions of windowsgucts, NT and PC hardware and
software.

Troubleshooting, problem-solving techniques anaireggchniques.
Basic Internet access, search and downloading itpoés
Accepted safety practices when dealing with eledtrdevices and equipment.

Basic record keeping procedures.

IV-14.15.4.2 Ability to:

Assist in performing maintenance and repairs oigasd computers.

Provide assistance and instruction to studentsjltfa@nd staff on technical matters
appropriate to assigned area.

Interpret and apply College policies, procedureles and regulations.

Read, understand and interpret hardware and s@twanuals, apply such information as
appropriate.

Recognize research and diagnose hardware and seftnw@blems, repair when possible.

Access the Internet to download software patchdsoémer appropriate software.
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Computer Support Technician(Continued)

Provide training in the use of computer, softward peripheral equipment.
Maintain job-related records and prepare reports.

Safely operate and care for tools, equipment antknaés used in the diagnoses and
installation of computers and peripherals.

Plan, organize and prioritize work with a minimad@unt of supervision.

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

Communicate clearly and concisely, both orally anariting.

IV-14.15.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Three years of increasingly responsible experianites configuration, use diagnostics, and
installation of computer hardware, software andteal peripherals.

Training

An Associate degree from an accredited collegdeéatEonic Engineering Technology or
Network Communications Technology; or equivalent.
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IV-14.16 Print Shop lllustrator/Layout Technician

IV-14.16.1 DEFINITION

To operate computer, copying and related equipnentproduce a variety of materials for all College
departments and divisions; to lay out and prepesipts for printing; and to maintain equipmenpioper
operating condition.

IV-14.16.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Print Shque&isor.

Exercises no supervision.

IV-14.16.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Operate duplicating equipment to reproduce a waokinaterials for all College divisions and depaents,
including computers and copying equipment.

Lay out and prepare projects and copy orders fotipg.

Sort, assemble and staple finished materials, Gpgrappropriate pieces of equipment.
Supply machines with proper amount of paper andrton

Ensure adequate inventory of supplies, chemicalsaaterials for print shop operations.
Maintain records of number of copies reproduced.

Perform related duties as assigned.

IV-14.16.4 QUALIFICATIONS

IV-14.16.4.1 Knowledge of

Modern office practices, procedures and equipment.

Uses, operation and maintenance of various typescahputers and related
equipment/software.

Basic mathematics.
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Print Shop lllustrator/Layout Technician (Continued)

IV-14.16.4.2 Ability to:

Operate and maintain computers, copiers, colompaster printers.
Lay out work assignments.

Operate and maintain related print shop equipmeduding binding machinery and
collators.

Make simple mathematical calculations.
Learn and apply office rules, methods and policies.
Understand and carry out oral and written direcion

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Maintain appropriate records and logs of servieeslered.

IV-14.16.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Two years of experience in design layout and grgntiperations including experience in
operating computers and related equipment/software.

Training

An Associate Degree in Commercial Art or relatexddj or combination of education and
experience.
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IV-14.17 Print Shop Technician |

IV-14.17.1 DEFINITION

To operate various types of duplicating equipmenteproduce a variety of materials for all College
departments and divisions; to lay out and prepesipts for printing; and to maintain equipmenpioper
operating condition.

IV-14.17.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Print Shque&isor.

Exercises no supervision.

IV-14.17.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Operate duplicating equipment to reproduce a waokinaterials for all College divisions and depaents,
including off-set presses and copying machines.

Interpret and prioritize work orders; determine thiee requested work will be reproduced utilizing tff-set
presses or copying machines; review work ordersahiise employees requesting duplicating services
regarding size and copying method to be used.

Lay out and prepare projects and copy orders fotipg; prepare plates.

Trim, sort, assemble and staple finished materigdsrating appropriate pieces of equipment.

Supply machines with proper amount of paper, tan&rand chemicals.

Make various mechanical adjustments and moderdiffigult repairs according to reproduction needd a
maintenance requirements.

Ensure adequate inventory of supplies, chemicalsaaterials for print shop operations.
Maintain records of number of copies reproduced.

Follow required OSHA guidelines.

Maintain quality work in a timely manner.

Perform related duties as assigned.
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Print Shop Technician | (Continued)

IV-14.17.4

QUALIFICATIONS

IV-14.17.4.1 Knowledge of

Modern office practices, procedures and equipment.
Uses, operation and maintenance of various typdsiglfcating and related equipment.
Basic mathematics.

IV-14.17.4.2 Ability to:

Proficiently program, operate and maintain dupif@amachines and copying equipment.
Adjust and make moderately difficult repairs to licgting machinery.
Lay out work assignments and prepare printing plate

Operate and maintain related print shop equipmeduding binding machinery and
collators.

Make simple mathematical calculations.
Learn and apply office rules, methods and policies.
Understand and carry out oral and written direcion

Establish and maintain effective working relatioipshwith those contacted in the course
of work.

Maintain appropriate records and logs of servieeslered.

IV-14.17.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and skills is qualifying. A typical wiyobtain the knowledge and skill would
be:

Experience

Two years of general printing support experienchising experience in operating copying
and duplicating related equipment.

Training

Associate Degree from an accredited college withrecentration in printing, commercial
art or a closely related field; or combination dfieation and experience.
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IV-14.18 Print Shop Technician |l

IV-14.18.1 DEFINITION

To operate various types of duplicating equipmenteproduce a variety of materials for all College
departments and divisions; to lay out and prepesipts for printing; and to maintain equipmenpioper
operating condition.

IV-14.18.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Print Shque&isor.

Exercises no supervision.

IV-14.18.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Operate duplicating equipment to reproduce a wadkmaterials for all College divisions and depaents,
including off-set presses and copying machines.

Operate large equipment such as paper cuttergrigldnd two color presses.

Interpret and prioritize work orders; determine thiee requested work will be reproduced utilizing tiff-set
presses or copying machines; review work ordersahiise employees requesting duplicating services
regarding size and copying method to be used.

Lay out and prepare projects and copy orders fotipg; prepare plates.

Trim, sort, assemble and staple finished materigdsrating appropriate pieces of equipment.

Supply machines with proper amount of paper, tan&f,and chemicals.

Make various mechanical adjustments and moderdiffigult repairs according to reproduction needd a
maintenance requirements.

Ensure adequate inventory of supplies, chemicalsaaterials for print shop operations.
Maintain records of number of copies reproduced.
Follow required OSHA guidelines.

Perform related duties as assigned.
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Print Shop Technician Il (Continued)

IV-14.18.4

QUALIFICATIONS

IV-14.18.4.1 Knowledge of

Modern office practices, procedures and equipment.
Uses, operation and maintenance of various typdsiglfcating and related equipment.
Basic mathematics.

IV-14.18.4.2 Ability to:

Prioritize work assignments with organizationallskio meet production deadlines.
Proficiently program, operate and maintain copyimagchines.

Adjust and make moderately difficult repairs to licgting machinery.

Lay out work assignments and prepare printing plate

Operate and maintain related print shop equipmeciuding binding machinery and
collators.

Make simple mathematical calculations.
Learn and apply office rules, methods and policies.
Understand and carry out oral and written direcion

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

Maintain appropriate records and logs of servieeslered.

IV-14.18.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and skills is qualifying. A typical weyobtain the knowledge and skill would
be:

Experience

Five years of general printing support experienctiding experience in operating copying
and related equipment.
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Print Shop Technician Il (Continued)

Training

Associate Degree from an accredited college withrecentration in printing, commercial
art or a closely related field; or combination dfieation and experience.
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IV-14.19 Purchasing Technician

IV-14.19.1 DEFINITION

To plan, organize and participate in the admini&tneof the College's purchasing operation andaidgosm

a variety of responsible para-professional andrtieet level accounting work involving the prepaoatiand
maintenance of financial reports, accounting regadd statistical records and reports; to prasgdponsible
technical staff assistance to higher level departraff.

IV-14.19.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Procurement Manager.

Exercise technical and functional supervision assigned accounting clerical staff.

IV-14.19.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Perform a variety of para-professional and techracaounting duties in the preparation, maintenaaruk
review of financial records and reports.

Receive requests for equipment; verify requestpifoper authorization; verify that purchasing gliitks
have been followed (e.g. state contract, bid ginde| etc.); type purchase orders and distribupéesao
appropriate areas.

Maintain equipment log book. Prepare equipmemnteghowing status of equipment funds by department

Receive invoices for outstanding equipment ord&fsrify receipt of equipment and process invoiaas f
payment.

Prepare requisition and correspond with PurchaseGontract regarding requests for equipment over
$10,000; forward to Purchase and Contract regardiggests for equipment over $10,000-Forward to
Purchase and Contract for written bids. Type retjfer quotation for required written bids on orsler
between $1500 and $9999.

Correspond with companies to check on status aftanting orders; handle any related problems.
Correspond with instructors to check on receipafipment; handle any related problems.

Prepare quarterly minority report.

Distribute microfiche copies of State contract pprpriate areas.

Assist faculty and staff with equipment and supgigers.
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Purchasing Technician(Continued)

Serve in a lead supervisory capacity over purclgasaview and audit the work of designated accagnti
clerical staff in assigned area of responsibilitgtablish work procedures and processes.

Run monthly reports and distribute to appropriatag; shows expenditures in supply line items. RMgth
Curriculum and Continuing Education staff and fagcoin any problems arising from reports.

Keep a log for Library purchase orders; processiges for payment.
Assist Purchasing Agent with correspondence andtera@nce of files for office.
Interprets purchasing policies and procedures.

Assist in evaluating operations and activities afrghasing programs and personnel, recommend
improvements and modifications.

Answer questions and provide information to otludllege faculty and staff; investigate complaintd assist
in recommending corrective actions.

IV-14.19.4 QUALIFICATIONS

IV-14.19.4.1 Knowledge of

General accounting and auditing principles andtjmes.

Applicable federal, state and local policies, pohges, rules and regulations.
Modern office methods, practices and procedures.

State purchasing policies and procedures.

Statistical concepts and methods.

IV-14.19.4.2 Ability to:

Apply accounting and auditing principles and praged. Analyze data and draw sound
conclusions.

Prepare clear, complete and concise reports.
Communicate effectively and tactfully, both oradliyd in written form.
Apply and administer the College's accounting pedi@and procedures.

Interpret and administer the State's purchasinigipsland procedures.
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Purchasing Technician(Continued)

Establish and maintain effective working relatiapshwith those contacted in the
performance of required duties.

Supervise, train clerical personnel.

IV-14.19.4.3 Experience and Training guidelines:

Experience

Four years of increasingly responsible experienegopming technical and clerical
accounting work, preferably experience in purchgsin

Training

An Associate degree from an accredited collegedoanting, business administration or
a closely related field; or equivalent.
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IV-14.20 Senior Accounts Technician

IV-14.20.1 DEFINITION

To perform a variety of responsible para-profesai@nd technical level accounting work involving th
preparation and maintenance of financial repodspanting records, and statistical records andrteptm
assume lead supervisory responsibilities overigdated accounting function such as financial@adounts
payable or central cashiering; and to provide rasiixde technical staff assistance to higher leepkdtment
staff.

IV-14.20.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the appropriate Supervisor.

Exercises technical and functional supervision @gsigned accounting clerical staff.

IV-14.20.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Perform a variety of para-professional and tecHracaounting duties in the preparation, maintenamk
review of financial records and reports.

