
Job Title Director of Dual Enrollment

Department Academic Affairs Division Administration

Institution Citrus Community College

Glendora, California

 

Date Posted Jul. 3, 2024

 

Application Deadline Open until filled

Position Start Date Available immediately

 

Job Categories Director/Manager

 

Academic Field(s) Administration - Student Affairs

 

Apply Online Here https://apptrkr.com/5373888
 

Apply By Email
 

Job Description

Image not found or type unknown
Director of Dual Enrollment

Recruitment Start Date: 07/01/2024

Open Until Filled:

First Consideration Date: 07/23/2024

Salary Range: M-33

Pay Rate: $139,650-$183,768 annual, plus 2.5% for a verified doctorate from an accredited institution. 
Initial placement on the management salary schedule for newly hired managers will be at step 1; 
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however, the President may recommend a placement at a higher rate.

FLSA Status: Exempt

Benefits

BENEFITS

The District provides a fully-paid, comprehensive program of fringe benefits including major medical, 
dental, and vision insurance for full-time employees and eligible dependents. Life insurance provided 
for the employee only. Currently, included each year are 18 paid holidays, 22 vacation days, and 12 
illness days.

General Description/Summary

About Citrus College
Celebrating over 100 years of service, Citrus College is located in Glendora in the foothills of the San 
Gabriel Mountains, approximately 25 miles northeast of metropolitan Los Angeles. The college has the 
distinction of being the oldest community college in Los Angeles County and the fifth oldest in the state.
Citrus College was founded in 1915 under the leadership of Dr. Floyd S. Hayden, who helped bring the 
community college movement to California. From 1915 to 1961, the college was operated by the Citrus 
Union High School District.
In July 1961, the Citrus Community College District was created to include the Azusa and Glendora 
unified school districts. In 1967, the District expanded to include the Claremont, Duarte, and Monrovia 
school districts. Today, Citrus College occupies a 104-acre campus. The college is currently 
experiencing a major facilities expansion project that will change the look of the campus.
The college enrolled 27 students in 1915 and currently the college serves more than 19,000 students 
annually.
Classes are offered on a 16-week calendar (fall and spring semesters), as well as in a variety of non-
traditional scheduling options: winter intersession, evenings, summer sessions, and optional class 
formats, such as online education courses.

Mission Statement

Citrus College provides students with quality educational experiences and support services that lead to 
the successful completion of degrees, transfer, certificates, career/technical education, and basic skills 
proficiency. The college fosters academic and career success through the development of critical 
thinking, effective communication, creativity, and cultural awareness in a safe, accessible, and 
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affordable learning environment. In meeting the needs of our demographically diverse student 
population, we embrace equity and accountability through measurable learning outcomes, ethical data-
driven decisions, and student achievements.

Accreditation

Citrus College is accredited by the Accrediting Commission for Community and Junior Colleges, 
Western Association of Schools and Colleges, 10 Commercial Blvd., Suite 204, Novato, CA 94949, 
(415) 506-0234, an institutional accrediting body recognized by the Council for Higher Education 
Accreditation and the U.S. Department of Education. Additional information about accreditation, 
including filing of complaints against member institutions, can be found at www.accjc.org.

POSITION SUMMARY

Under the general direction of the Vice President of Academic Affairs, the Director of Dual Enrollment 
manages, plans, organizes, and provides leadership, direction, and oversight for all functions and 
activities of the Dual Enrollment Program.

This is a 12-month academic management position.

Minimum Qualifications/Education and Experience

MINIMUM QUALIFICATIONS / EDUCATION AND EXPERIENCE

Possession of a bachelor's degree (in any field) and three (3) years of leadership experience.
Evidence of ability to communicate effectively with a diverse population, both orally and in writing.
Evidence of ability to work effectively as a member of the administration team.
Evidence of experience and training in the utilization of technology in administrative practice.
Evidence of experience supervising a complex academic program responsible for implementation 
of state and federal regulations.
Demonstrates sensitivity to, understanding of, and ability to work with the diverse academic, 
socioeconomic, ethnic, religious, disability, gender, gender identity, sexual orientation, and 
cultural background of community college students, faculty, and staff; and successfully fosters 
and supports an inclusive educational and work environment.
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Preferred Qualifications

PREFERRED QUALIFICATIONS

At least one (1) year of experience providing administrative leadership in a high school and/or 
college setting.
Evidence of ability to collaborate with multiple stakeholders in a high school and/or college 
academic setting.
Evidence of familiarity with analytic, database, and/or student record software such as Excel or 
Access.
Evidence of ability to successfully manage multiple projects with overlapping deadlines.
Evidence of successful use of conflict resolution skills.
Evidence of ability to utilize clear and empathetic written and oral communication skills.
Evidence of flexibility in solving and trouble-shooting challenges.

