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Dean- Continuing Education and Workforce Development

South Texas College
Classification Description

Title: Dean - Continuing Education and Workforce Development

Department: Continuing Education and Workforce Development

Reports to: Vice President and Provost for Academic Affairs and Economic
Development

Pay Grade: Executive Administrative Professional- 13

Salary Range: $110,384.00- $155,601.00

Date: 02/27/2023 FLSA Status: Exempt

General Statement of Job

The Dean of Continuing Education and Workforce Development provides visionary,
results oriented leadership in delivering quality educational opportunities for lifelong learners
and custom training for businesses, industry, and area companies in Hidalgo and Starr
counties. Responsible for developing, managing, and administering programs in the areas of
Adult Basic Education, Customized Workforce Training, Personal Enrichment, and
Professional Education and Development. Collaborates with the division of Institutional
Advancement and Economic Development to develop innovative non-credit programs for
the community. Works closely with Academic Deans to develop non-credit to credit
pathways

Specific Duties and Responsibilities

Essential Functions:

1. Provides leadership for the development, implementation, and evaluation of adult
basic education, continuing education, customized workforce training programming,
personal enrichment, and professional education and development in response to
the needs of the community.

2. Provides entrepreneurial leadership and accountability for operation of a financially
self-sustaining unit of the College.

3. Responsible for accountability and sound fiscal management of the Continuing
Education, Professional, and Workforce Education department budget and for
maintaining a self-sustaining operation.

4. Fosters collaborative partnerships within the College and externally with all segments
of the community, agencies, businesses, and organizations.

5. Develops annual department staffing plan and oversees the recruitment, hiring,
management, evaluation, and development of staff, trainers, and training
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Dean- Continuing Education and Workforce Development

consultants.

Works closely with key academic affairs and student services personnel to integrate
non-credit continuing education programs with credit programs.

Develops short and long-term plan for implementing and expanding online processes
for registration and other automated operational functions.

Responsible for the development, implementation, and compliance with federal,
state, and local grants and contracts.

Responsible for department inventory and controls, course curriculum, program
quality, policy formulation and interpretation, enroliment data, course attendance
records, and oversight of personnel timekeeping records.

Facilitates the purchasing of suitable diagnostic tests, textbooks, materials, and other
instructional resources as necessary for continuing education, customized workforce
training activities, and other departmental programming activities.

Leads the strategic planning process to establish goals, action plans, and
institutional effectiveness (IE) plans leading to increased annual enroliment and
recovery of costs for self-sustaining funding of the department.

Submits required reports to College administrators and regulatory bodies.

Develops and spearheads marketing and promotional activities to promote student
enrollment, responsiveness to community needs, and public awareness of
departmental capacity achievements and activities.

Serves as a member of college councils, committees, and task forces and represents
the College at conferences and meetings.

Meets regularly with local, regional, and state government representatives to discuss
and evaluate strategies that support workforce education.

Negotiates the acquisition of capital equipment to support training activities and
programs.

Secures grants, contributions, and other funding sources to support continuing
education and workforce training.

Maintains familiarity with the College’s programs, academic standards, policies, and
procedures.
Travels throughout the college district, as needed.

Recommends for hire, supervises, trains, mentors, and evaluates all administrators
of the Continuing Education, Workforce Training, and Economic Development
department; oversees the Continuing Education, Workforce Training, and Economic
Development staff.

Performs other duties as assigned.

Required Education and Experience

Master’s degree in Education or related field required; Doctorate degree preferred.
At least five (5) years of experience in any of the following or combined areas: adult
education, continuing education, workforce training, customized training, or other
relevant experience required; with a minimum of two (2) years of progressive
administrative/supervisory experience required.
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Dean- Continuing Education and Workforce Development

Knowledge of non-credit continuing education, program development, operations,
management, marketing, and grant development preferred.

Required Knowledge, Skills and Abilities

Excellent oral, written, presentation, and interpersonal communication skills.

Strong computer skills with knowledge of Microsoft Office (Word, Excel, PowerPoint,
and Outlook) and internet research skills.

Demonstrated ability to develop partnerships and procure necessary resources.
Ability to prioritize and manage multiple projects that require demonstrated
leadership ability in an environment of rapid growth and change.

Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

Ability to analyze situations quickly and objectively and to determine proper course of
action.

Detail and deadline oriented with a solid background in program development,
operations, management, marketing, and grant development.

Knowledge of potential applications for automation of continuing education systems
to optimize efficiencies and streamline processes.

Team player with the ability to collaborate with all departments, functions, and
support services of the College.

Ability to apply basic accounting and develop financial revenue and expenditure
projections for a self-sustaining unit of the College.

Strong management, operations, business, and accounting skills.

Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.

Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to conduct academic research, read, analyze, and interpret, professional
journals, technical procedures, or governmental regulations.

Ability to write reports, business correspondence, and procedure manuals.

Ability to effectively present information and respond to inquiries from executive
management, faculty, staff, students, public groups, regulatory agencies, and/or
Board of Trustees.

Ability to demonstrate critical thinking skills, defining and solving potential problems,
collect data, establish facts, and drawing valid conclusions, with ability to solve
practical problems and deal with a variety of concrete variables in situations where
only limited standardization exists.

Checks, Certificates, Licenses, and Registrations

Security Sensitive position: All applicants are subject to a criminal background check
under South Texas College policy.