Serve in alead supervisory capacity over eitmanrfcial aid programs, accounts payable, accouressable,
cashiering or purchasing; review and audit the vafrfesignated accounting clerical staff in assigaeca
of responsibility; establish work procedures anocpsses.

Reconcile accounts in the general ledger; premamaal entries as necessary.

Review and prepare budget transfers by resportgilziéinter as authorized; make adjusting entries and
balance.

Prepare, process, and balance accounts payab#hlisistcheck runs and ensure proper ordering and
timeliness of runs; coordinate with other departts@md vendors to meet specific needs and isstegzae

tax reports; coordinate with Vice President for iBass and Finance the release of checks to inkere t
availability of funds.

Research and analyze specific problems in the pagpa of assigned reports.

Reconcile and balance assigned accounts and fgailssathe general ledger.

Prepare and maintain daily reports and recordsoofayreceived on a daily basis; verify, code, dateuand
receipt all monies.

Post on computer to general ledger all accountsivables; balance revenues receipted and prepake ba
deposits.
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Senior Accounts TechnicianContinued)

Assist students at the front counter; collect mgnigsue receipts; provide information regardinglent
account status.

Advise and inform other divisions and departmentaccounting policies and procedures; answer guresti
concerning assigned accounting activities.

Prepare petty cash funds for registration actiziieon and off-campus locations.
Balance cash and agree to daily computer recaps.

Perform cashiering duties and assist and proviferrimation to students during registration. Provide
leadership role during registration in trainingeatleashiers and balancing funds at the end ofdkie d

Perform related duties as assigned.

IV-14.20.4 QUALIFICATIONS

IV-14.20.4.1 Knowledge of

General accounting and auditing principles andtjmes.

Applicable Federal, State and Local policies, pdoees, rules and regulations.

Modern office methods, practices and procedures.

Operational characteristics of a computer remaotsiteal and related peripheral equipment.

Operational characteristics of personal computedssaftware packages, spreadsheets and
word processing.

IV-14.20.4.2 Ability to:

Apply accounting and auditing principles and praged. Analyze and interpret data and
draw sound conclusions.

Prepare clear, complete, and concise reports.

Communicate effectively and tactfully, both oradliyd in written form.

Interpret Local, State or Federal level policiamigedures, regulations and/or guidelines.
Apply and administer the College's accounting pedi@and procedures.

Establish and maintain effective working relatiapshwith those contacted in the
performance of required duties.
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Senior Accounts TechnicianContinued)

IV-14.20.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Four years of increasingly responsible experienegopming technical and clerical
accounting work.

Training

An Associate degree from an accredited collegecicoanting, or a related field; or
equivalent.
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IV-14.21 Senior Audio Visual Technician

IV-14.21.1 DEFINITION

To recommend the purchase of, schedule, distribarie, maintain audiovisual equipment and video
conferencing equipment at multiple locations. Resfto and meet the audiovisual needs of Mediai&esv
staff, the FTCC faculty, and administrative sté8lupport may include, but is not limited to, theémbenance

of digital media equipment including photographiden, video conferencing, and web content support
including streaming, classroom audiovisual equipnael related materials.

IV-14.21.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Media Seeg.

Exercises indirect supervision over assigned psidesal, technical and clerical staff assigned &Special
Services Section of Media Services.

IV-14.21.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Manage, direct and organize the activities of theckl Services Unit of Media Services.

Design and specify equipment required for the gantbn of video conferencing facilities to include
codecs, cameras, audio systems, lighting, and canpacessories.

Supervise vendors and contractors during the lasita of video-conferencing equipment necessary
for distance learning.

Maintain, check, repair, and ensure all video-carfeing equipment in all FTCC video-conference
facilities is working properly and the instructevBo use these rooms are properly trained to use the
equipment.

Recommend appropriate equipment purchase of avdieg, digital recording and web streaming
equipment. This includes but is not limited to asdcameras, microphones, audio and video
recording equipment, digital devices.

Adjust, check and maintain all studio productioruipqnent to include audio, video, lighting,
photographic, and control room VCR's, cameras,chwits and other production devices.

Adjust, check and maintain satellite dishes, rezmsivpositioners and monitors.

Work with Media Production staff in the developmagit audio-visual materials used in an
educational environment.
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Senior Audio Visual Technician(Continued)

Distribute, set up and operate a variety of audsoral equipment including computers and video
projectors, tape recorders, and VCR's as required.

Identify maintenance and repair problems that meqspecial repair facilities and recommend
procedures to accomplish the repair.

Direct, oversee and patrticipate in the developnoérihe unit work plan, assign work activities,
projects and programs; monitor work flow; reviewdagvaluate work products, methods and
procedures.

Evaluate operations and activities of assignedomspilities; recommend improvements and
modifications; prepare various reports on operatamd activities.

Coordinate assigned activities with administrattasulty, students and other College divisions and
departments.

Participate in recommending the appointment ofgrersl; provide or coordinate staff training, work
with employees to correct deficiencies, implemeistigline procedures; recommend employee
terminations.

Prepare and maintain equipment and related matescaleduling and usage records.

Perform related duties as assigned.

IV-14.21.4 QUALIFICATIONS

IV-14.21.4.1 Knowledge of

Operating practices and techniques of a full rarfigedio-visual equipment including
computers and data projectors, video conferenajogpenent including codecs, digital
VCR's, broadcast video cameras, satellite systeabte head end systems and general
studio production equipment.

Portable sound systems including microphone typelsuses, speaker placement,
sound console operation, and the operation of aitx@nd control devices including
compressors, limiters, and effects devices.

General principles of operation, maintenance amaireof computers related to
multi-media instructional and digitizing applicatm

General principles and practices of supervisionteaiding.
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Senior Audio Visual Technician(Continued)

IV-14.21.4.2  Ability to:

Coordinate and schedule the usage of a varietyudfoavisual equipment and
materials.

Troubleshoot, repair and maintain and wide varietyaudiovisual and media
production equipment.

Assist faculty and administrative staff in the aigm of audio-visual equipment,
computers, and data displays.

Maintain detailed records and schedules
Communicate effectively via email, orally and initimg reports.
Lift 20 pounds, stoop and bend.

Establish and maintain effective working relatiapshwith those contacted in the
course of work.

IV-14.21.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicabwto obtain the knowledge and abilities
would be:

Experience

Two years of experience with computers and serysems, electronic equipment
repair and maintenance, or similar background apermence or Associates Degree
in Electronic Equipment Maintenance, Media Complitgration or equivalent field
including 2 years of supervisory experience.

Training

Associates Degree in Electronic Equipment MainteeanMedia Computer
Integration or equivalent field.
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IV-14.22 Senior Network Communications Technician

IV-14.22.1 DEFINITION

To support a variety of technical and skilled tasksnaintaining the campus wide network, peripheral
network equipment, operation of computers, compptipheral equipment, and other data processing
equipment required to process and maintain onrlateork system.

IV-14.22.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Network Commatibns Manager.

IV-14.22.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Install and maintain Windows NT Servers and Wortkstes.
Install and maintain GroupWise electronic mail eyss.
Administer SUN1000 Network Printers.

Install, program and maintain Network electronicipgqent.
Install and maintain Campus Firewall System.

Install and maintain Novell Network Servers.

Install and maintain campus wide Network systems.
Maintain software and hardware of administrativedy€tems.
Assist in the design and installation of Networking.

Perform related duties as assigned.

IV-14.22.4 QUALIFICATIONS

IV-14.22.4.1 Knowledge of:

Advanced network design and implementation.
3Com network electronics equipment.

Windows NT Server and Workstation Operating Systems
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Senior Network Communications TechnicianContinued)

Novell NetWare servers.
Network design and management of hardware and aodtw

Methods and procedures for wiring of fiber optic]J48 CATS5, wire patch panels and
termination of fiber optic and CAT5 cabling.

TCP/IP and IPX communications protocol.
Unix operating systems and hardware.

IV-14.22.4.2 Ability to:

Analyze and resolve network problems.

Maintain and manage an extensive mail system.

Solve technical problems.

Establish and maintain working relationships witbge contacted in the course of work.

Communicate clearly and concisely, both orally anariting.

IV-14.22.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities are qualifying. A typieay to obtain the knowledge and abilities
would be:

Experience
Two years of experience in maintaining local areavorks.
Training

An Associate degree from an accredited collegedtwidrk Communications Technology
or equivalent.
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IV-14.23 Systems Administrator Technician

IV-14.23.1 DEFINITION

To work as an assistant to the Systems Adminigtrdto assist with the daily system administration,
monitoring, and maintenance of the College’s pringdministrative and business server applicationts a
hardware.

IV-14.23.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Systems Administrator.

IV-14.23.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Assist with the system administration activitieglod primary business server.

Assist with performing diagnostics and monitoririghee administrative server environment to maintain
efficient and secure environment.

Assist with maintaining operating system and agpi@ software release levels in the administratemwer
environment as published by vendors.

Perform daily, weekly, monthly backups of servevimnments; maintain off-site backup libraries.
Assist in the administration of the integrated I\(({®ephony) server.

Assist in the administration of the College’s doemmnimaging and data warehousing environment.
Assist in the administration of Datatel's Web Sesg: Web Advisor.

Assist in maintaining documentation that descrthesadministrative server environment and all ofi@nal
procedures.

Perform related duties ans assigned.

IV-14.23.4 QUALIFICATIONS

IV-14.23.4.1 Knowledge of:

Networking concepts.

Internet technologies necessary for server impteation, configuration, maintenance, and
security.

Secure server technologies necessary for E-Commerce
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Systems Administrator Technician(Continued)
Principles of Client Server technologies.
Principles of Windows and UNIX server administratio
Principles of database technology.

Basic knowledge of the College environment andube of technology to support the
business and administrative activities of the Glle

IV-14.23.4.2 Ability to:

Read, interpret and apply complex technical mangaislications, and other documents.
Analyze and interpret data to identify problems podsible solutions.

Communicate clearly and concisely, both orally anariting.

Perform basic system administration tasks on atyadf hardware platforms.

Maintain an effective working relationship with thetworking function of the Department.

Maintain an effective working relationship with theeas of the College responsible for the
academic web functions.

IV-14.23.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities are qualifying. A typieay to obtain the knowledge and abilities
would be:

Experience

One year experience in the following hardware arfichare: Windows server, Sun systems
and UNIX (Soloris).

Training
An Associate degree in Networking, System Admiisbn, or Programming.

Preferred: Associate degree with an emphasis oreGand Network Administration.
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IV-14.24 Telephone Systems Technician

IV-14.24.1 DEFINITION

To monitor and provide technical assistance forpasrtelecommunications and networking systems. To
assume lead supervisory responsibilities over deségl functions such as mail services and switatthoa
operations. To provide responsible assistancégtteh level department staff. Assist with the dstand
responsibilities of the switchboard and plant opiere.

IV-14.24.2 SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Director ofilégs Services.
Exercises technical and functional supervision @gsigned clerical staff.

IV-14.24.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Instruct and assist users on the proper operafitglacommunication and voice mail systems.
Maintain all records and logs related to the tet@twinications systems.

Set up and maintain voice mail mailboxes.

Generate telecommunication work requests, prowdestance to telephone company representative.

Administer cost accounting system, provide tecHniegorts, and inquires. Establish parameters and
programming.

Assist in the revision, production, and distribuatiof campus and local telephone directory.

Assist switchboard operator as required.

Assist Plant Operations Department as required.

