
 

 
 

 
Vice President, Academic Affairs 

CLOSING DATE:  Friday March 30, 2018 

Full Time Permanent Position (1 FTE) 
40 hours per week with full benefits 
Salary: $148,873.56 to $190,004.58 

 
Ideal Candidate: 
The Vice President of Academic Affairs provides instructional leadership for all basic skills, transfer and 
career technical education programs on campus as well as guide integrated planning and vision for future 
growth and development of innovative educational pathways for all learners throughout the diverse 
Gavilan Joint Community College district boundaries. The ideal candidate understands how to use data to 
make quality instructional decisions to increase institutional effectiveness and provide opportunities for 
faculty engagement in a variety of learning environments. The VP of Academic Affairs will also provide 
leadership in accreditation, enrollment management, and seek ways to bring professional learning 
experiences to faculty as a part of the academic culture of the college. The VP of Academic Affairs will be 
familiar with Education Code, the policies and procedures of the district, and the California Community 
College Chancellor’s Office as an overarching system in local decision making. 
 
Definition: 
Under direction of the Superintendent/President envision, plan, organize, coordinate, develop, direct, 
administer and evaluate instructional programs, services, resources and activities for students; provide 
leadership and direction to academic and classified staff in areas of the curriculum, curricular activities, 
program review, transfer programs, learning resources and vocational education; train, supervise and 
evaluate the performance of administrative and support staff assigned to instruction. Develop and monitor 
budgets for all academic area in alignment with the annual budget process in the district and be skilled in 
the technology resources necessary to track data throughout the academic year. 
 
Distinguishing Characteristics: 
This is an executive academic management position at a comprehensive community college district, 
reporting directly to the Superintendent/President. The incumbent must have broad experience in 
managing and leading instructional services at an educational institution with a wide variety of programs, 
resources, activities and facilities. The Vice President of Academic Affairs provides leadership for 
academic and classified staff involved in the delivery and administration of a comprehensive instructional 
program and sets the instructional agenda for the district in a comprehensive and inclusive manner. The 
incumbent works closely with the Superintendent/President to facilitate achievement of goals and 
objectives consistent with the district's mission and goals, and also formulates, develops and implements 
instructional programs and services, policies, standards and activities in compliance with a variety of 
federal, State, local laws, regulations, policies and procedures, and Board of Trustees approved policies. 
This position is responsible for the balance between the budgetary requirements of instruction and the 
instructional requirements of all degree and certificate programs offered by the district. 
 
 
 
 
 
 



Essential Duties: Listed examples may not include all tasks which may be found in the position 
assigned to this class. 
 

Provide direction and leadership to all academic and classified staff assigned to instructional 
programs, functions and activities; formulate, develop, implement and review a broad variety of 
policies, standards and outcomes to assure that students are afforded optimum curricular alternatives 
and supportive services while pursuing academic and vocational fields of study leading to the 
completion of certificates and degrees.  
 
Serve as a member of the Superintendent/President's cabinet leadership team and participate in 
establishing and achieving institutional goals in accordance with the district’s educational master plan 
among other strategic planning documents; direct the development of short- and long-range plans for 
all instructional services in coordination with the leadership of other district participative governance 
committees, many of which will be led by the VPAA. 
 
Provide leadership and direction in the development, implementation, interpretation and evaluation of 
the district curriculum and curricular activities to assure that current, balanced and innovative 
instructional programs, activities and opportunities are available for students in a wide variety of fields 
of endeavor. Develop industry based partnerships in the communities served by the district to ensure 
that all training needs are met and forecast future needs. 
 
Lead and direct systematic processes for evaluating new and continuing courses and curricula; 
assess needs for programs and services and facilitate development and implementation; provide 
comprehensive reports to the Superintendent/President and other district administrators regarding the 
instructional services. 
 
In a quality and service-oriented environment, supervise and evaluate the performance of academic 
personnel including department chairs and classified support staff; develop, implement and review 
expectations for performance and standards of excellence consistent with established district goals 
and objectives. 
 
