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POSITION PROFILE

The Supplemental Instruction (SI) and tutoring programs
provide academic support for students in a variety of
subject areas to increase retention and improve student
success. Under the supervision of the Dean of Learning
Resources, the Director of Supplemental Instruction and
Tutoring Programs will be responsible for providing
leadership and managing all aspects of the Supplemental
Instruction (SI) and Tutoring programs.

REPRESENTATIVE DUTIES

The Director of Supplemental Instruction and Tutoring

Programs will support the mission and operations of the

programs by performing duties that include the following:

® Overseeing the day-to-day operations of the programs,
including recruiting, hiring, training and supervision of
the tutoring and supplemental instruction employees.

e Promoting SI and Tutoring programs to students and
instructors.

® Recruiting, hiring, training and supervising SI leaders.

® Preparing outcomes assessment to further develop
offerings; setting goals and objectives; developing
strategic plans.

e Creating, implementing and delivering seminars,
workshops and other programs to meet the needs of staff,
students and faculty.

e Communicating and collaborating with academic
departments and other units to design and improve
program offerings.

® Developing promotional materials and  program
communications utilizing various media formats.

e Collecting data and preparing analytical and statistical
reports.

® Administering department budgets.

e Providing SI training before the start of each semester,
continueing training through meetings, observating of SI
sessions, and providing feedback to SI leaders on
performance.

¢ Developing and maintaining website content.

¢ Establishing and revising policies and procedures for the
programs.

MINIMUM QUALIFICATIONS
Master’s degree and one year of formal training, internship,
or leadership experience reasonably related to the
administrator’s  administrative  assignment OR  the
equivalent* OR possession of an appropriate valid
California Community College Credential authorizing
service in the specified subject area(s).

PREFERRED QUALIFICATIONS

e Six years of professional experience in a college setting,
including administrative and/or supervisory experience
in student learning assistance programs.

e Master's degree in Education or in a discipline taught at
the College.

e Experience overseeing a Supplemental Instruction
program or college-level tutoring center.

» Previous supervisory experience.

e Demonstrated knowledge of tutoring/learning theory,
learning styles, learning disabilities.

e Experience working with at risk or underprepared
students.

s Excellent  verbal, written  and  interpersonal
communication skills.

e Teaching experience in higher education.

e Experience conducting presentations and training
workshops.

*The Santa Monica Community College District, in its desire to

select outstanding faculty members from the largest possible pool of

qualified applicants, recognizes the fact that candidates may attain
expertise in a discipline through a variety of means. Certain
combinations of education, experience and other accomplishments
in the field may be judged by the District as equal to the stated
minimum qualifications for this position. Candidates who feel they
possess such equivalent qualifications are encouraged to apply and
provide appropriate documentation of their qualifications.

COMPENSATION
Salary: $117,087 - $135,735
(Commensurate upon qualifications and experience)

INFORMATION/BENEFITS

¢ |2 month management position

e 24 paid vacation days

* 12 paid ill days

¢ Fully paid medical, dental and vision care coverage for
the employee and dependents

e $50,000 Life insurance for employee

e STRS (State Teachers Retirement System) or PERS
(Public Employees Retirement System if pre-qualified).

CONDITIONS OF EMPLOYMENT
Appointment subject to verification of official transcripts,
current or previous employment, tuberculosis exam, and
fingerprint clearance. Selected candidate must provide
identification and work authorization.

APPLICATION PROCESS AND
REQUIRED MATERIALS

A completed on-line District application
A cover letter which outlines education and experience
relevant to the duties and responsibilities of the position
A detailed resume of professional experience
Three (3) letters from persons having first-hand
knowledge of the candidate’s professional
qualifications, character, etc. (sent via our online
application system);
Copies of transcripts (need not be official) or degree
confirmation.
Equal Opportunity Survey — optional

All applications and materials must be received by:
August 12, 2013

HOW TO APPLY

Please note:

Documents uploaded online must be the actual
documents to be considered for review. Do not upload a
“placeholder” document. Applications with placeholder
documents are considered incomplete and will be
rejected. Also, please note that documents will not be
removed from your application file. Only upload the
documents requested. Other materials may be presented
as appropriate if you are selected for an interview.

An email notification will be delivered to your reference
provider once you have completed your application and
attached the required documents (via the on-line
process). The reference provider will then submit their
confidential letter of reference via the online confidential
portal.

Your application is not considered complete without the
submission of the confidential letters of reference
through the on-line system.

It is your responsibility to ensure that all application
materials are received on or before the closing date.

All materials included in your application are considered
for this position only. The district application and all
supporting documentation become the sole property of
the Santa Monica Community College District and will
not be returned to you.

Employment information and instructions for submitting
applications may also be obtained 24 hours a day by
calling (310) 434-4336.