Serve in a supervisory capacity over switchboadiraailroom functions.

Correspond and distribute information and fileswgghe College networking system.

Prepare written reports, supply requests, andlfisax budget requests for designated departments.
Maintain, issue and implement the campus keyintesysind hardware.

Perform related duties as assigned.
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Telephone System TechniciafContinued)

IV-14.24.4 QUALIFICATIONS

IV-14.24.4.1 Knowledge of

ASC Il and non ASC Il formats.

Voice and data applications in telecommunicatidgisl f

Modern office procedures, methods, managementuatiog, and record keeping.
Policies and procedures of utility companies.

Computer operating systems and commands.

IV-14.24.4.2 Ability to:

Work cooperatively and professionally with thosatemted in the course of work.
Perform and facilitate proper actions regardingpbbne repairs and procedures.
Resolve problems and conflicts.

Compile and maintain accurate and complete recamdseports.

Operate computer and other standard office equipmen

Communicate effectively.

Train personnel in system operation.

Interpret and apply college policies and procedures

IV-14.24.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities are qualifying. A typiealy to obtain the knowledge and abilities
would be:

Experience
Two years of experience in telecommunications itrgugeld.
Training

Completion of the twelfth grade, or equivalent.
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IV-14.25 Veterans Services Technician

IV-14.25.1 DEFINITION

To perform complex and varied technical work reddteproviding student assistance in the Veterang&es
Office; to provide information to students, facyliyd staff on veterans programs and servicestoaatt as
a certifying official for veterans educational béhprograms.

IV-14.25.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Veteransi@e@oordinator.

Exercises no supervision.

IV-14.25.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Greet Veterans Services Office visitors; resporidftrmational requests on programs and servigesyar
telephones; receive and route mail.

Assist the Veterans Services Coordinator in devatp of processes and procedures.

Perform intake sessions with potential studentgisaty them of school, VA and state requirementstie
use of the Gl bill.

Maintain knowledge of VA and state regulationsrtdide reviews and updates of changes as theyimperta
to certification of veterans.

Process compliance checks through file reviewsiwitidte corrections/changes.

Participate in Compliance Survey by VA and supemyisisits by State Approving Agency.
Assist in catalog approval process for State ApimgAgency.

Attend training sessions, meetings, conferencesaperopriate.

Review and suggest changes or corrections in ptiensure state and VA compliance.
Process federal funding applications and reports.

Assist in the development and maintenance of efficand reliable data management systems.
Maintain knowledge of PRIME programs as they partaiVeterans Services Office functions.

Perform related duties as assigned.
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Veterans Services TechniciafContinued)

IV-14.25.4

QUALIFICATIONS

IV-14.25.4.1 Knowledge of

Federal and state laws as they pertain to theficatton of veteran students.

The various chapters of educational benefits unferand to which students they will
apply.

Operational characteristics of computers and reélatpiipment.

Office procedures and methods.

Information sources available.

Business letter writing and English usage, spellgigmmar and punctuation.

IV-14.25.4.2 Ability to:

Perform responsible technical and clerical work.
Interpret and apply policies and procedures ancersaggestions for improved processes.

Use standard office equipment including typewritexlephone system, and computer
equipment.

Communicate clearly and concisely, both orally anariting.

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

Work cooperatively with other department, divisioasid officials of the college and
Veterans Administration.

Work independently in the absence of immediate isiger.

IV-14.25.4.3 Experience and Training Guidelines:

Experience
Two years of responsible clerical work includingtg public contact.
Training

An Associate degree from an accredited collegelinsaness-related field, or equivalent.
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IV-14.26 Warehouse Technician

IV-14.26.1 DEFINITION

To coordinate and participate in the shipping aewkiving of a wide variety of materials, suppliasd
commodities; to assume responsibility for the daphgrations of the central warehouse; to verifgigioof
merchandise; and to maintain appropriate recorddikes.

IV-14.26.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Property @bahd Services Supervisor.
Exercises no supervision.
IV-14.26.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

AACC and Lumina
Coordinate the daily operations of the central Watese.

Receive and unload incoming freight; open shipmenid verify contents and quantities; complete and
maintain receiving forms and records.

Review purchase orders for accuracy and completeressess future workload and storage space
requirements.

Compare invoice information with that on purchasgeos; note and follow up on discrepancies.

Contact vendors and supplies to correct shortaggsleficiencies; work with suppliers to replace dged
shipments.

Re-package and distribute merchandise to appreppetsonnel.

Prepare incorrect, defective, or returned merctsnfbir return to vendors; prepare appropriate shjpp
forms; contact shippers for pick-up as necessary.

Maintain warehouse facilities in an organized ardkdy manner.

Maintain warehouse inventory records and filesiaenand forward receiving documents for data entry.
Provide information to the public regarding salesofplus College property.

Participate in annual inventory activities.

Perform related duties as assigned.
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Warehouse TechnicianContinued)

IV-14.26.4

QUALIFICATIONS

IV-14.26.4.1 Knowledge of

Practices, procedures, equipment, and terminolaggd un warehouse, shipping and
receiving operations.

Supplies, equipment, and materials commonly utllizeeducational institutions.
Modern office methods, practices and procedures.

College purchasing and inventory control polic@®cedures, and practices.
Inventory and record keeping procedures.

Locations of College departments, divisions, officend facilities.

IV-14.26.4.2 Ability to:

Coordinate a comprehensive shipping, receiving,veauethousing operation.
Maintain accurate inventory records and files.

Lift and carry heavy objects.

Operate a forklift, hoist, and pallet jack.

Interpret and apply applicable policies, procedungles, and regulations.
Follow oral and written instructions.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Communicate effectively, both orally and in writing

IV-14.26.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience:

Two years of warehousing, shipping and receivingeeience.
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Warehouse TechnicianContinued)

Training
Completion of the twelfth grade, or equivalent.

License or Certificate

Possession of, or ability to obtain, an approprieadid North Carolina driver's license.
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IV-15.1  Administrative Assistant to the President

IV-15.1.1 DEFINITION

Provide administrative assistance and supportacitilege President and the Board of Trusteesistiss
the coordination of the general operations of thesigent’s office.

IV-15.1.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the College President.

Exercises administrative supervision over the Sagydo the President.

IV-15.1.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Perform complex and confidential administrative istapce and support including responding to
correspondence of a routine nature for the PresatehBoard of Trustees.

Notify Board members and members of the pressl ofieétings subject to the Open Meetings Laws.
Assist in preparing the agenda for the Board okfges. Attend meetings of the Board of Trusteedfzad
Board’s Standing Committees. Take and transcrilmeites of meetings; prepare and disseminate mitmtes

appropriate personnel.

Prepare travel requests, make travel arrangensstisdule appointments, and complete Requestsdoellr
Reimbursement forms for the President and Boafrudtees.

Process and maintain confidential and sensitivermétion.

Assist the President with routine administrativepansibilities as required. Screen calls and visjtanswer
inquiries and respond to requests for information.

Interpret College policies, rules, and regulatigmeyide information in response to complaints /ancefer
to appropriate personnel.

Act as liaison between the President and studéaslty, staff, Board of Trustees, and general jousé
required.

Maintain President’s daily schedule and appointnecatgndar.
Prepare full-time contracts for administratorsulacand staff.

Attend meetings of the Executive Council; take #mashscribe minutes of the meetings and disseminate
minutes to appropriate personnel.



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE
Administrative Assistant to the President(Continued)

Assist in the coordination of events, programs imeetings.

Maintain the permanent record of agendas, minutdsapportive material for the Board of Trusteebdo
kept in the archives. Maintain and keep the By-&dov the Board of Trustees current.

Verify the school credit card charges and attadessary paperwork/receipts for payment.
Provide assistance to the President for CommunitlyState organizations.
Coordinate assignments for the Secretary to theidret.

Perform related duties as assigned.

IV-15.1.4 QUALIFICATIONS

IV-15.1.4.1 Knowledge of

College policies and procedures.

English usage, spelling, grammar and punctuation.
Standard administrative and organizational procesiur
Open Meetings Laws, Interpretation and Application.
Basic accounting principles.

IV-15.1.4.2  Ability to:

Maintain confidentiality.

Effectively handle simultaneous projects and ati&isi

Operate computer and other standard office equipmen

Take and transcribe dictation.

Maintain records, documents, and complex filingeys
Communicate effectively, both orally and in writing

Independently respond to correspondence and rexfioeshformation.

Establish and maintain effective working relatiapshith those contacted in the course of
work.
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Administrative Assistant to the President(Continued)

IV-15.1.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Five years of increasingly administrative and stanial experience.

Training

Completion of the twelfth grade supplemented bycidieed secretarial training or

equivalent or four years of experience with an Agse Degree in Office Technology or
related field. An Associate degree is highly dasie.
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IV-15.2  Administrative Assistant to the Vice Presmddor Business
and Finance

IV-15.2.1 DEFINITION

To provide technical expertise and assistancedd/tbe President for Business and Finance. Tcbisi
planning, organizing and directing the activitieishim the Office of Business and Finance. To redea
collect, analyze and summarize fiscal and statistiata. To compile data, design and preparesttati

spreadsheets and reports utilizing the microconmpaytetem.

IV-15.2.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Vice President for Bass and Finance.

May exercise technical and functional supervisigeraon-permanent staff.

IV-15.2.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Collect, compile, key and prepare a variety of fiicial reports utilizing word processing and sprbags
software applications.

Review, research and summarize a variety of fistafistical and administrative data; prepare eela¢ports,
schedules and calendars.

Acquire and prorate monthly interest utilizing sgoteheet software applications.

Maintain and update FTCC employee compensatiornystachputerized and hard copy files and provide
reports as requested.

Maintain, balance and reconcile manual recorddl @aah transactions for all fund sources.

Develop and maintain a system for monitoring duresraemberships. Verify, review, coordinate andpss
all related codes and paperwork.

Operate microcomputer system to produce a variefinancial reports and summary data; update and
maintain data files.

Assist in maintaining and trouble shooting PC Safewvithin the Office of Business and Finance.
Maintain master files of Official College recorasipy and distribute materials to appropriate staff.
Collect data and prepare appropriate journal enfdecertifications, interest, and returned checks

Maintain and validate budget spreadsheets witltdlmty; request funds and reimbursements.
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Administrative Assistant to the Vice President forFinancial Services(Continued)

Maintain a daily calendar of meetings for the VRmesident for Business and Finance. Responsible fo
maintaining a key control system within the Offifethe Vice President for Business and Finance.

Analyze requirements for equipment and suppligdate paperwork and monitor receipt of items.
Compare and verify accuracy between FTCC and NC@p&ts.

Prepare and track invoices for companies to bedillReceipt checks and maintain files of billings.
Assist in screening, evaluating and interviewingeptial staff as required.

Maintain master files of Official College recordspy and distribute materials to appropriate staff.
Prepare finance board meeting agenda and packetwoftthly board meetings.

Design and maintain presentations comprising sglesats and charts.

Develop, maintain and coordinate the printing ohdety of financial reports.

Prepare transmittals for receipts as needed.

Coordinate and implement book list sales.

Assist in registration, receipt student paymentsyistem.

Type and proofread a wide variety of reports, fsttenemos and statistical charts; independentlypose
correspondence related to responsibilities assigned

Perform related duties as assigned.

