LOS ANGELES COMMUNITY COLLEGE DISTRICT CLASS SPEAQ(FATION
PERSONNEL COMMISSION CLASS CODE 5996

SFP-PROGRAM DIRECTOR
Location: GL: WBS: FUND:

Special Note: This position is only used for theadion of a specially funded program and will bertimated when the program
funding ends.

DEFINITION

Plans, organizes, administers, supervises, andua&esl the operations of a large, multi-faceted
specially funded program.

TYPICAL DUTIES

Plans, organizes, and directs the day-to-day aietsvof a specially funded program.

Establishes operational policies, procedures, stais] and goals of a specially funded program and
evaluates program results.

Ensures compliance of program operations with@tliaable rules and regulations.

Coordinates program projects and activities witlstxg programs and services.

Provides guidance to individuals and groups inittierpretations of laws, rules, and policies and

procedures pertaining to assigned specially furptedram.

Establishes and maintains liaison with communitgders, community organizations, and public
agencies to encourage participation and to stirauilaterest in the services of the assigned
specially funded program.

Serves on various committees to discuss matteestaffy specially funded programs.

Develops the budget for assigned program and resvéawd controls expenditures of funds.

Establishes financial, staffing, facilities, andugmment requirements based on program needs and

available resources.

Writes, edits, and evaluates proposals for acgositf grant funds from government, corporate, and

foundation funding sources according to applicdées and regulations.

Selects, trains, supervises, and evaluates asspyogdam staff.

Develops and coordinates publicity and marketingssigned program.

Directs and prepares comprehensive corresponderteeports containing descriptive, analytical,
and evaluative content including the preparatiorcardclusions based on data summaries and
other findings related to assigned program.

Directs and prepares presentations related torasdigrogram.

Directs the maintenance of program and studentdsco

Performs related duties as assigned.

DISTINGUISHING CHARACTERISTICS

An SFP-Program Director plans, organizes, administers, promotes, evaluates supervises the
day-to-day activities of a large, multi-faceted @pdy funded program.

An SFP-Program Specialist develops, implements, promotes, and evaluates sigresl small

program, a portion of a larger specially fundedgoaon or performs variety of technical computer
support duties in support of the office operatioha specially funded program.
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DISTINGUISHING CHARACTERISTICS (Cont.)

An SFP-Program Technician performs a variety of specialized technical dutiekted to the
implementation and day-to-day administration opacally funded program.

SUPERVISION

General supervision is received from an academicclassified administrator. Immediate
supervision is exercised over assigned staff.

CLASS QUALIFICATIONS

Knowledge of:

Current trends in the design, implementation, adstriation, and evaluation of specially funded
programs

Mission, objectives, and goals of assigned spegcfatided program

Federal, state, and local laws, regulations, coaled,District administrative rules, regulations,
and policies governing specially funded programs

Principles of fiscal management, program plannimgplementation, quality control, and
improvement

Principles and practices of business and persanagehgement

Principles of budgetary preparation and control

Interests and needs of a wide variety of commumigmbers including minorities, the elderly,
people with disabilities, and young people

Community resources, organizations, and servicesman to community colleges

Principles and techniques of grant developmentvarithg

Educational and vocational advisory techniques

Principles and techniques of public relations aratkating

Organization and management of records

Principles of supervision and training

Computer systems, software, and hardware usedeannthnagement of a specially funded
program

Ability to:

Develop, implement, and administer a comprehensingti-faceted specially funded program

Develop innovative programs and services to meedrde needs and interests of the community

Establish realistic program goals and evaluate naragesults

Analyze data and interpret and apply laws, rulesl eegulations related to specially funded
programs

Identify and analyze problems accurately and tgdp@priate action

Establish and maintain effective and cooperativeking relationships with District staff and
representatives of the community

Effectively handle diverse interpersonal and irgesup relationships

Supervise, train, and motivate others

Develop and maintain an annual budget

Prepare clear, comprehensive, and effective repostsespondence, and publicity materials

Learn specialized software applications
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ENTRANCE QUALIFICATIONS

Education and Experience:

Any combination of experience and education thatilidikely provide the required knowledge
and abilities would be qualifying. A typical wag bbtain the required knowledge and abilities
would be:

A. Graduation from a recognized four-year college wiversity preferably with a major in
business administration, public administration, islogy, psychology, counseling, or a
related fieldAND four years of full-time paid experience relatedhe assigned duties of
the position.

OR

B. A master’s degree from a recognized collegeroversityAND two years of full-time
paid experience related to the assigned dutielseoposition.

Special:

A valid Class “C” California driver’s license.
Access to an automobile.
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