In addition, subject to a federal background check.

Must have or qualify for a valid Texas driver's license and proof of liability insurance.



Dean- Continuing Education and Workforce Development

Physical Requirements

1. Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force to
move objects.

2. Perceiving the nature of sounds at normal speaking levels with or without correction.

3. Ability to receive detailed information through oral communication, and to make the
discrimination in sound.

4. Ability to make rational decisions through sound logic and deductive processes.

5. Applying pressure to an object with the fingers and palm.

6. Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.

7. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

8. Standing particularly for sustained periods of time.

9. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures, transcribing, viewing a computer terminal, and/or extensive reading.

10. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Dean- Center for Advanced Training and Apprenticeships

South Texas College
Classification Description

Title: Dean -Center for Advanced Training and Apprenticeships

Dept: Center for Advanced Training and Apprenticeships

Reports to: Vice President and Provost for Academic Affairs and Economic
Development

Pay Grade: Executive Administrative Professional - 13

Salary Range: $110,384.00 - $155,601.00

Date: 02/28/2023 FLSA Status: Exempt

General Statement of Job

The Dean provides leadership, administrative and operational direction for the College’s
Office of Industry Training and Economic Development (ITED), which encompasses The
North American Advanced Manufacturing Research and Education Initiative (NAAMREI)The
Institute for Advanced Manufacturing (IAM) and other workforce and economic development
initiatives.

Specific Duties and Responsibilities

Essential Functions:

1. Provides leadership and administrative direction for all core operational functions for
the College’s advanced manufacturing and related initiatives, to The North American
Advanced Manufacturing Research and Education Initiative (NAAMREI) and The
Institute for Advanced Manufacturing (IAM). Such functions include but are not
limited to: asset control and procurement, management, budget, planning, finance,
quality, efficient productivity, marketing/public relations, personnel, internal training,
and technology management.

2. Coordinates the development of non-credit programs with chambers, economic
development organizations and business organizations to promote entrepreneurship
activities in the region.

3. Fosters collaborative partnerships with the community and College.

4. Interfaces with key College administrators to integrate noncredit Continuing
Education programs with credit programs on campus.

5. Meets regularly with the STC Continuing, Professional and Workforce Education staff
to develop and foster collaborative training initiatives.

6. Leads the strategic planning process to establish realistic goals, action plans, and

institutional effectiveness (IE) plans.

Submits required reports to college administrators and regulatory bodies.

Develops linkages with local businesses, assesses training needs, and prepares

proposals for training programs and implements approved programs.

9. Directs efforts to provide workforce training and development to area industry,
business, and government.
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Dean- Center for Advanced Training and Apprenticeships

Develops, packages, and markets fee based and grant funded training programs to
clients.

Identifies new sources of revenue and funding.

Directs customized contract training and expands into international markets.
Secures and administers local, state and federal workforce development funding for
the ITED.

Serves as grant writer for ITED and regularly writes and submits grants to local, state
and federal funding agencies.

Collaborates and meets regularly with community, business and industry leaders to
determine workforce training needs which include: conducting employee
assessments, identifying curriculum and training materials, designing customized
programs to address client needs, negotiating contracts for delivery of services.
Meets regularly with local, regional, and state government representatives to discuss
strategies and evaluate government initiatives that support local workforce training
initiatives.

Leads and directs regional training efforts, oversees daily operations, and negotiates
the acquisition of equipment to support training activities and programs.
Collaborates with economic development agencies to deliver advanced training
services and programs to support new and expanding local industries in the Rio
South Texas Region.

Represents the College in meetings and workshops with Economic Development
Organizations and their business and industry prospects.

Prepares, recommends and administers the annual budget, policies and operating
procedures for ITED.

Secures institutional certifications from external accrediting bodies.

Represents the College at the local, state and federal level and with regulatory
agencies, boards, committees and advisory councils.

Provides contract oversight and management to ensure compliance of ITED grant
funds.

Provides quality assurance oversight to all ITED projects and initiatives.

Regularly reviews department curricula to ensure quality and relevance and
recommends modifications as needed.

Coordinates the preparation of Quarterly Progress Reports.

Ensures that ITED initiatives are aligned with college wide goals and objectives.
Supervises the ITED Staff and IAM Training Manager.

Calculate monthly revenue quotas for staff.

Organize regional conferences with relevant topics for business, industry and the
community.

Performs other duties as assigned.

Required Education and Experience

Bachelor’'s Degree in relevant field required; Master’'s Degree or Doctorate preferred.

Required Knowledge, Skills and Abilities

Demonstrated leader with energy, vision, entrepreneurial spirit and integrity.
Responsible to work with the ITED leadership team to develop operational and
strategic plans.

Must provide oversight responsibilities for ITED.
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Dean- Center for Advanced Training and Apprenticeships

Ability to develop partnerships and collaborative efforts with government, business,
industry and other institutions of higher education

Experience in implementation of exemplary customized and contracted training
programs.

Budgeting, financial management and grants/contract compliance skills.
Demonstrated success in program development, compliance and management.
Employment experience in private sector is highly desirable.

Excellent interpersonal and writing skills.

. Strong commitment to the community college philosophy.
. Understanding of the stresses and rewards associated with the building of a new

community college responding to industry training needs.

. Ability to be effective within a multi-cultural community.

. Ability and willingness to work evenings and weekends as needed.