IV-15.2.4 QUALIFICATIONS

IV-15.2.4.1 Knowledge of

Spreadsheet, Word Processing and PowerPoint sefyeakages.
Principles of small computer systems and prograsigde

Basic principles and practices of budget admintistna

Principles and practices of financial record kegpin

Data collection and reporting methods and procedure

English usage, spelling, grammar and punctuation.
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Administrative Assistant to the Vice President forFinancial Services(Continued)

Business letter writing and composition.
Modern office operations, methods, procedures guipbenent.
Priorities, goals, and objectives of the College.

IV-15.2.4.2  Ability to:

Apply basic mathematical and accounting concepgsablem solving.
Write reports and design spreadsheets and slides.
Communicate clearly and concisely, both orally anariting.

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

Independently prepare correspondence and memorandum

Coordinate meetings and activities involving allas and functions of the college.
Interpret and apply College policies and procedures

Work cooperatively with other departments, Collefficials and outside agencies.
Work independently in the absence of supervision.

IV-15.2.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Four years of increasingly responsible experiemc@dministrative support involving
advanced knowledge of a variety of microcomputétwsoe applications.

Training

An Associate degree from an accredited collegeusirtess or a related field with a
concentration in computer courses; or equivalent.
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IV-15.3  Assistant Registrar/Curriculum

IV-15.3.1 DEFINITION

To assist in the planning, organization and sug@nithe College's registration and student recggdsces;
to actively participate in registration activitiwgh faculty, staff and other College divisions atepartments;
and to perform a variety of technical tasks reti registration.

IV-15.3.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Registrar/Curriculum.

Exercises technical and functional supervision @ketical staff.

IV-15.3.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Lead and participate in the registration of stugdat College courses and in the maintenance afesiu
records.

Assist in the coordination and supervision of ggistration process including monitoring the regison of
students, publication of class schedules, andnmdition dissemination and verification.

Monitor operations and activities of records andisiation function; recommend improvements and
modifications; prepare various reports on operatiamd activities.

Assist in the implementation of goals and objedjesstablish schedules and methods for providifigjexfit
and effective registration and student recordsisesyimplement policies and procedures.

Lead and participate in the maintenance of an aat®tnregistration and student records system; legdtab
procedures; advise staff in appropriate systemsrasimation and maintenance procedures.

Interpret, apply and assist in ensuring staff caamgle with College policies and procedures, andriddind
state laws and regulations pertaining to disclosfistudent information.

Maintain documentation covering registration arabrds policy and office procedures; compile andhtain
a variety of statistical records and reports.

Assist in the coordination of assigned registratiotivities with those of faculty, administrativea and
other College divisions and departments.

Confer with and provide staff assistance and adaitégher level College staff as assigned; develogpare
and present recommendations and reports as requeste

Personally perform the more complex registratisués including determining State resident status of
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Assistant Registrar/Curriculum (Continued)

enrolling students, counseling students regardistes requirements and procedures, and auditifigalf
class registration listings.

Answer questions and provide information to stusent the public; investigate complaints and recentn
corrective action as necessary to resolve complaint

Participate in the selection of staff; provide artjipate in staff training; work with employeesdorrect
deficiencies.

Serve as Acting Registrar/Curriculum in the absesfdbe Registrar/Curriculum.

Schedule the production and distribution of the potar output for the registration and records unit.

Perform related duties as assigned.

IV-15.3.4 QUALIFICATIONS

IV-15.3.4.1 Knowledge of

State and federal laws and regulations pertainingtildent registration, records, and
transcripts.

Principles of basic fiscal and statistical recoeging.
Manual and computerized data base systems ancappfis.
Principles of supervision including employee tragheand performance evaluation.

V-15.3.4.2  Ability to:

Analyze problems, identify alternative solutionsgjpct consequences of proposed actions
and implement recommendations in support of goals.

Gain cooperation through discussion and persuasion.

Effectively assist in developing, implementing aevhluating programs and strategies
designed to provide effective student records agéstration services.

Assist in the training, supervision and evaluatibassigned staff.
Interpret and apply College policies, procedurelesand regulations.

Communicate clearly and concisely, both orally anariting.
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Assistant Registrar/Curriculum (Continued)

Compile and maintain accurate and complete recamdseports.

IV-15.3.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Three years of increasingly responsible experiéngelving student registration and
records activities.

Training

An Associate degree from an accredited college ugiress administration, records
management or a closely related field; or equivtalen
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IV-15.4 Bookstore Assistant

IV-15.4.1 DEFINITION

To perform a wide variety of responsible technaxadl clerical work in support of the bookstore ofieres
involving primarily the cashiering function; to pide support to students, faculty and administeatitaff
relative to the location and purchase of textboakd supplies; and to provide general support teroth
bookstore staff, as required, to facilitate the sthaperation of the bookstore.

This is the full journey level class within the Batore Assistant series. Employees at this lesdbpm the
full range of duties as assigned with only occaali@mstruction or assistance as new or unusuahtsitos
arise, and are fully aware of the operating prooesiand policies of the work unit. Positions as thivel are
distinguished from the Senior Bookstore Assistarthat the latter is responsible for overseeinigegithe
purchasing and processing of textbooks and supptid®e receipt, inventory and display of the safbe

role of the Bookstore Assistant is more procediralature and involves primarily the cashieringdiion

for the Bookstore.

IV-15.4.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the BookstoreeSigor.

May exercise technical supervision over part-tiegical staff.

IV-15.4.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Provide general support to students, faculty andimidtrative staff relative to the location andaggriof
textbooks, supplies and related materials withinkitbokstore.

Assist students, faculty and administrative stafffithe purchase of selected items; operate thereasster;
process faculty and staff purchase order charges.

Participate in merchandising of bookstore stockrgm of responsibility; ensure that books and naardise
are categorized and displayed in an attractive matenoptimize sales.

Process financial aid charge students; ensure asestfall within scope of financial aid awards; m&in
appropriate paperwork.

Balance daily cash receipts; balance and run tapedl charge tickets.
Work with customers to resolve minor problems amhjglaints to ensure optimal customer service.

Run approved refunds through the cash register.
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Bookstore Assistant(Continued)

Identify and prepare supply orders for restocksitisupply orders to appropriate management staff.

Set up and prepare cash registers for new investas appropriate; prepare list of commonly pumthas
supply items and the respective price for easyeaf®e at the cash register.

Assistin making recommendations and/or modifigatithat will improve operation of bookstore andvile
the best services for customers.

Maintain cleanliness of counters and other worlcepavithin the bookstore.

Assist students with malfunctioning vending machkijmefund lost change; contact responsible venaor t
correct malfunction.

Provide general support to other staff within tlekstore as required to ensure the smooth funcigpof
all activities.

Perform related duties as assigned.

IV-15.4.4 QUALIFICATIONS

IV-15.4.4.1 Knowledge of

Operational characteristics of a cash register.
Basic bookkeeping and mathematic principles.
English usage, spelling, grammar and punctuation.
General office methods and practices.

IV-15.4.4.2  Ability to:

Operate a cash register with speed and accuracy.

Operate a 10-key calculator.

Balance figures and maintain accurate records.

Interpret and apply bookstore policies, procedutdses and regulations.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Perform a variety of office support work.



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE
Bookstore Assistant(Continued)

IV-15.4.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience
One year of responsible accounting clerical expegéanvolving heavy public contact.
Training

Completion of the twelfth grade, or equivalent.
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IV-15.5 Library Assistant

IV-15.5.1 DEFINITION

To perform a wide variety of technical and clerilflatary work in support of activities such as cilation,
reference services, serials, and technical services

This is the full journey level class within the k#lny Assistant series. Employees within this clae$orm
the full range of duties as assigned with only samaal instruction or assistance as new or uniustigltions
arise, and are fully aware of the operating prooesland policies of the work unit. This classstidguished
from the Senior Library Assistant in that the laiteresponsible for coordinating and directingbadry
support function such as circulation, technicaliees, or serials.

IV-15.5.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Directoribfdry Services and functional supervision fromgrssd
Senior Library Assistant.

Exercises no supervision.

IV-15.5.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Respond to requests for information; assist patiohscating materials.

Process both outgoing and incoming library matsyiakintain appropriate records and files to engroper
inventory of the College's collection.

Interpret and apply established Library policiesgvide direct assistance to patrons in person anthe
telephone.

Maintain collection of sample periodicals; requesatis publications from publishers; route sample
periodicals to faculty and staff.

Process new and updated publications into theat@l® replace outdated issues with current isspiek;
periodicals when replaced by microfilm shipmenbmdery shipment.

Handle requests for unbound periodicals; pull picals from oblique files.
Inventory and reorder lost books and materialsntaii circulation statistics.
Provide telephone reception; refer calls to appad@functions; provide general Library information

Notify both students and faculty regarding overchegerials.
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Bill student accounts for overdue and lost matsyiasearch cost of missing materials; maintaiondscand
statistics of lost materials.

Reserve and check-out audio-visual materials todestis and faculty; prepare materials and equipfioent
return to the collections.

Assist students, faculty, staff and other patrorseiecting and using microfilm and audio-visualipment.
Coordinate with media services the checking-in aumdof materials and equipment.

Maintain detailed records and statistics regartliregactivities of the audiovisual center.

Assist in the processing and maintenance of libnaayerials, serials, equipment and supplies.

Maintain up-to-date listing of available free logpseviews and rentals from vendors with pertiredering
information.

Assist with the cataloging of books, serials, audgval materials and equipment.
Compile statistics and data; prepare summary reowd lists.

Maintain various manual and computerized filesaudrds; enter information into computerized daiseh
update and revise as required.

Perform related duties as assigned.

IV-15.5.4 QUALIFICATIONS

IV-15.5.4.1 Knowledge of

General library procedures and services providdddolty and students.
Modern office methods, practices and procedures.

Basic arithmetic principles.

English usage, grammar, spelling and punctuation.

Computers and related peripheral equipment.

IV-15.5.4.2  Ability to:

Perform a variety of technical and clerical libravgrk with speed and accuracy.

Assist patrons in the location and use of libragtenals.
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Operate a word processor and other common offiaginas.
Communicate clearly and concisely, both orally amariting.

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

IV-15.5.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience
One year of general clerical experience, preferalitlyin a library setting.
Training

Completion of the twelfth grade, or equivalent.
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IV-15.6  Public Relations and Marketing Assistant

IV-15.6.1 DEFINITION

To perform responsible administrative duties ingarpof the College's public relations program irthg
the composition and lay-out of a variety of intdrarad external publications and announcementssgorae
significant responsibility for coordinating majoctivities, functions and programs; and to perform
administrative and clerical tasks in support ofgresd

activities.

IV-15.6.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Public Riglas and Marketing.

Exercises no supervision.

IV-15.6.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Coordinate a variety of community relations funopactivities and publications with faculty, Coke
administrative staff and outside organizations.

Act as a liaison between faculty, administrativespanel and/or outside organizations in the cagrgint of
assigned functions.

Compose, lay out, edit and produce a variety efirdl and external communications including neleases,
announcements, newsletters and bulletins.

Prepare and place College advertising, both irt airid electronic media.

Coordinate with faculty, administrative staff, pbgtaphers and others the scheduling of a varieBotiege
publications including catalogs, schedules, buiketbrochures and various other marketing materials

Establish time lines and schedules to completeigatibns and brochures within a given time frame;
coordinate schedules and deadlines with facultyodimel involved parties; follow up to ensure thed@ssary
articles, course offerings and narratives are veckin a timely manner.