Direct and monitor preparation and publication of the district’s schedule of classes; review and 
approve instructor assignments as well as the use and assignment of classrooms, laboratories and 
other instructional facilities. Provide consistent and comprehensive reports to the Cabinet regarding 
enrollment management goals and forecast enrollment projections based on district FTES annual 
goals. 
 
Confer with district administrators and community partners regarding management issues involving 
instructional services and programs of the district including recommendations for new or revised 
policies and procedures; assure that all areas of the instructional program interface effectively and are 
appropriately integrated with student services programs. 
 
Work closely with academic staff in regard to developing, modifying and enhancing instructional and 
supportive services for students including distance education and learning resources; expand and 
provide academic and vocational programs to include guided pathways and other state initiatives to 
meet the diverse needs of community college students including new, transfer, re-entry and high 
school advanced placement students. 
 
Develop, analyze and prepare annual budgets for the district’s instructional program; prepare, lead the 
Deans and department chairs as appropriate and submit recommendations and justifications as 
requested for specific requests; recommend and oversee hiring of academic personnel; evaluate 
instructional equipment and facilities and recommend improvements, enhancements and the purchase 
of new equipment and materials as appropriate. 
  
 



Represent the district to local, State and federal governmental bodies and agencies involved in 
creating, developing, modifying and evaluating instructional programs and services for community 
college students; represent the district to the community including other educational institutions, 
business interests and service organizations. 
 
Assure compliance with all applicable laws, rules, regulations and restrictions related to instructional 
programs, services and activities; assure that the highest legal and ethical standards are maintained 
and clearly communicated to subordinate personnel. 
 
Review and evaluate effectiveness of key personnel, programs and services; assure development and 
implementation of supplemental programs and services which are efficient, effective and responsive to 
the needs of the community and district; recommend operational changes and improvements as 
appropriate. 
 
Direct and participate in the efforts and activities of assigned committees, task forces and work 
groups; delegate responsibility to subordinates for representing the district’s interests in the local 
community and at State or national meetings; review and evaluate information, factual summaries and 
recommendations from work groups and team leaders. 
 
Review reports related to the financial resources of assigned programs and services; assure that 
human and financial resources are allocated efficiently and effectively; direct the timely and accurate 
preparation of records, reports, summaries and projections of data related to instructional services, 
funding and implementation of short- and long-range plans. 
 
Select, assign, orient, train, supervise, advise, discipline and annually evaluate the performance of 
direct subordinates; delegate the responsibility for supervision of indirect subordinates to subordinate 
supervisors to assure efficient and effective performance; develop expectations for performance and 
standards of excellence. 
 
May be assigned to lead or participate in district committees, initiatives, teams or ad hoc groups; 
responsible and accountable for completion of assigned tasks when assigned to such a group; when 
chairing such a group, evaluate the performance of committee members and forward input to 
members' supervisors for consideration during the performance evaluation process. 

 
Perform related duties as assigned. 

 
Minimum Qualifications: 

Education and Experience: A Master's degree and at least five years of increasingly responsible 
experience in managing instructional programs at an institution of higher education, including a 
minimum of three years of instructional experience.  

 
Knowledge of: 
• Principles, theories and practices of administration specifically related to the instructional services 

available at institutions of higher education 
• Modern pedagogical and instructional design methodologies 
• Development and implementation of a comprehensive district instructional program 
• Goals and objectives of the district’s educational master plan and the strategic plan 
• Matriculation requirements and articulation agreements 
• Instructional programs and services for students including academic and vocational curricula 
• Principles and practices of leadership, management and supervision 
• State Education Code sections, federal laws and regulations, and district policies related to the 

development and implementation of the instructional program 
• Local, State and federal laws governing a community college district 
• District organization, operations and objectives 



• Budget preparation, implementation and administration for a multi-faceted instructional program 
• Current and innovative trends in academic, vocational, community and contract education, 

including non-traditional methods of instruction 
• Needs, interests and concerns of various groups of community college students 
• Oral and written communication skills 
• Interpersonal skills including tact, patience and diplomacy 
• Collective bargaining contract negotiation and administration 
 