. Bilingual English/Spanish preferred.

. Excellent oral presentation skills.

. Ability to lead a group of more than 100 regional business, industry, governmental,

educational, and economic development organizations.

Ability to read, analyze, interpret and synthesize common scientific and technical
journals, financial reports, and legal documents.

Ability to respond to common inquiries or complaints from customers, regulatory
agencies or members of the business community.

Ability to communicate information to top management, public groups, and/or boards
of directors.

Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

Ability to interpret a variety of instructions furnished in written, oral, diagram, or
schedule form.

Checks, Certificates, Licenses, and Registrations

. All applicants are subject to a criminal background check under South Texas College

policy.

Physical Requirements

Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
the human body.

Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.

Perceiving the nature of sounds at normal speaking levels with or without correction.
Ability to receive detailed information through oral communication, and to make the
discrimination in sound.

Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.

Standing particularly for sustained periods of time.

Ability to make rational decisions through sound logic and deductive processes.
Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and



Dean- Center for Advanced Training and Apprenticeships

concisely.

8. Have close visual acuity to perform an activity such as: preparing and analyzing data
and figures; transcribing; viewing a computer terminal; and/or extensive reading.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Dean for Dual Credit Programs Initiatives

South Texas College
Classification Description

Title: Dean for Dual Credit Programs Initiatives

Dept: Dual Credit Programs

Reports to: Associate Vice President of Dual Credit Programs and School District
Partnerships

Pay Grade: Executive Administrative Professional -13

Salary Range: $110,384-$155,601

Date: 03/22/2026 FLSA Status: Exempt

General Statement of Job

The Dean of Dual Credit Programs Initiatives provides leadership for the assessment,
implementation, growth, and continuous improvement of Dual Credit academic, workforce,
and career pathway initiatives. Reporting to the Associate Vice President for Dual Credit
Programs and School District Partnerships, the Dean advances strategic initiatives that
support student access, enroliment, persistence, completion, and postsecondary transition
across Dual Credit Programs through close collaboration with school district stakeholders at
all levels, and College leadership to strengthen dual credit access, pathways, and overall
student success.

The Dean oversees the Director for Dual Credit Scheduling and Enrollment Services,
Director for Dual Credit Pathways, and Director of Academies and Career Technical
Pathways, ensuring alignment of initiatives with institutional priorities, school district needs,
and state and accreditation requirements. The position works collaboratively with internal
college leadership and school district partners to expand innovative instructional models,
designated and comprehensive high school strategies, and structured pathways that create
seamless transitions from high school to college and career.

Specific Duties and Responsibilities

Essential Functions:

1. Provides leadership and oversight of Dual Credit Programs Initiatives, including Dual
Credit Pathways, Academies and Career Technical Pathways, and Dual Credit
Scheduling and Enrollment Services.

2. Provides leadership in assessing instructional, workforce, and college-readiness needs
of partnering school districts and develops initiatives responsive to those needs.

3. Collaborates with school district school district stakeholders at all levels, and College
leadership to strengthen dual credit access, pathways, and student success.

4. Guides the development and expansion of structured academic and career pathways
that support seamless high school-to-college-to-career transitions.

5. Supervises the Directors for Dual Credit Scheduling and Enroliment Services, Dual
Credit Pathways, and Academies and Career Technical Pathways.
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Dean for Dual Credit Programs Initiatives

Leads the development, implementation, and evaluation of innovative dual credit
academic and workforce initiatives aligned with the College’s strategic goals.
Collaborates with the Associate Vice President for Dual Credit Programs and School
District Partnerships to operationalize the institutional dual credit strategic plan.
Oversees the development and implementation of partnering school district strategies
and approved instructional plans to ensure aligned, high-quality academic and workforce
pathways.

Supports the identification of prospective Dual Credit Faculty with partnering school
districts.

Oversees the alignment of dual credit initiatives with enroliment management goals,
including access, persistence, and completion.

Evaluates the quality, effectiveness, and outcomes of dual credit initiatives and
formulates recommendations for continuous improvement.

Provides leadership in the coordination and utilization of dual credit systems, and
software in collaboration with the Associate Dean for Dual Credit Programs Operations.
Collaborates with operational leadership to ensure initiatives align with faculty
credentialing requirements, instructional delivery expectations, and accreditation
standards.

Serves as a college representative in meetings, committees, and partnerships related to
dual credit initiatives at the local, regional, and state levels.

Ensures initiatives comply with Texas Higher Education Coordinating Board (THECB)
rules, National Alliance of Concurrent Enroliment Partnerships (NACEP) accreditation
standards, and Southern Association of Colleges and Schools Commission on Colleges
(SACSCOC) requirements.

Maintains knowledge of the College’s programs, policies, procedures, academic
standards, and applicable federal, state, and local laws and regulations.

Travels throughout the College district and service area, as required.

Serves as a Campus Security Authority.

Performs other duties as assigned.

Required Education and Experience

Master’s Degree required. Major in educational administration, business, or related field
preferred; Doctorate preferred.

At least five (5) years of work experience in post-secondary dual credit programs
required.

At least three (3) years of progressive administrative/supervisory experience in higher
education is required.

Required Knowledge, Skills and Abilities

Excellent oral, written, presentation, and interpersonal communication skills.

Ability to work effectively with academic-transfer, technical, and developmental
education programs in a multi-campus environment.