Coordinate large events, programs and meetingsdimgd ordering food, coordinating facilities, prepg
materials and agendas, and notifying members aestgu

Provide general information to the public, studefatsulty and outside organizations on assignedities.

Perform administrative and clerical tasks in suppadrassigned activities including updating filesda
documents, processing forms and requests for irgfbom, and preparing and distributing correspondenc
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Perform related duties as assigned.

IV-15.6.4

QUALIFICATIONS

IV-15.6.4.1 Knowledge of

Standard administrative and organizational procesiur
General concepts and methods of marketing and@rdditions.
Modern office methods, practices and procedures.

English usage, spelling, grammar and punctuation.

IV-15.6.4.2  Ability to:

Effectively handle and coordinate simultaneousquty and activities.
Compose effective written materials and publication

Coordinate a variety of details with different angaations, groups and staff.
Communicate clearly and concisely, both orally anariting.

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

Prepare informational and statistical reports.

Operate a personal computer to include word praegsdesktop publishing, e-mail, and
other applications.

Type at a speed necessary for adequate job pericema

IV-15.6.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Three years of increasingly responsible adminisgaand staff support work involving
heavy public contact and significant coordinatiesponsibilities.



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE
Public Relations and Marketing Assistant(Continued)

Training

An Associate degree from an accredited collegenimeusity supplemented by specialized
training in the areas of design, lay-out, jourmalicommunications or a closely related
field; or equivalent.
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IV-15.7  Senior Bookstore Assistant

IV-15.7.1 DEFINITION

To perform responsible support activities withie thookstore operation involving either the purch@si
display and sale of textbooks and student suppligbe receipt, pricing, and inventory maintenante
textbooks and student supplies; to assist in ptanand supervising the development and administrati
the College Bookstore; and to perform a varietieohnical tasks relative to assigned area of respibity.

This is the advanced journey level class in the Btme Assistant series. Positions at this level a
distinguished from other classes within the sdniethe level of responsibility assumed and the derity

of duties assigned. Employees perform the moftdif and responsible types of duties assignezdlasses
within this series including overseeing and coaatlilg a major activity within the bookstore, audlitiand
verifying records and merchandise, and providispoasible assistance to the Bookstore Supervitaiecke
to the ongoing administration of the bookstore. pliyees at this level are required to be fullyrteai in all
procedures related to assigned area of respomgibili

IV-15.7.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Bookstore Supervisor.

Exercises direct and indirect supervision over ézdl and part-time staff assigned to the bookstore

IV-15.7.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Plan, prioritize, assign and supervise the workutifand part-time staff in the operational andaficial
activities of the campus and satellite bookstores.

Maintain updates on Course work and Booklog commdéware.

Participate in the development, planning and imgletaition of goals and objectives as well as pdieied
procedures necessary to provide Bookstore sertdc€sllege students and staff.

Evaluate operations and activities of assignedomresipilities; recommend improvements and modifimadsi
prepare various reports on operations and actvitie

Schedule, maintain and train as necessary for lwkyba
Coordinate the distribution and/or sales activitgéshe College Bookstore; develop employee schedul
taking into account hours of operation and custdnaéfic patterns; ensure optimal customer senresolve

customer problems and complaints.

Review and make recommendations for area of wopkarements, for policies and procedures.
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Place orders for textbooks and student suppliegotie and review purchase agreements; direct and
participate in pricing materials and supplies.

Recommend and assist in the implementation of goadlsobjectives; establish schedules and methads fo
providing services to the College and assist inémgnting policies and procedures.

Participate and recommend in the interview andhpidf part-time temp staff to assist during registm.
Meet and confer with sales representatives asras$igompare costs and evaluate the quality aiabslity
of textbooks and student supplies; identify foliegvby the Bookstore Supervisor and purchase madiba

which fulfills the goals and objectives of the @gé Bookstore.

Research titles for the most current editions,gnublisher ordering policy, and availability ekt; select
appropriate vendors; determine most effective nektifglacing orders.

Coordinate bookstore activities with faculty, adisirative staff and other College departments suemthat
textbooks and supplies carried meet the acaderaidsnef the student population.

Coordinate with academic departments the textbadlspecial book request orders for each class atdubd
by the College or satellite campuses.

Keep abreast of FA Link and reports and ensureesy# working properly.
Participate in and coordinate the merchandisiroafkstore stock in assigned area of responsibéitgure
that books and other merchandise are categorizedigplayed in an attractive and appropriate mawhérh

optimizes Bookstore sales.

Coordinate ordering and processing of textbookstudkent supplies; negotiate and review purchasm
agreements; direct and participate in pricing nialteand supplies.

Coordinate purchasing with bookstore warehouseabiogis; ensure that adequate inventory levels are
maintained; follow-up on outstanding and back acedenerchandise; investigate shipping discrepancies.

Oversee and patrticipate in the development of tloktore’s work plan; assign work activities, pageand
programs; monitor work flow; review and evaluatetimoels and procedures.

Process the return of unsold merchandise and tekshdrack and record sales activities for specific
merchandise; ensure that credit is awarded by veredeiving returned merchandise.

Ensure that merchandise is stored in an organiaddappropriate manner and that appropriate invgntor
records are maintained.

Participate as a member of the Bookstore managememt research and prepare detailed recommendation
and reports on a variety of Bookstore managemeitgo

Perform related duties as assigned.
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IV-15.7.4

QUALIFICATIONS

IV-15.7.4.1 Knowledge of

Purchasing practices and methods, particulariyhe itelate to bookstore services.
Warehousing and inventory control practices anchoux.

Principles and practices of record keeping.

Modern office methods, practices and procedures.

Applicable College regulations, practices and pedic

IV-15.7.4.2  Ability to:

Effectively oversee and participate in purchasimgrchandising and/or warehousing
activities within the bookstore.

Effectively purchase a variety of professional refee publications, textbooks, and other
Bookstore merchandise.

Evaluate the buying patterns involved in the regibf professional publications, textbooks
and other bookstore merchandise.

Maintain appropriate inventory levels of textboaksl supplies.
Interpret and apply College policies, procedureles and regulations.
Train and supervise part-time, temporary staff.

Communicate clearly and concisely, both orally anariting.

Establish effective working relationships with Ggle employees, students, vendors and the
general public.

IV-15.7.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:
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Experience

Three years of progressively responsible warehguaircounting clerical and/or purchasing
experience, preferably within a bookstore setting.

Training

Completion of the twelfth grade supplemented byegahoffice training; or equivalent.
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IV-15.8  Senior Library Assistant

IV-15.8.1 DEFINITION

To coordinate, direct and participate in a majgpsurt activity of the library such as circulatiagachnical
services or serials; and to perform a wide vaétyighly complex technical and clerical library tkaelated
to assigned activities.

This is the advanced journey level class in thedtipAssistant series. Positions at this levet#stnguished
from other classes within the series by the le¥alesponsibility assumed and the complexity of esiti
assigned. Employees perform the most difficulti@sghonsible types of duties assigned to clasgbawminis
series including coordinating and directing assijgapport activities and performing highly complex,
multifaceted duties related to assigned area gioresibility.

IV-15.8.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Director of Library @ees and functional supervision from assignedauiiam.

Exercises technical and functional supervision @gsigned library and student assistants.

IV-15.8.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Coordinate, participate and direct assigned sugaitities including either circulation, technicarvices
or serials.

Prepare schedules to assume proper coverage goarsurpassigned area.

Train, assign and review the work of assigned tipeand student assistants; insure that properipsland
procedures are followed and maintained.

Respond to and handle the most complex issuesrabtems within the work unit.
Compile statistics and data; prepare summary reowd lists.
Develop and organize special projects for assigtaff; assist staff with special project and reskeavork.

Maintain various manual and computerized filesmudrds; enter information into computerized daiseh
update and revise as required.

In addition, when assigned to Circulation:
Oversee the work of assigned library and studexfit. st

Provide direct assistance to patrons in persoroarttie phone regarding directional, location, andine
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reference help.

Interpret and apply Library policies.

Bill student accounts for lost and late materiaiajntain records and statistics of lost material.
Resolve patron complaints regarding disputed faresother Library charges; adjust account if neangyss
Perform related duties as assigned.

In addition, when assigned to Technical Services:

Oversee the work of assigned library and studexfit. st

Process new books into collection including unpagkaccessing, and checking catalog card sets.
Monitor accuracy and completeness of shipmentgndlecomplete orders.

Process direct order books from the publishers.

Search Book Publishing Record for cataloging infatiom; order and/or prepare catalog cards for toester
books.

Process books to be discarded; participate in ybaibk sale.

Enter data pertaining to new titles; revise titiformation for discarded books.
Perform related duties as assigned.

In addition, when assigned to Serials:

Oversee the work of assigned library and studexfit. st

Maintain the Library's serials collection includimggazines, newspapers, supplements, loose-laaffitin
and microfiche.

Follow up with publishers regarding delinquent pditals; maintain records of correspondence.
In addition, when assigned to Serials:

Check in, file and reshelve all periodicals; haegvapapers and process supplements.
Circulate and route periodicals.

Perform related duties as assigned.
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IV-15.8.4

QUALIFICATIONS

IV-15.8.4.1 Knowledge of

Standard library procedures including circulatiowl acquisitions processing.
Modern office methods, practices and procedures.

Basic arithmetic and accounting principles.

English usage, grammar, spelling and punctuation.

Computers and related peripheral equipment.

V-15.8.4.2  Ability to:

Perform a variety of advanced technical and clélilogary work with speed and accuracy.
Direct the activities of the library support furastito which assigned.

Assist patrons in the location of library materials

Supervise and train part-time staff and studerist@s¥s.

Communicate clearly and concisely, both orally anariting.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

IV-15.8.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Three years of increasingly responsible experiémtee area of technical library services
to which assigned.

Training

Completion of the twelfth grade supplemented byegahoffice training; or equivalent.
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IV-16.1  Administrative Secretary

IV-16.1.1 DEFINITION

To perform a wide variety of responsible and comglecretarial, clerical and routine administrativties
for a Dean or senior level College management stafhber.

IV-16.1.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from a Dean or other seniorllegbbege administrator.

May exercise technical and functional supervisivarassigned clerical staff.

IV-16.1.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Prepare and proofread a wide variety of reportiere memos and statistical charts; independentiypose
correspondence related to responsibilities assigned

Participate in the duties relating to administnataf a division; may assist in preparing comprehens
reports, preparing minutes of meetings, compilingual budget requests and recommending expenditure
requests for designated accounts.

Manage office support functions; coordinate theknamtivities of secretarial and clerical supposfisbn
projects requiring division-wide input; review wdidr accuracy.

Screen office and telephone callers; respond toptints and requests for information on regulations
courses, deadlines, procedures, and precedenisgdtaresponsibilities assigned; receive andeoudil.

Perform administrative duties within the clericalpport system; supervise the ordering and storéige o
appropriate supplies; monitor budget as assigrestmnmend improvements in work flow, procedures and
use of equipment and forms.

Coordinate and participate in a variety of offiggemations; perform special projects and assignmests
requested.

Maintain calendars of activities, meetings and ouggievents; coordinate activities with other divis,
departments, the public and outside agencies.

Organize and maintain complex filing systems.

Perform general clerical work including filing, sxtuling appointments and meetings, and processing
reimbursement requests.

Correspond and distribute information and fileslos College's networking system.