 
Ability to: 
• Provide leadership and direction to district administrators, academic and classified staff in 

developing, implementing and evaluating instructional programs, services, resources and activities 
for students at an assigned community college 

• Plan, organize, direct, administer, review and evaluate the district’s instructional services 
programs, resources and activities 

• Direct the development and implementation of current, balanced and innovative curricula and 
curricular activities 

• Provide leadership and direction to academic staff and support personnel assigned to vocational, 
community and traditional educational programs 

• Select, assign, orient, train, supervise, counsel, discipline and evaluate the performance of direct 
subordinates 

• If chairing a committee, evaluate the performance of committee members and forward input to 
members' supervisors for consideration during the performance evaluation process 

• Analyze complex financial, statistical and narrative data regarding the instructional program 
• Maintain current knowledge of innovative programs and non-traditional approaches to education in 

relation to the instructional needs of the larger community 
• Assure compliance with local, State and federal laws related to community college instruction 
• Direct the effective interface and integration of instructional services and programs including 

transfer requirements and articulation agreements 
• Communicate effectively both orally and in writing 
• Establish and maintain effective and cooperative working relationships with others 
• Relate effectively to people of varied academic, cultural and socio-economic background using 

tact, diplomacy and courtesy 
 
Other Requirements: A valid California driver's license. 

 
Working Conditions: 
Duties are primarily performed in an office environment at a desk or at a computer terminal or in 
meetings. Incumbents are subject to frequent contact in person and on the telephone with executive and 
management personnel, academic and classified staff, the Board of Trustees, community leaders and the 
general public. Frequently must travel to other offices or locations to attend meetings and conduct work. 
 
Physical Demands: 
Typically must sit for long periods, use hands and fingers to operate a computer keyboard, see clearly to 
read normal and fine print, speak clearly and distinctly to provide information in person or on the 
telephone, hear and understand voices over telephone and in person, and regularly lift, carry and/or move 
objects weighing up to 10 pounds. Must be able to remember key information and concentrate for long 
periods of time. 
 
 
 
 
 
 



Application Process: 
To be considered for this excellent opportunity the following items must be received by CCC Registry 
no later than 5:00pm on Friday March 30, 2018 through the CCC Registry Website, 
cccregistry.org for initial review.  
 

1. Apply at cccregistry.org 
 

2. CCC Registry online application (required) 
 

3. Letter of interest discussing the challenges and opportunities that this position faces at Gavilan 
Joint Community College District (including current state initiatives) in the next two years. In 
addition, please address how your experience, education and personal direction have prepared 
you to take on this challenge. 
 

4. A current resume including educational preparation, professional experience, achievements, and 
community and professional activities. 

 
5. Unofficial transcripts verifying minimum academic qualifications (if offered a position, official 

transcripts will be required). 
 

6. A list of four professional references (faculty, classified support staff, supervisor, colleague), and 
two personal references. 

 
7. Equal Opportunity Employer Survey (optional) 

 
If you have questions related to the CCC Registry or technical aspects regarding submitting application 
materials on the CCC Registry website, please contact the CCC Registry directly at 
registry@yosemite.edu or call (800)245-4157. 
 
If you have a verifiable disability, and require accommodation to complete an application contact the 
Human Resources Office at (408) 852-2823. 
 
Please be aware, the District does not reimburse for expenses related to the recruitment process.  
 
 
 
 
 
 

 

NON-DISCRIMINATION 
Gavilan College is an equal opportunity/Title IX/Employer of Disabled, committed to hiring a diverse 
staff. All qualified individuals regardless of race, color, religion, sex, national origin, age, disability, 
military status, sexual orientation, or marital status are encouraged to apply. If you have a verifiable disability, 
and require accommodation to complete an application please contact the Human Resources Office at 
(408) 848-4753. 

http://www.gavilan.edu/jobs/apps/equal_survey.pdf
mailto:registry@yosemite.edu
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