Essential Duties and Responsibilities

ESSENTIAL DUTIES AND RESPONSIBILITIES

Provides comprehensive oversight of the Dual Enrollment program; plans, supervises, assesses, 
and evaluates the Dual Enrollment program.
Ensures that dual enrollment courses and activities meet College and Career Access Pathways 
(CCAP) requirements and complies with established standards, laws, codes, rules, regulations, 
policies, and procedures.
Develops and implements services, strategies, projects, goals, and objectives for the Dual 
Enrollment program.
Provides assistance in a variety of administrative, coordinative, analytical, and liaison capacities.
Serves as a liaison between the College and high school administrators to develop and evaluate 
course scheduling patterns, curriculum offerings, and provides support for the terms and 
conditions of Memoranda of Understanding related to the Dual Enrollment program.
Ensures clear communications and enrollment practices and regularly conducts needs analyses 
to inform preparation of contracts and Memoranda of Understanding to the administration and/or 
Board of Trustees for consideration.
Manages conflict resolution, resources, and personnel.
Ensures awareness and promotion of student participation in the College's comprehensive 
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student support services including, but not limited to, counseling, matriculation, tutoring, and 
textbooks.
Works closely with college staff to facilitate enrollment of high school students participating in 
Dual Enrollment programs and associated support services.
Articulates and promotes the educational needs and intervention strategies related to equity-
based access practices designed to increase the successful enrollment of a diverse student 
population.
Establishes and maintains program timelines and priorities for program operations according to 
established college deadlines.
Partners with student services/counseling in the development of course pattern sequencing, 
facilitates and coordinates admission, program registration, and articulation of programs between 
the College and high schools/districts.
Coordinates courses and Guided Pathways offerings and collaborates with academic 
departments and divisions to ensure faculty coverage for course offerings.
Partners with the Office of Institutional Research, Planning and Effectiveness (IPPE) to oversee, 
develop, and implement complex outcomes tracking systems; researches and
analyzes program data; and prepares comprehensive technical records and reports.
Facilitates surveys of participating high school instructors, principals and guidance counselors for 
feedback and assessment for program development.
Ensures proper documentation of activities and supervises the preparation and maintenance of 
related reports, records, and files and submits required documents and reports to official 
government agencies.
Prepares and presents reports/presentations (both oral and written) and other necessary 
correspondence.
Develops and coordinates marketing, recruitment, and outreach activities to facilitate and 
enhance schools, districts, parents, and students' knowledge of and participation in Dual 
Enrollment Programs.
Establishes and maintains contact with local high school districts, committees, community 
groups, and local agencies.
Creates and strengthens partnerships to expand opportunities for high school students to achieve 
program completion.
Conducts site visits and strengthens communication between the College, high schools/districts, 
and their respective academic and student affairs departments.
Develops and monitors budgets, assists with the invoicing of expenses related to program 
activities, coordinates expenditures, and maximizes financial resources.
Provides oversight to assigned department personnel, evaluates and reviews work for 
acceptability and conformance with department standards, including program and project 
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priorities and performance evaluations, works with employees on performance issues, 
implements discipline procedures, and responds to staff questions and concerns.
Participates on committees, task forces, and special assignments, including Screening and 
Selection Committees and affiliated trainings.
Provides a working and learning environment that is free from discrimination, harassment and 
retaliation in accordance with applicable law and college policies; attends college mandated 
training and participates in investigations as directed; assists in providing information and 
resources to individuals who bring forward complaints and reports complaints to Human 
Resources and other appropriate authorities, as necessary.
Coordinates assigned activities with other college departments, officials, and outside agencies.
Performs other related duties as assigned that support the overall objective of the position and 
the District's mission and philosophy.