Operate a variety of office equipment includingoaputer; input and retrieve data and text; orgaaim
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maintain disc storage and filing as needed.
May take minutes of meetings attended and trarse$bnecessary.
Coordinate travel arrangements for assigned managtestaff as needed.

Perform related duties as assigned.

IV-16.1.4 QUALIFICATIONS

IV-16.1.4.1 Knowledge of

English usage, spelling, grammar and punctuation.
Office procedures, methods and computer.

Software applications and electronic communications
Business letter writing and basic report prepamatio
Basic financial record keeping.

Principles and procedures of basic record keeping.
College policies and procedures relating to assigmea.

IV-16.1.4.2  Ability to:

Perform responsible and difficult secretarial wankolving the use of independent
judgment and personal initiative.

Understand the organization and operation of thbe@® and of outside agencies as
necessary to assume assigned responsibilities.

Interpret and apply administrative and office pielécand procedures.
Independently prepare correspondence and memorandum

Type at a speed necessary for successful job peaifure.

Operate a computer and other standard office eqaripm

Direct and train assigned personnel.

Work independently in the absence of supervision.

Work cooperatively with other departments, Collefficials and outside agencies.
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Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Communicate clearly and concisely, both orally anariting.

IV-16.1.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Two years of secretarial experience and an Assoadigree in office technology or related
field.

Training

An Associate degree from an accredited college wittoncentration in Office Systems
Technology or related field.
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IV-16.2  Executive Secretary

IV-16.2.1 DEFINITION

To perform a wide variety of responsible, confidanand complex secretarial, administrative andicéd
duties for a Vice President, Associate Vice Pragide Assistant to the President.

IV-16.2.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from a Vice President, Associate President or Assistant to the President.

May exercise technical and functional supervisieerdower level clerical staff.

IV-16.2.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Review, research and summarize a variety of fistafistical and administrative information; prepeglated
reports, schedules and calendars.

Maintain master files of official College recoradspy and distribute materials to appropriate staff.

Provide secretarial support to a variety of Collegde committees; schedule and arrange meetingpape
meeting agendas; take and transcribe minutes.

Screen all requests, purchase requisitions, treeglests, employment recommendations and other
administrative requests submitted for accuracy@mdpleteness.

Type and proofread a wide variety of reports, tettenemos and statistical charts; independentlypose
correspondence related to responsibilities assigned

Manage office support functions; coordinate thekamtivities of secretarial and clerical supposffsbn
projects requiring department or function inputjiegv work for accuracy.

Screen office and telephone callers; respond toptints and requests for information on regulations
courses, deadlines, procedures, and precedentisgdtaresponsibilities assigned; receive andeaudil.

Perform administrative duties within the clericapport system; supervise the ordering and storéige o
appropriate supplies; recommend improvements ik\flow, procedures and use of equipment and forms.

Coordinate and participate in a variety of offiqgeemtions; perform special projects and assignmests
requested.

Maintain official College and employee calendargle&dlines, holidays, activities, meetings andouexi
events; coordinate activities with departments pihiglic and outside agencies.

Maintain appropriate files on College's networkgygtem; correspond and distribute information dled f
using College's networking system.
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Organize and maintain complex filing systems.

Perform general clerical work including filing, sxtuling appointments and meetings, and processing
reimbursement requests.

Take minutes of meetings attended and transcrilneesssary.
Coordinate travel arrangements for executive staffieeded.

Perform related duties as assigned.

IV-16.2.4 QUALIFICATIONS

IV-16.2.4.1 Knowledge of

English usage, spelling, grammar and punctuation.

Office procedures, methods, computer and softwgppliGations, and electronic
communications.

Business letter writing and basic report prepamatio
Basic principles and practices of budget admintistna
Principles and practices of financial record kegpin
Principles and procedures of basic record keeping.
College policies and procedures.

IV-16.2.4.2  Ability to:

Perform responsible and difficult secretarial wankolving the use of independent
judgment and personal initiative.

Understand the organization and operation of thbe@® and of outside agencies as
necessary to assume assigned responsibilities.

Coordinate meetings and activities involving aéas and functions of the College.
Interpret and apply College policies and procedures
Independently prepare correspondence and memorandum

Take and transcribe minutes/correspondence at ea matessary for successful job
performance.
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Establish work priorities and refer work to othepeopriate personnel and departments.
Type at a speed necessary for successful job peaifure.
Operate a computer and other standard office eqaripm
Coordinate the work of other clerical personnel.
Work independently in the absence of supervision.
Work cooperatively with other departments, Collefficials and outside agencies.

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

Communicate clearly and concisely, both orally anariting.

IV-16.2.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience
Three years of experience and an Associate degrmffice technology or related field.
Training

An Associate degree from an accredited college wittoncentration in Office Systems
Technology or related field.
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IV-16.3  Mail Distribution Clerk

IV-16.3.1 DEFINITION

To process incoming and outgoing College mail;itk pp and deliver mail from the United States Post
Office; and to perform a variety of general cleriaad support functions.

IV-16.3.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Directorafilty Services.

Exercises no supervision.

IV-16.3.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Prepare, examine, weigh, and affix postage to doggmail.
Pick up and deliver mail to the United States Hd@&tavice.
Sort and distribute incoming and interdepartmemtzil.

Provide information and assistance to College tgamd staff on mailing and shipping requiremems a
procedures.

Maintain orderliness and cleanliness of mail room.

Prepare and maintain a variety of records relateddiling, postage, and shipping.
Drive delivery van to pick up and deliver mail.

Provide backup assistance to the switchboard apesiatassigned.

Serve as campus courier as assigned.

Assist in general plant and facilities operatioagssigned.

Perform related duties as assigned.

IV-16.3.4 QUALIFICATIONS

IV-16.3.4.1 Knowledge of

U.S. Postal Service rules, regulations and proesdur
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Policies and procedures of private mail and shigpparvices such as UPS, Federal Express,
etc.

Operation of standard postal processing equipment.
Operate a computer and other standard office eqaripm
Basic mathematic principles.

IV-16.3.4.2  Ability to:

Process and distribute a large quantity of maitkjyiand accurately.

Keep accurate records and make basic arithmetaledions.

Learn the locations of various College offices,atépents, divisions, and programs.
Drive a delivery van.

Perform moderately heavy manual work includingifidt and moving heavy objects,
supplies and mail.

Establish and maintain effective working relatiopshwith those contacted in the course
of work.

Understand and follow both oral and written instioms.

IV-16.3.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

One year of experience working in a mail or shigpamd receiving operation.
Training

Completion of the twelfth grade, or equivalent.

License or Certificate

Possession of, or ability to obtain, a valid, ajppiate North Carolina driver's license.
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IV-16.4 Records Clerk

IV-16.4.1 DEFINITION

To perform varied clerical tasks in support of difice to which assigned, and to provide this infiation
to students and/or the general public.

IV-16.4.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from management, dstnaitive, or professional staff.

May exercise technical supervision over part-tinegical staff or work-study students.

IV-16.4.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Participate in student registration activities,tboh and off-campus; provide information and aasist to
students regarding the registration process, fodeadlines and requirements.

Participate in the researching of complex problemd discrepancies in records, transcripts, andseour
schedules.

Prepare weekly, monthly and term class, enrollmemd, attendance reports.

Explain College policies and procedures relatingpéooffice to which it is assigned to College tstudents
and/or the general public.

Review and evaluate completeness of files and dsgcoequest information as needed.

Respond to difficult requests for information amdl @&s liaison to other College departments andidine.
Perform special projects and record research asgigts as needed.

Compose and type routine office correspondence,aremda, and statistical reports.

Perform related duties as assigned.

IV-16.4.4 QUALIFICATIONS

IV-16.4.4.1 Knowledge of

College policies, procedures, rules, and regulatfmrtaining to records maintenance.
Modern office procedures, methods, practices, angpater equipment.

Record keeping principles and procedures.
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Records Clerk(Continued)

Laws, rules and regulations pertaining to the nesiahce of student records and the release
of confidential information.
English usage, grammar, spelling, and punctuation.

IV-16.4.4.2  Ability to:

Understand and carry out written and oral instangi

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Type at a speed necessary for successful job peaifure.

Operate standard office machines such as typewyritilding machines, photocopy
machines, and computer terminals.

IV-16.4.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience
One year of general clerical experience.
Training

Completion of a twelfth grade education, includimgupplemented by specialized clerical
and office procedures course work; or equivalent.
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IV-16.5 Secretary |

IV-16.5.1 DEFINITION

To perform a wide variety of responsible clericalriwin support of the office to which assignedptovide
clerical support to assigned faculty and staffudahg word processing, filing, and record keepismggl to
provide general information and assistance to stiségand the public regarding office policies anstedures.

This is the entry level class within the Secretas@ies. Employees at this level perform the ntotgine
clerical and general office work requiring only lied prior experience. Assigned tasks are generall
performed in support of multiple assigned facoltgtaff members, under general supervision. Positat
this level are distinguished from the Secretarpylthe more limited scope of functional respongiband
more emphasis on general clerical duties such ad processing, filing, and telephone answering.

IV-16.5.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from management, astnaitive, professional or secretarial staff.

May exercise technical supervision over part-tinegical staff or work-study students.

IV-16.5.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Act as a receptionist; answer the telephone antonatudents and the general public, providingrimiation
on office policies and procedures as required.

Provide routine clerical support to faculty andtaff; produce/type tests, reports, memos andetperate
photocopy equipment.

Type, proofread, and process and proofread a yarielocuments including general correspondenca)ose
and statistical charts from rough draft, Dictaphoseordings or verbal instruction.

Receive, sort and distribute incoming and outgaimigespondence.

Perform general office support functions includipging, filing, appointment scheduling, duplicatspmand
processing forms and paperwork.

Operate standard office equipment including a cdemptypewriter, adding machine, and photocopier.
Correspond and distribute information and filesigghe College's networking system.

Perform related duties as assigned based on ddfbaion.
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Secretary | (Continued)

IV-16.5.4

QUALIFICATIONS

IV-16.5.4.1 Knowledge of

English usage, spelling, grammar and punctuation.

Office methods and practices, including filing €yses, record maintenance, and letter and
report writing.

Standard office equipment and computers.
Software applications and electronic communications

IV-16.5.4.2  Ability to:

Type at a speed necessary for adequate job pericema

Perform a variety of general clerical work.

Operate a computer and other office equipment.

Interpret and apply office policies, proceduresesiwand regulations.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

IV-16.5.4.3 Experience and Training Guidelines

Any combination of experience and training that ldolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

One year of responsible clerical experience or sspBiate degree in office technology or
related field.

Training

Completion of the twelfth grade supplemented bycideed secretarial training or
equivalent. An Associate degree is desirable.
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IV-16.6  Secretary Il

IV-16.6.1 DEFINITION

To perform a variety of complex and responsibleicté duties for assigned area of responsibilitypitovide
a variety of detailed information to students, facand staff; to maintain complex and detailecbrels and
files related to assigned area of responsibilityd to assist staff in research, data analysis,spedial
projects.

This is the journey level class in the Secretagigles. Positions at this level are distinguisiiech other
classes within the series by the level of respdlityitassumed and the complexity of duties assigned
Employees perform the full range of general offiel clerical duties assigned to classes withirsénies
including providing detailed information to studgrfaculty and staff, maintaining complex reconad files,
typing memoranda and correspondence, and perforutiffigult research and problem-solving work.
Employees at this level are required to be fullgirted in all procedures related to assigned area of
responsibility.