Strong computer skills with knowledge of Microsoft Office including, but not limited to,
Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

. Ability to prioritize and manage multiple projects that require demonstrated leadership

ability.



Dean for Dual Credit Programs Initiatives

5. Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.
6. Ability to adapt to constant change and periods of fast-paced, high-intensity work

situations.

7. Demonstrated commitment to achieving the vision and mission of South Texas
College.

8. Ability to analyze situations quickly and objectively and to determine proper course of
action.

9. Team player with the ability to collaborate with all college departments, functions, and
other support services.

10. Ability to write reports, business correspondence, and procedure manuals.

11. Ability to read, analyze, and interpret general business periodicals, professional
journals, technical procedures, THECB and SACSCOC regulations, governmental
regulations, and Legislative policy.

12. Ability to effectively present information and respond to questions from groups of
managers, clients, customers, and the general public.

13. Ability to define problems, collect data, establish facts, and draw valid conclusions.

14. Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

Checks, Certificates, Licenses, and Registrations

1. Security Sensitive position: All applicants are subject to a criminal background check
under South Texas College policy.

In addition, subject to a federal background check.

Must have or qualify for a valid Texas driver's license and proof of liability insurance.

@ N

Physical Requirements

1. Exerting up to 20 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
the human body.

2. Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.

3. Standing particularly for sustained periods of time.

4. Ability to make rational decisions through sound logic and deductive processes.

5. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading.

6. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

7. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job
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Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Project Manager - Dual Credit Programs

South Texas College
Classification Description

Title: Project Manager - Dual Credit Programs

Department: Dual Credit Programs and School District Partnerships

Reports to: Associate Dean for Dual Credit Programs Operations

Pay Grade: Executive Administrative Professional (EAP-4)

Salary Range: $58,789.00 - $86,369.00

Date: 03/26/2026 FLSA Status: Exempt

General Statement of Job

The Project Manager is responsible for the overall quality of direction, coordination,
implementation, and timely completion of projects and ad hoc assignments within the
Division of Dual Credit Programs in accordance with its mission and goals.

Specific Duties and Responsibilities

Essential Functions:

1. Creates and executes full-scale project work plans and schedules as appropriate for
the projects being initiated or managed by the Division of Dual Credit Programs.

2. Plans, schedules, manages and evaluates the day-to-day operation and execution of
project tasks with a focus on meeting project commitment and target completion
date.

3. Monitors and regulates the use of resources and assignment of personnel for the

projects.

Tracks project deliverables and assures their quality.

Provides direction and support to Dual Credit Programs project teams and office staff

ensuring high levels of motivation, collaboration, and performance.

6. Prepares and coordinates the preparation of periodic and special reports, including
monthly and weekly activity reports, financial reports, Institutional Effectiveness (IE)
plans and reports, division proposals and other reports as assigned.

7. Facilitates workflow and communication between offices and departments in the
division and outside division, including disseminating information, tracking projects
and assigned tasks, managing communications, evaluating feedback and
coordinating projects.

8. Leads and works in cross-functional project teams and task forces in addressing
concerns, formulating solutions, implementing changes, and improving overall quality
and service in the division and the college.

9. Schedules and facilitates project team meetings.

10. Continually identifies, prioritizes, and mitigates project risks.

11. Prepares and develops reports on on-going initiatives.

12. Prepares flowcharts, process maps, timelines, trend analysis, and graphs to depict
processes, historical data, and projects.

13. Identifies opportunities for process improvements within project scope.

14. Creates and updates marketing materials for different media, including brochures,
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Project Manager - Dual Credit Programs

flyers, newsletters, event materials, and other marketing materials for the promotion
of courses and programs.

Travels throughout the college district, as needed.

Performs other duties as assigned.

Required Education and Experience

Bachelor's degree required.

At least three (3) years of experience related to the specified duties and
responsibilities, required.

Experience working in higher education, preferred.

Required Knowledge, Skills and Abilities

Excellent oral, written, presentation, and interpersonal communication skills.
Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

Demonstrated knowledge in handling multiple projects, large budgets, making
difficult decisions and implementing action plans in a cooperative yet responsive
team environment to achieve desired goals.

Proven excellence in planning, decision-making and organization.

Ability to prioritize, organize, and complete multiple tasks with attention to detail,
within stated deadlines.

Ability to work independently as well as a team player within department and with
others.

Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to read, analyze, and interpret common scientific and technical journals,
financial reports, and legal documents.

Ability to respond to common inquiries or complaints from customers, regulatory
agencies, or members of the business community.

Ability to write speeches and articles for publication that conform to prescribed style
and format.

Ability to effectively present information and respond to inquiries from executive
management, faculty, staff, public groups, regulatory agencies, and/or Board of
Trustees.

Ability to define problems, collect data, establish facts, and draw valid conclusions.
Ability to interpret an extensive variety of technical instructions in mathematical or
diagram form and deal with several abstract and concrete variables.

Ability to interpret a variety of instructions furnished in written, oral, diagram, or
schedule form.



Project Manager - Dual Credit Programs

Checks, Certificates, Licenses, and Registrations

1. Security Sensitive position: All applicants are subject to a criminal background check
under South Texas College policy.