Knowledge, Skills and Abilities

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of secondary and post-secondary school systems and related governance.
Knowledge of the mission, procedures, and operations of California Community Colleges.
Knowledge of principles and practices that support a diverse, equitable, inclusive, and anti-racist 
academic and work environment.
Knowledge of goal setting, program development, implementation, evaluation, and project 
management.
Knowledge of federal and state laws, regulations, standards, and requirements concerning Dual 
Enrollment programs.
Knowledge of curriculum standards, requirements, interpretation, and application in Dual 
Enrollment Programs.
Knowledge of strategic planning in organization and management practices.
Knowledge of learning and student success processes, assessment, program outcomes, and 
application of technology.
Knowledge of employee supervision, and organizational and management practices.
Knowledge of budget development, administrative practices as applied to the analysis and 
evaluation of projects, programs, policies, procedures, and operational needs.
Knowledge of modern office practices, methods, and computer equipment and applications 
related to the work.
Knowledge of soft skill communication techniques for effectively representing the College in 
contacts with governmental agencies, community groups, and other organizations.
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Knowledge of techniques for providing a high level of customer service by effectively interacting 
with the public, vendors, students, and college staff, including individuals of various ages, 
disabilities, socio-economic, and ethnic groups.
Ability to oversee and address gaps in diversity, equity, inclusion, and anti-racism in recruitment 
and retention of faculty and staff.
Ability to articulate and communicate the College's vision and commitment to creating equity, 
diversity, inclusion, and anti-racism academic and work environments.
Ability to create and execute resources and programming towards the goal of being a diverse, 
equitable, inclusive, and anti-racist academic and work environment.
Ability to evaluate and develop improvements in operations, procedures, and policies.
Ability to prepare clear and concise reports, correspondence, policies, and procedures.
Ability to design training programs, documentation, and deliver presentations on a variety of 
related topics.
Ability to develop assessment and processes to enhance program outcomes.
Ability to close contracts and successfully complete transactions.
Ability to learn, interpret, and ensure compliance with established standards, laws, codes, rules, 
regulations, policies, and procedures pertaining to programs under assigned responsibility.
Ability to meet change with innovation to promote and meet the College mission.
Ability to organize, plan, and develop new concepts to enhance the programs, analyze outcomes, 
and prepare clear and concise reports and improvements.
Ability to effectively represent the department and the College in meetings with governmental 
agencies, community groups, and various businesses, professional, and regulatory 
organizations, and in meetings with individuals.
Ability to organize and prioritize a variety of projects and multiple tasks in an effective and timely 
manner; organize own work, set priorities, and meet critical time deadlines.
Ability to communicate effectively through various modalities.
Ability to review situations accurately and determine appropriate course of action using judgment 
according to established policies and procedures; understand scope of authority in making 
independent decisions.
Ability to establish, maintain, and foster positive and effective working relationships with those 
contacted in the course of work.
Ability to work effectively within a shared governance environment.
Ability to provide customer service protocol with a customer service-oriented priority.
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Physical Abilities

PHYSICAL ABILITIES

Must be able to work in a standard office setting and use standard office equipment, including 
technological devices; to communicate with individuals at various College and meeting sites; the 
ability to understand and comprehend written and electronic materials;
and the ability to receive, review, and respond to communications in person, before groups, and 
over and through various media. This is primarily a sedentary office classification although 
movement between work areas may be required. Positions in this classification occasionally may 
need to physically reach, push, and pull drawers open and closed to retrieve and file information. 
Incumbents must possess the ability to lift, carry, push, and pull materials and objects up to 20 
pounds.

Working Condition

WORKING CONDITIONS

Incumbents work in an office environment with moderate noise levels, controlled temperature 
conditions, and no direct exposure to hazardous physical substances. Incumbents may interact 
with staff, students, and/or the public in interpreting and enforcing departmental policies and 
procedures.

Department: Academic Affairs Division Administration
Job Category: Management
Assignment: Full-Time
Percentage of Time: 100%
Months per Year: 12 months
Work Days per Week: See "Work Schedule per Day" below.
Work Schedule per Day: Monday through Friday, 8:00 a.m. to 5:00 p.m.; however, this is an exempt 
management/supervisory-level position requiring some weekend, holiday, and non-conventional 
working hours in addition to the regular working hours of a college environment.
Bargaining Unit: Unrepresented
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Citrus College Diversity Statement

CITRUS COLLEGE IS AN EQUAL OPPORTUNITY EMPLOYER

It is the policy of Citrus College to not discriminate against and to encourage a diversity of applicants 
based on national origin, religion, age, sex or gender, race, color, medical condition, ancestry, sexual 
orientation, marital status, physical or mental disability, use of family and medical care leave, genetic 
information, military or veteran status, gender identity, gender expression, or because they are 
perceived to have one or more of the preceding characteristics, or based on association with a person 
or group with one or more of these actual or perceived characteristics.

About Transcripts

ABOUT TRANSCRIPTS

Candidates must upload copies of all transcripts (need not be official at the time of application) 
which prove sufficient for verifying minimum qualifications for this position.
Official transcripts will be required at the time of the job offer.
Transcripts must be from the awarding institution and must show that the degree has been 
awarded (or conferred) and the year.
Degree(s) must be earned (or conferred) from accredited institution(s) or an equivalent foreign 
institution by the first consideration date for this position.
All degrees must be verifiable on a legible transcript by the indicated first consideration date for 
this position.
Foreign transcripts must be transcribed in English AND evaluated for U.S. equivalency by a bona 
fide U.S. evaluation service.

Selection Process

SELECTION PROCESS

A selection committee will review application packages of those candidates who have met the 
minimum qualifications for this position and will select a limited number of qualified candidates for 
an interview.
Each candidate may be asked to make a presentation on a topic of the selection committee's 
choice. The candidate will be informed of the topic when an interview appointment is scheduled.
Each candidate may be asked to provide a sample of his or her writing ability just prior to the 
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interview.
Travel costs must be borne by the applicant.
Final candidates for faculty, management, and supervisor/confidential positions may be 
interviewed by the Superintendent/President.
If selected as a finalist, the candidate permits the District to contact the current and former 
employer(s) to investigate past employment history.

Quick Link: https://employment.citruscollege.edu/postings/982

Contact Information

Please reference Academickeys in your cover letter when
applying for or inquiring about this job announcement.

Contact
Academic Affairs Division Administration

Citrus Community College

,
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