IV-16.6.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from administrativefgssional and technical staff.

May exercise technical supervision over part-tinegical staff or work-study students.

IV-16.6.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Type, process and proofread a variety of repattens, memoranda, and statistical charts; typa fough
draft.

Perform routine and complex general clerical workuding filing, scheduling appointments, duplioati
and processing of information, including statidtimaalyses of a variety of research topics.

Research complex problems and discrepancies imdgcapplications, transcripts, and institutionalbw
pages.

Confer with other departments to coordinate evemtsgrams, and schedules; assist in the coordimafio
luncheons, meetings, conferences, and data caolteefforts.

Respond to complaints and requests for informatioCollege and department policies, rules, proasjur
and web pages.

Operate a variety of standard office equipmentuidiclg a computer, scanners, and copier equipment.
Correspond and distribute information and filesigghe College's networking system.

Assist with registration and other customer sergictivities at centers and other off-campus andampus
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Secretary Il (Continued)

locations.
Verify time sheets.

Create and maintain office document control procesithat comply with the FTCC Writing Style Guide
including use of the FTCC file naming convention documents.

Prepare required documentation for curricular amdinued education courses to include: contractslic
service agreements, work orders, audio-visual r&lgueoom requests, and purchase orders for sgpplie
equipment, and textbooks.

Prepare and type brochures, flyers, handouts irestitLitional web pages for general marketing psgs.

Prepare class registration materials for recordsegistration office to include cover sheets, datas and
group receipts.

Assist in preparing and maintaining special repan budget information for internal and exterrralgs,
agencies and organizations.

Perform related duties as assigned.

IV-16.6.4 QUALIFICATIONS

IV-16.6.4.1 Knowledge of:

Document control principles and procedures.

Laws, rules and regulations pertaining to assi@gmed of responsibility including releasing
confidential student information and processinglmai

English usage, grammar, spelling and punctuation.

Basic mathematic principles.

Modern office methods, practices and procedures.

Software applications and electronic communicatiomduding web page maintenance.

IV-16.6.4.2  Ability to:

Explain and apply College policies, proceduress@nd regulations.
Type at a speed necessary for successful job peaifure.
Communicate clearly and concisely, both orally anariting.

Understand and follow oral and written instructions
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Secretary Il (Continued)

IV-16.6.5

Establish and maintain effective working relatiapshwith those contacted within the
course of work activities.

Make mathematical calculations rapidly and acclyasmd be able to display the
mathematical computations in a variety of spreaeishand graphs.

Operate a computer and other standard office eqgripm
Understand and use Microsoft Office Suite.

Maintain detailed and complex records and filesgiglectronic and paper copy filing
systems.

IV-16.6.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Two years of increasingly responsible clerical egpece or one year of experience and an
Associate degree in office technology or relatettifi

Training

Completion of the twelfth grade, supplemented bgcgdized secretarial training; or
equivalent. An Associate degree is desirable.

PHYSICAL REQUIREMENTS TO PERFORM THE ESSENTIAL DUHS

The physical requirements described here are rept@sve of those that must be met by
an employee to successfully perform the essentiattfons of this job. Reasonable
accommodations may be made to enable individualsdigabilities to perform the essential
functions.

Is frequently required to stand and walk.

Is able to hear audible equipment indicators amtbatecommunications in the work
environment.

Is required to sit; use hands to finger, handldgel objects, tools, or controls; and reach
with hands and arms.

Must occasionally lift and/or move up to 20 pounds.
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Secretary Il (Continued)

Must see with sufficient close vision, distanceaus color vision, peripheral vision, depth
perception, and focus adjustment to differentiaghticolor intensity and evaluate
perceivable changes in the environment.

Must have moderate sense of smell to determineetandicators such as smoke.

Must have good finger dexterity necessary to tygiegia standard keyboard, (including use
of number pad on the keyboard).



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE

IV-16.7  Secretary to the President

IV-16.7.1 DEFINITION

To assist with a wide variety of complex, respolgsibecretarial and administrative duties for thesRlent
of the College; to assist and refer visitors, stugleand the general public to appropriate perdonne

IV-16.7.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the College President.
Receives administrative supervision from the Adsiiaitive Assistant to the President.

Exercises no supervision.

IV-16.7.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Assist and refer visitors, students, and the gépetaic entering the Administration Building tofaopriate
personnel.

Interpret College policies and procedures.

Assist with a wide variety of complex, responsilsiecretarial and administrative duties for the idesg of
the College.

Screen calls and visitors. Opens mail for thedeftif the President and responds to requestsftamation
and assistance.

Perform administrative and clerical tasks includimpglating documents, processing forms and reqémsts
information and catalogs, distributing corresporwgerlyers, newsletters or other publications.

Compose, type and proofread a wide variety ofigtspeeches, and memos. Independently respogitiis|
and general correspondence of a routine nature.

Organize and maintain a complex filing system.

Interact with the President, students, facultyff sBoard of Trustees, and the general public gsired.
Process and maintain confidential and sensitivermétion.

Maintains current mailing lists for elected offiiaNCCC Presidents, NCCCS staff, etc.

Prepare correspondence, materials, agendas, afdmembers and guests of special events and prgyra
at the College.



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE
Secretary to the Presiden{Continued)

Coordinate College Assembly and Ad Hoc Committestgasnents.

Maintain electronic file on all “Request for Absefi¢orms submitted to the President.

Perform special projects and assignments.

Recommend procedural changes affecting office mamagt activities.

Assist the Administrative Assistant to the Prestdennecessary.

Perform related duties as assigned.

IV-16.7.4

QUALIFICATIONS

IV-16.7.4.1 Knowledge of

College policies and procedures.
English usage, spelling, grammar and punctuation.
Standard administrative and organizational proceslur

IV-16.7.4.2  Ability to:

Maintain confidentiality.

Establish and maintain effective working relatiovigh those contacted in the course of
work.

Effectively handle simultaneous projects and atiéisi

Operate a computer and other standard office eqgripm

Maintain records, documents and complex filing eyst
Independently respond to correspondence and rexfioeshformation.
Establish work priorities.

To communicate effectively, both orally and in wig.

IV-16.7.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:
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Secretary to the Presiden{Continued)

Experience

Five years of increasingly responsible administeaind executive secretarial experience,
and an Associate degree in Office Technology ateel field.

Training

An Associate degree from an accredited college avthncentration in Office Technology
or related field.
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IV-16.8  Senior Secretary

IV-16.8.1 DEFINITION

To perform a wide variety of responsible secretanml clerical duties in support of management stad
instructors.

This is the advanced journey level class in theetadal series and is distinguished from the lolegel
secretarial classes by the responsibility of priogjdlirect secretarial and clerical support to heieel college
administrator. Employees at this level receivey@ucasional instruction or assistance as new osugil
situations arise, are fully aware of the operapngcedures and policies of the work unit. In additthe
Senior Secretary class is distinguished from theee®ary | and Il level in that the latter perforroma routine
office and clerical functions, contrasted to thespeal secretarial support provided by the Sereéor&ary.

IV-16.8.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the immediatersigor.

May exercise technical supervision over assignedaal staff or work-study students.

IV-16.8.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Prepare and proofread a wide variety of reportigri® memos, course materials, exams and statistiarts;
compose routine correspondence related to resplitssbassigned.

Screen office and telephone callers; respond toptnts and requests for information on courses,
procedures, systems and events relating to redplitiess assigned; receive and route mail.

Establish and maintain computerized spread shadtdata files; run reports on regular and requdsasi.

Compile data for special projects; collect and adde data and background materials for a varietgpbrts
and meetings.

Maintain and coordinate calendars and schedul@ephrtment activities, courses, meetings and eyvents
coordinate and schedule activities with other Q@ldepartments, the public and outside agencies.

Perform general clerical work including filing, satuling appointments and meetings, and processing
reimbursement requests.

Organize and maintain filing systems; maintain rdsaelated to specific area of assignment.
Assist with registration at centers and other affapus and on-campus locations.

Verify time sheets.
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Senior Secretary(Continued)
Prepare required documentation for curricular adioued education courses to include: contractislic
service agreements, work orders, audio-visual r&igueoom requests, and purchase orders for sspplie
equipment, and textbooks.

Prepare brochures, flyers and handouts for genseteting purposes.

Prepare class registration materials for recordgegistration office to include cover sheets, datas and
group receipts.

Assist in preparing and maintaining special repant$ budget information for external groups, agesiand
organizations.

Verify and review materials for completeness antdf@onance with established regulations and proedur

Operate a variety of office equipment includingpanputer for word processing; input and retrievegatd
text; organize and maintain disc storage and fiingnecessary.

Coordinate travel arrangements for Department.staff
Order and maintain office supplies and maintaiatesl records.
Correspond and distribute information and filesagghe College's networking system.

Perform related duties as assigned.

IV-16.8.4 QUALIFICATIONS

IV-16.8.4.1 Knowledge of

English usage, spelling, grammar and punctuation.
Office procedures, methods and computer equipment.
Business letter writing and basic report preparatio
Software applications and electronic communications
Principles and procedures of basic record keeping.

IV-16.8.4.2  Ability to:

Perform responsible and difficult secretarial wankolving the use of independent
judgment and personal initiative.

Understand the organization and operation of thEadment and of outside agencies as
necessary to assume assigned responsibilities.

Maintain detailed and complex records and filesg®lectronic and paper copy filing
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IV-16.8.5

systems.

Independently prepare routine correspondence anabnaadums.
Type at a speed necessary for successful job peafare.
Understand and use Microsoft Office Suite.

Operate a computer and other standard office eqgrnipm

Work independently in the absence of supervision.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Communicate clearly and concisely, both orally anariting.

IV-16.8.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience

Three years of increasingly responsible secretaxpérience or two years of experience
and an Associate degree in office technology ateel field.

Training

Completion of the twelfth grade supplemented bycseed secretarial training or
equivalent. An Associate degree is desirable.

PHYSICAL REQUIREMENTS TO PERFORM THE ESSENTIAL DUHS

The physical requirements described here are repta&sve of those that must be met by
an employee to successfully perform the essentiattions of this job. Reasonable
accommodations may be made to enable individugisdigabilities to perform the essential
functions.

Is frequently required to stand and walk.

Is able to hear audible equipment indicators antbalecommunications in the work
environment.

Is required to sit; use hands to finger, handldeel objects, tools, or controls; and reach
with hands and arms.
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Senior Secretary(Continued)

Must occasionally lift and/or move up to 20 pounds.

Must see with sufficient close vision, distanceaus color vision, peripheral vision, depth
perception, and focus adjustment to differentidghticolor intensity and evaluate
perceivable changes in the environment.

Must have moderate sense of smell to determineetandicators such as smoke.

Must have good finger dexterity necessary to tygiegia standard keyboard, (including use
of number pad on the keyboard).
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IV-16.9  Switchboard Operator

IV-16.9.1 DEFINITION

To operate a central switchboard for incoming angj@ing calls; to act as telephone receptionisttier
College; to provide information to students andghblic; and to direct calls to appropriate offieesl staff.

IV-16.9.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from higher level aistrative staff.

Exercises no supervision.

IV-16.9.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Answer and route incoming calls to appropriate €l department or office.

Provide information and assistance to callers.

Respond to unusual requests of problems with tattipatience.

Maintain a variety of records and logs; preparerepon types and volume of informational requests.
Coordinate communications during emergencies.