In addition, subject to federal background check.
Must have or qualify for a valid Texas driver's license and proof of liability insurance.

wn

Physical Requirements

1. Exerting up to 10 pounds of force occasionally, and/or up to 10 pounds of force to
move objects.

2. Perceiving the nature of sounds at normal speaking levels with or without correction.

3. Ability to receive detailed information through oral communication, and to make the
discrimination in sound.

4. Ability to make rational decisions through sound logic and deductive processes.

5. Applying pressure to an object with the fingers and palm.

6. Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.

7. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

8. Standing particularly for sustained periods of time.

9. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading.

10. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



South Texas College
Classification Description

Title: Manager- Curriculum, Planning and Compliance

Department: Curriculum, Planning & Compliance

Reports to: Associate Dean - Curriculum, Planning & Compliance

Pay Grade: Professional/Technical Exempt - EAP5

Salary Range: $65,550-$96,302

Date: 02/02/2026 FLSA Status: Exempt

General Statement of Job

The Curriculum Manager monitors compliance of curricula to ensure alignment with state
and regulatory requirements, including the interpretation of new or revised state policies and
the implementation of required changes across academic programs; leads the technology-
based infrastructure and maintains the data integrity relating to curriculum and scheduling in
the college’s registration system; develops processes for implementation and risk
management related to third party software applications for scheduling, college catalog,
degree audit, syllabi and course evaluations; analyzes and makes recommendations
regarding software solutions to meet scheduling and/or compliance needs; collaborates
closely with cross-functional teams and participates in institutional committees to support
strategic initiatives; develops and coordinates technical training for faculty related to
curriculum platforms; supports the Associate Dean with ensuring the maintenance of
professional standards and efficient progress and completion of critical curriculum and
scheduling processes are met; leads audits and reports relating to program development,
scheduling, curriculum, Institutional Effectiveness plans and other reports as assigned.

Specific Duties and Responsibilities

Essential Functions:

1. Monitors compliance of curricula to ensure alignment with state and regulatory
requirements, including the interpretation of new or revised state policies and the
coordinated implementation of required changes across academic programs.

2. Assists with the program development process and procedures and ensures the
required standards in program development are met.

3. Provides direct support and expert consultation to Deans, Departments Chairs,
faculty, and instructional staff regarding the process for development of new
academic or workforce education programs and courses.

4. Manages the annual maintenance and publication of online Catalog through
collaboration with the Curriculum & Scheduling Coordinator.

5. Designs and develops resources and materials for training/workshops for all

curriculum third-party applications.

Manages data related to courses and curriculum management systems.

Manages the technology-based infrastructure relating to curriculum and scheduling.

Develops processes for implementation and risk management related to third party

software applications for scheduling, college catalog, degree audit, syllabi and

XN
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Manager -Curriculum, Planning, and Compliance

course evaluations.

9. Analyzes and makes recommendations regarding software solutions to meet
scheduling and/or compliance needs; collaborates with other divisions and the
SACSCOC liaison to ensure standards and compatibility of system needs are met.

10. Maintains and collaborates with vendors for all the department’s third-party software
applications.

11. Develops specialized reports for online student evaluations of faculty for state
regulatory compliance.

12. Manages the maintenance of all information system data related to curriculum (i.e.
course inventory, major codes, and program inventory and course prerequisites),
course schedule maintenance, and the student advising system.

13. Manages the collection and publishing of faculty curriculum vitae and section outlines
to comply with state and/or legislative requirements.

14. Collaborates with the Admissions & Records, Student Financial Services, Student
Finance departments regarding curriculum and scheduling matters.

15. Leads and/or participates in institutional committees and task forces providing
expertise, guidance, and strategic input to support college-wide planning.

16. Leads and/or participates with cross-functional teams and taskforces to address
curriculum concerns, formulating solutions, implementing changes and improving
overall quality and service in the department.

17. Supports the development and revision of narrative submissions required for
accreditation compliance.

18. Assists with the Academic Calendar Committee activities and proposed draft
calendar.

19. Supports the Associate Dean of Curriculum, Planning & Compliance with audits and
reports relating to program development, scheduling, curriculum, Institutional
Effectiveness plans and other reports as assigned.

20. Maintains familiarity with the College’s programs, policies, procedures and academic
standards.

21. Develop and maintain standard operating procedures for curriculum and scheduling
operations.

22. Assists the Associate Dean of Curriculum, Planning & Compliance by leading special
projects related to curriculum and scheduling processes.

23. Represents the Associate Dean of Curriculum, Planning & Compliance at various
assigned meetings to provide guidance on department-related matters.

24. Recommends for hire, supervises, trains and evaluates the Curriculum and
Scheduling Coordinator.

25. Performs other duties as assigned.

Required Education and Experience

Bachelor's Degree required; Master’s preferred.

At least three (3) years of supervisory experience with public schools, community

colleges, and/or universities required.

3. Work experience with systems and software packages regarding curriculum and
scheduling, preferred.

4. Work experience related to curriculum development and/or scheduling in a higher

education setting, preferred.

N —

Required Knowledge, Skills and Abilities
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Manager -Curriculum, Planning, and Compliance

Excellent oral, written, presentation, and interpersonal communication skills.
Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

3. Ability to prioritize and manage multiple projects that require demonstrated
leadership ability.

4. Ability to analyze situations quickly and objectively and to determine proper course of
action.

5. Team player with the ability to collaborate with all college departments, functions,
and other support services.

6. Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

7. Ability to work evenings and/or weekends as needed; wiling to travel throughout the
college district using own means of reliable transportation.