Record and report telephone system malfunctiomsadntenance requirements.

May assist in the sorting and distribution of casmail.

Assist in the mailing of informational material acallege catalogs to prospective students and sther
Communicate through the College networking system.

Perform related duties as assigned.

IV-16.9.4 QUALIFICATIONS

IV-16.9.4.1 Knowledge of

Switchboard operations and procedures.
Proper telephone etiquette.

Proper English usage and vocabulary.
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Switchboard Operator (Continued)
Modern office methods, practices, and procedures.
Basic programs and services of the College.

IV-16.9.4.2  Ability to:

Quickly learn and become familiar with current exdens, dates, events, and College
policies and procedures.

Operate a large telephone switchboard.

Be tactful and courteous with students, Colleg# ated the general public.
Deal with pressure and stressful situations.

Speak in a clear, pleasant, and gracious voice.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

IV-16.9.4.3 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience
One year of switchboard experience.
Training

Completion of the twelfth grade, or equivalent.
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IV-17.1  Children’s Center CookEarly Childhood Education
Center)

IvV-17.1.1 DEFINITION

Coordinate the food service program for the Eattyidhood Education Center; to maintain food service
areas, facilities and equipment in a clean andagniondition; and to assist in the preparatiot serving
of food.

IV-17.1.2 SUPERVISION RECEIVED AND EXERCISED

Receives supervision from the Director of the E&hjldhood Education Center.

Exercises limited supervision of work-study studesntd volunteers.

IV-17.1.3 ESSENTIAL DUTIES- Duties may include, but are not limited to tbédwing:

Plans, prepares and serves well-balanced, nutitioeals that meet state standards for food setwice
children.

Purchases food supplies as required, practicesffestive measures, and maintains inventory contro
Maintains clean, sanitary food service area thafarms to health regulations and sanitation laws.
Daily — washes dishes, scrubs pots, cleans coumtersinks, sweeps floors, and empties garbage.
Weekly — cleans refrigerator, freezer, and dishwgstrganizes shelf and storage space.

Prepares required monthly reports for Child andIABaod Program.

Reviews current literature pertaining to day caadfservice and nutrition.

Participates in required Child Care and Adult F&odgram training.

Prepares food for special occasions in the Center.

Cooperates with staff, faculty, and students.

Performs other professional duties as requestdtidogupervisor, including substituting in the cteld's
classrooms.

IvV-17.1.4 QUALIFICATIONS

IvV-17.1.4.1 Knowledge of

Methods and equipment used in preparing food fgelguantities of people.



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE
Children’s Center Cook (Early Childhood Education Center) (Continued)
Principles of sanitation, health and safety pradtic
Basic arithmetic principles for maintaining invent@nd record keeping.

IV-17.1.4.2  Ability to:

Prepare nutritious snacks, and meals that meet U@Idelines for children.
Meet local and state standards for nutrition amdtagon.

Prepare accurate records and maintain for easgscce

Work well without close supervision.

Work effectively with Early Childhood Education GenDirector and staff, work-study
students, volunteers, and other FTCC administrgtereonnel as necessatry.

Perform basic arithmetic calculations as applieshtentory record keeping.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Remain calm and use sound judgment in an emergency.
Work without close supervision.
Interact effectively with children, parents, stutigrstaff, and the general public.

IV-17.1.4.3 Experience and Training Guidelines

An Associate degree in Culinary Arts is preferreBompletion of the twelfth grade,
supplemented by specialized training in food prapan and sanitation or a related field,
and a minimum of one year experience in food sendatisfactory criminal records check,
current medical examination, and Health card asired by law.
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IV-17.2 Food Service Helper

IvV-17.2.1 DEFINITION

To maintain food service areas, facilities and pougint in a clean and sanitary condition; and tesaissthe
preparation and serving of food.

IV-17.2.2 SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Food Service Supervisor

IV-17.2.3 ESSENTIAL DUTIES- Duties may include, but are not limited to tbédwing:

Wash and pare fruits and vegetables, slice meat) apd pan convenience food, and cut desserts.
Bake cookies, cake, and other pastry and dessarsit

Maintain cleanliness of work area.

Clean and sanitize utensils, pots and pans, equipreie.

Operate registers.

Other duties as assigned.

IvV-17.2.4 QUALIFICATIONS

IV-17.2.4.1 Knowledge of

Basic mathematics

IV-17.2.4.2  Ability to:

Read, write, speak and understand English.
Ability to interact effectively and diplomaticallyith staff, management and students, etc.
Ability to perform effectively under conditions @fictuating workload.

Working knowledge of the rules and procedures aitaion and safety as they apply to the
kitchen and food storage areas.

Ability to lift items weighing up to 50 Ibs. and stand, climb, stoop, push, pull and crouch
as required to complete job duties.

IV-17.2.4.3 Experience and Training Guidelines

Required: Must obtain Food Handler's Card as aireapent for continued employment.
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IV-17.3  Groundskeeper

IV-17.3.1 DEFINITION

To perform a variety of landscape installations arantenance tasks relating to the upkeep and tipera
of the College grounds.

IV-17.3.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Grounds/Magmce Supervisor.
Exercises no supervision.

IV-17.3.3 ESSENTIAL DUTIES- Duties may include, but are not limited to tbédwing:

Perform a variety of turf grass maintenance aétisito include edging, trimming, and new instatiat.
Assist with installation of irrigation systems, ¢sfel work, trenching, etc.).

Installation and repair of brick and concrete sidks.

Parking lot and street maintenance.

Perform litter control on campus and related réogcbperations.

Perform snow and ice removal during inclement weageriods.

Perform general yard debris clean up.

Perform related duties as assigned.

IvV-17.3.4 QUALIFICATIONS

IV-17.3.4.1 Knowledge of

Methods, materials, tools, and equipment usednddeape and turf grass maintenance.
Plant material installation.

Plant and turf grass identification.

Use of grounds equipment and hand tools.

Safe work practices.
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IV-17.3.4.2  Ability to:

Perform assigned duties during inclement weatheditions.
Operate a variety of grounds maintenance equipamhtools.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Communicate effectively orally and in writing.

IV-17.3.4.3 Experience and Training Guidelines

Experience and Training: None

License or Certificate: None
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IV-17.4  Housekeeper

IV-17.4.1 DEFINITION

To perform a variety of facility maintenance anddiag cleaning tasks related to the upkeep andaijfms
of campus facilities.

IV-17.4.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Housekeepimeprvisor and Shiftleader.
Exercises no supervision.

IV-17.4.3 ESSENTIAL DUTIES- Duties may include, but are not limited to tbédwing:

Trash removal from facilities.

Perform operations involved with recycling program.

Cleaning and conditioning of classrooms, labsgceffi and common spaces.
Cleaning of restrooms.

Setup and removal of arrangements for college fonstand events.

Moving and relocation of office, laboratory, andstroom furnishings and supplies.
Perform general litter control with establishedIdimig limits.

Assist with snow and ice removal during inclemeeather.

Perform related duties as assigned.

IV-17.4.4 QUALIFICATIONS

IV-17.4.4.1 Knowledge of

Methods, materials, tools, and equipment usectgrihg and condition of college facilities.
Safe work practices.

IV-17.4.4.2  Ability to:

Perform moderately heavy manual work includingriftand moving heavy objects and
supplies.

Perform assigned duties during inclement weatheditions.
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Operate a variety of cleaning equipment.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.

Understand and follow oral and written instructions

IV-17.4.4.3 Experience and Training Guidelines

Experience
None required.
Training

None required.
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IV-17.5 Housekeeper (Maid)

IV-17.5.1 DEFINITION

To perform a variety of facility maintenance anddiag cleaning tasks related to the upkeep andaijfmsn
of campus facilities.

IV-17.5.2 SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Housekeepimgprvisor and Shiftleader.
Exercises no supervision

IV-17.5.3 ESSENTIAL DUTIES- Duties may include, but are not limited to tbédwing:

Trash removal from facilities.

Perform operations involved with recycling program.

Cleaning and stocking of classrooms, labs, offiaes, common spaces.
Perform general litter control with establishedidimig limits.

Assist with snow and ice removal during inclemeeather.

Perform related duties as assigned.

IV-17.5.4 QUALIFICATIONS

IV-17.5.4.1 Knowledge of

Methods, materials, tools, and equipment used @éanthg and conditioning of college
facilities.

Safe work practices.

IV-17.5.4.2  Ability to:

Perform light manual work including lifting and mag objects less than 50 Ibs. and
supplies.

Perform assigned duties during inclement weatheditions.
Operate a variety of cleaning equipment.

Establish and maintain effective working relatiapshwith those contacted in the course
of work.



Understand and follow oral and written instructions

IV-17.5.4.3 Experience and Training Guidelines

Experience
None required.
Training

None required.
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IV-17.6  Security Officer

IV-17.6.1 DEFINITION

To assist the Security Supervisor in the implemémaf campus public safety and security programs
to perform a variety of tasks relative to the peogs.

IV-17.6.2 SUPERVISION RECEIVED AND EXERCISED

Receives direct supervision from the Security SBifpervisor (Sergeant).
May exercise functional supervision over other siggpersonnel as directed by the Security Supervis

IV-17.6.3 ESSENTIAL DUTIES- Duties may include, but are not limited to, fbkowing:

Patrol the campus on foot, bicycle, motorized aaryehicle.

Conduct building checks and fire checks.

Unlock/lock building doors and gates.

Conduct inquiries of incidents and accidents tduide writing reports.

Respond to medical emergencies and provide asséstanmesponding medical personnel.
Write parking citations.

Enforce campus rules, regulations, and policies.

Provide traffic control.

Control and issue parking decals.

Assist motorists who require assistance, i.e. tilaf out of gas, dead battery, etc.
Report safety and security hazards to the Sec8tipervisor.

Operate Emergency Call boxes and respond to the cal

Maintain security vehicles in a clean safe conditio

Provide crowd control at special events.

Operate the Patrol Scan System.

Provide escort services for personnel and funds.



FAYETTEVILLE TECHNICAL COMMUNITY COLLEGE
Security Officer (Continued)

Provide directions and answers to questions fratffifculty/students/visitors.

Maintain various types of logs.

Install parking boot on vehicles when directed.

Turn on/off campus lights and equipment as directed

Provide special surveillance as directed.

Conduct briefings.

Support various crime prevention programs.

Perform other duties as required by the SecurifyeBusor or designated representative.

Supervise personnel when directed.

IV-17.6.4

QUALIFICATIONS

IV-17.6.4.1 Knowledge of

Principles, practices, methods, and procedureswéhforcement, security procedures and
traffic control.

Applicable laws, ordinances, college policies, paares, and regulations.

IV-17.6.4.2  Ability to:

Interpret, apply and enforce applicable laws, aadioes, and regulations.

Establish and maintain effective working relatioipshwith those contacted in the course
of work.

Conduct minor criminal and non-criminal inquires.
Supervise personnel when directed.

IV-17.6.5 Experience and Training Guidelines

Any combination of experience and training that idolikely provide the required
knowledge and abilities is qualifying. A typicahwto obtain the knowledge and abilities
would be:

Experience
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Security Officer (Continued)

Two years of increasingly responsible law enforcetmsecurity or related experience.
Training
High School graduate or equivalent. A graduatthefBasic Security Officers Training

class or Basic Law Enforcement Training is preférr@ossession of, or ability to obtain
an appropriate valid North Carolina driver’s licens