8. Demonstrated commitment to achieving the vision and mission of South Texas
College.

9. Ability to read, analyze, and interpret complex statistical assessments, general
business periodicals, professional journals, technical procedures, or governmental
regulations.

10. Ability to effectively present information and respond to questions from executive
management, faculty, staff, public groups, and/or Board of Trustees.

11. Ability to write reports, business correspondence, and procedure manuals.

12. Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

13. Ability to define problems, collect data, establish facts, and draw valid conclusions.

14. Ability to interpret a variety of instructions furnished in written, oral, diagram, or

schedule form.

N —

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.
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Guided Pathway Specialist

South Texas College
Classification Description

Title: Guided Pathway Specialist

Department: Starr County Campus

Reports to: Starr County Campus Administrator

Pay Grade: Executive Administrative Professional (EAP-2)

Salary Range: $47,507.00 - $69,794.00

Date: 02/09/2026 FLSA Status: Exempt

General Statement of Job

The Guided Pathway Specialist provides advisement, degree planning, and case
management for students in the Meta Majors. Tracks and monitors students’ progress
through case management and conducts interventions as necessary to ensure student
success. Facilitates FTIC students’ participation in the Starfish Assignment Activity. Assists
in the daily operations and report analysis for the early alert system. Facilitates the transition
of students who have completed general advising activities to designated department chairs
for assignment to faculty advisors.

Specific Duties and Responsibilities

Essential Functions:

1. Provides advisement, degree planning, and case management for students in the
meta majors.

2. Reads, analyzes, and interprets higher education degree plans.

3. Tracks and monitors students’ progress through case management, including
meeting with students regularly, to ensure academic success.

4. Monitors student progress of assigned students and troubleshoots issues by
connecting students to the College resources.

5. Provides advisement and degree planning for students within the meta major, enrolls
students in courses, and performs course overrides as approved by department
chair.

6. Guides and provides information to students who are assigned to a specific cohort
and refers program information about meta majors.

7. Acts as the liaison for the early alert system for the assigned students. Receives lists
of students flagged by faculty and contacts students to provide assistance to get
students back on track.

8. Facilitates the activity of assigned Starfish Assignments and Intake Survey to explore
the meta majors and learn about specific majors within the meta major.

9. Facilitates the transition of students who have completed their general advising
activities to designated department chairs for assignment to faculty advisors.

10. Attends the division meeting for the assigned meta major and participates in the
team meetings for the meta majors.
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Guided Pathway Specialist

Assists Chairs with students who need assistance by connecting in-person or
virtually with students to address and resolve their issues.

Assists the with daily Starfish functions to expand use of technology by students,
faculty, and support staff.

Maintains knowledge of the College’s programs, policies, procedures, academic
standards, admissions process, entrance tests, degree plans, and courses.
Travels throughout the college district, as needed.

Serves as Campus Security Authority.

Performs other duties as assigned.

Required Education and Experience

Bachelor’'s degree required.

. At least two (2) years of experience in advising, registration, financial aid, counseling,

or student services in a higher education institution, preferred.
Experience in case management, preferred.

Required Knowledge, Skills and Abilities

Excellent oral, written, presentation, and interpersonal communication skills.
Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

Knowledge of specific needs for Special Populations.

Knowledgeable in Starfish, Degree Works and/or other online advisement tools.
Bilingual, English/Spanish, preferred.

Ability to prioritize, organize, and complete multiple tasks with attention to detail,
within stated deadlines.

Ability to work independently as well as a team player within department and with
others.

Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.

Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to read and interpret documents such as safety rules, operating and
maintenance instructions, and procedure manuals.

. Ability to write routine reports and correspondence.
13.

Ability to effectively present information and respond to questions from groups of
students, faculty, staff, and the general public.

Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

Ability to interpret a variety of instructions furnished in written, oral, diagram, or
schedule form.

Checks, Certificates, Licenses, and Registrations




Guided Pathway Specialist

1. Security Sensitive position: All applicants are subject to a criminal background check
under South Texas College policy.

In addition, subject to a federal background check.

Must have or qualify for a valid Texas driver's license and proof of liability insurance.
Human Resources certification, preferred.

LN

Physical Requirements

1. Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
the human body.

Bending the body downward and forward by bending leg and spine.

Perceiving attributes of objects, such as size, shape, temperature or texture by

touching with skin, particularly that of fingertips.

4. Picking, pinching, typing, or otherwise working, primarily with fingers rather than with

the whole hand as in handling.

Applying pressure to an object with the fingers and palm.

Perceiving the nature of sounds at normal speaking levels with or without correction.

Ability to receive detailed information through oral communication, and to make the

discrimination in sound.

8. Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.

9. Ability to make rational decisions through sound logic and deductive processes.

10. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

11. Sitting particularly for sustained periods of time.

12. Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back
muscles.

13. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading.

14. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.
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The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



South Texas College
Classification Description

Title:Assistant Il-Computer Science Lab

Department: Computer Science

Reports to: Program Chair

Pay Grade: Administrative Technical Support- 4

Salary Range: $39,520-$55,702

Date: 05/4/2026 FLSA Status: Non-Exempt

General Statement of Job

Provides assistance with classroom needs and equipment in the Computer Science
department.

Specific Duties and Responsibilities

Essential Functions:

—

Installs computer software and hardware.

2. Communicates and maintains cooperative relationships with students, staff and
faculty.

3. Tutors in C++, C#, Java, Microsoft Office, Assembly, SQL, Python, Web

Development, Linux, and networking.

Monitors and troubleshoots the overall computer system.

Assists instructors with class activities.

Reads, interprets and applies complex technical publications, manuals and other

documentation.

Maintains inventory of consumable supplies and ensures security of each item.

Performs other duties as assigned.

S A
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Required Education and Experience

1. Associate’s Degree in Computer Science or related field required; Bachelor's Degree
preferred.

Minimum two (2) years of relevant experience required.

CompTIA Network+ Certification or equivalent preferred.

wn

Required Knowledge, Skills and Abilities

-_—

Excellent oral, written and interpersonal communication skills.

2. Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

3. Knowledge of courses in general computer literacy containing introductory
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Assistant Il - Computer Science Lab

microcomputer application such as word processing, spreadsheets, Excel, and data

base management systems; operating systems such as DOS, Windows, NetWare,

and UNIX; and programming languages such as C, and Pascal.

Broad background in software applications, programming and networking.

Ability to prioritize, organize, and complete multiple tasks with attention to detail,

within stated deadlines.

6. Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.

7. Demonstrated commitment to achieving the vision and mission of South Texas
College.

8. Ability to read, analyze, and interpret general business periodicals, professional
journals, technical procedures, or governmental regulations.

9. Ability to effectively present information and respond to inquiries from groups of
students, faculty, and staff.

10. Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

11. Ability to interpret a variety of instructions furnished in written, oral, diagram, or
schedule form.

o~

Checks, Certificates, Licenses, and Registrations

1. All applicants are subject to a criminal background check under South Texas College

policy.
2. Must have a valid Texas driver’s license and proof of liability insurance.

Physical Requirements

1. Exerting up to 50 pounds of force occasionally, and/or up to 30 pounds of force
frequently, and/or up to 10 pounds of force constantly to move objects.

2. Maintaining body equilibrium to prevent falling while walking, standing or crouching
on narrow, slippery, or erratically moving surfaces. The amount of balancing exceeds
that needed for ordinary locomotion and maintenance of body equilibrium.

3. Ascending or descending ladders, stairs, scaffolding, ramps, poles and the like,
using feet and legs and/or hands and arms. Body agility is emphasized.

4. Moving about on hands and knees or hands and feet. Crouching: Bending the body
downward and forward by bending leg and spine.

5. Bending the body downward and forward by bending leg and spine.

6. Perceiving attributes of objects, such as size, shape, temperature or texture by
touching with skin, particularly that of fingertips.

7. Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.

8. Perceiving the nature of sounds at normal speaking levels with or without correction.
Ability to receive detailed information through oral communication, and to make the
discrimination in sound.

9. Ability to receive detailed information through oral communication, and to make the
discrimination in sound.

10. Bending legs at knee to come to a rest on knee or knees.

11. Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.
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Assistant Il - Computer Science Lab

12. Ability to make rational decisions through sound logic and deductive processes.

13. Using upper extremities to exert force in order to draw, haul or tug objects in a
sustained motion.

14. Using upper extremities to press against something with steady force in order to
thrust forward, downward or outward.

15. Extending hand(s) and arm(s) in any direction.

16. Substantial movements (motions) of the wrist, hands, and/or fingers.

17. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

18. Standing particularly for sustained periods of time.

19. Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back
muscles.

20. Expressing or exchanging ideas by means of the spoken word including those
activities in which they must convey detailed or important spoken instructions to
other workers accurately, loudly, or quickly.

21. Have close visual acuity to perform an activity such as: preparing and analyzing data
and figures; transcribing; viewing a computer terminal; and/or extensive reading.
Including color, depth perception, and field vision.

22. Have close visual acuity to perform an activity such as: visual inspection involving
small defects, small parts, operation of machines; using measurement devices;
and/or assembly or fabrication parts at distances close to the eyes.

23. Moving about on foot to accomplish tasks, particularly for long distances or moving
from one work site to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.
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South Texas College

Job Description

Job Title: Faculty — Culinary Arts Instructor

Department: Division of Business, Public Safety & Technology
Reports to: Department/Program Chair and Division Dean
FLSA Status: Exempt

Prepared Date: February 15, 2001; Revised May 19, 2003; Revised July 30, 2013; Revised March 17,
2015; Revised June 11, 2025

Job Description
SUMMARY
South Texas College is a comprehensive institution, which places primary emphasis on excellence in
classroom instruction. Faculty members are expected to demonstrate and maintain competence in
each of the following areas throughout their employment at the College.
Full time faculty may be eligible for additional compensation via special assignments, educational
stipends, and/or overloads.
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.
1. Mastery of Subject Matter:
e Demonstrates a thorough and accurate knowledge of the field or discipline
e Possesses appropriate educational/professional credentials to teach in field or discipline
e Attempts to connect subject matter with related fields
e Maintains currency in subject matter through professional development
2. Teaching Performance:
e Plans and organizes instruction in ways which maximize student learning
o Effectively employs teaching and learning strategies that promote student engagement
e Modifies instructional methods and strategies to meet students’ needs
o Effectively employs available instructional technology when appropriate
e Encourages the development of communication skills and higher order thinking skills
through appropriate assignments
o Effectively communicates subject matter content to student
e Contributes to the selection and development of instructional materials
3. Evaluation of Student Learning:
o Participates in the development, implementation, and assessment of departmental student
learning outcomes
e Develops and uses evaluation methods, which fairly measures student progress toward
outcomes
e Evaluates and expeditiously returns student work to promote maximum learning
e Maintains accurate records of student progress
e Submits final grade rosters and supporting documents according to established deadlines
4. Support of College Policies and Procedures:
e Maintains familiarity with and adheres to College Policies and Procedures
e Fulfills requirements of Faculty as set forth in the letter of employment



e Maintains regular office hours to ensure accessibility to students and colleagues
e Prepares, distributes, and submits syllabi and approved course outlines for all assigned
sections in accordance with program, division and College procedures
e Prepares and submits Financial Aid Attendance Rosters, Census Rosters, Progress Reports
and Learning Outcome Data, by the respective deadlines each semester
e Assures confidentiality
5. Participation in College, Division, and Program Activities:
e Serves on College, divisional, and program committees, teams and task forces as assigned.
e Attends meetings and events as required by College administration.
o Participates in professional activities which contribute to the educational goals of the
College and its constituents
e Responds in a timely fashion to information requests from College and division
administrators and program chairs
e Fosters and maintains effective working relationships with students, colleagues, and
supervisors
e Assists the chair in developing, reviewing, and revising curriculum
6. Contribution to the Growth and Enhancement of College Mission and Programs:
e Participates in student advising
e Maintains familiarity with College goals, mission, and long-range plans
e Contributes to planning and development processes through appropriate channels
e Performs professional responsibilities in accordance with pertinent goals, mission, and
plans of College, division, and program
o Facilitates recruitment and retention of students
7. Performs other duties as assigned
QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.
1. Must possess appropriate academic preparation
2. Must be able to provide official transcripts and/if transcripts are earned from a foreign teaching
institution, then must be able to provide an evaluation indicating that this education is equivalent to
or beyond the qualifications required This evaluation must be from an approved evaluation service
3. Excellent communication skills, both oral and written; excellent interpersonal skills
4. Excellent organizational skills
5. Commitment to the community college philosophy of education
EDUCATION and/or EXPERIENCE
Applicant must meet the STC credential requirements as per Board Policy DBA — Employment
Requirements and Restrictions: Credentials and Records located at
https://pol.tasb.org/PolicyOnline/PolicyDetails?key=632&code=DBA#localTabContent
Associate’s degree in Culinary Arts or related field from a regionally accredited institution,
and a minimum of 3 years of demonstrated competencies in the teaching discipline (competence
gained through work experience in the discipline);
. Bachelor’s degree in Culinary Arts or related field from a regionally accredited institution
preferred.
LANGUAGE SKILLS
Ability to read, analyze, and interpret general business periodicals, professional journals, technical
procedures, or governmental regulations. Ability to write reports, class assignments and business
correspondence. Ability to effectively present information to students and respond to questions
from individuals as well as groups of students and chairs/directors.
PHYSICAL DEMANDS




The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk or hear. The
employee frequently is required to stand. The employee is occasionally required to walk and sit.
Specific vision abilities required by this job include close vision, distance vision, and ability to adjust
focus.

REASONING ABILITY

Ability to solve practical problems and deal with a variety of concrete variables in situations where
only limited standardization exists. Ability to interpret a variety of instructions furnished in written,
oral, diagram, or schedule form.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions. The noise level in
the work environment is usually moderate. Faculty may be required to teach at any of the College's
campuses or teaching sites during time periods that fall outside 8:00 a.m. to 5:00 p.m., and/or dual
enrollment courses at high schools throughout the College's service area.

Specific vision abilities required by this job include close vision, distance vision, and ability to adjust
focus.

REASONING ABILITY

Ability to solve practical problems and deal with a variety of concrete variables in situations where
only limited standardization exists. Ability to interpret a variety of instructions furnished in written,
oral, diagram, or schedule form.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions. The noise level in
the work environment is usually moderate. Faculty may be required to teach at any of the College's
campuses or teaching sites during time periods that fall outside 8:00 a.m. to 5:00 p.m., and/or dual
enrollment courses at high schools throughout the College's service area.



South Texas College

Job Description
Job Title: Faculty - WELDING
Department: Business & Technology Division
Reports To: Department/Program Chair and Division Dean
FLSA Status: Exempt
Prepared Date: February 15, 2001; Revised May 19, 2003; Revised July 30, 2013; Revised July
28, 2025.

Job Description
SUMMARY
South Texas College is a comprehensive institution, which places primary emphasis on
excellence in classroom instruction. Faculty members are expected to demonstrate and maintain
competence in each of the following areas throughout their employment at the College.
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may
be assigned.
1. Mastery of Subject Matter:
o Demonstrates a thorough and accurate knowledge of the field or discipline
o Possesses appropriate educational/professional credentials to teach in field or discipline
e Attempts to connect subject matter with related fields
e Maintains currency in subject matter through professional development
2. Teaching Performance:
o Plans and organizes instruction in ways which maximize student learning
o Effectively employs teaching and learning strategies that promote student engagement
e Modifies instructional methods and strategies to meet students’ needs
o Effectively employs available instructional technology when appropriate
o Encourages the development of communication skills and higher order thinking skills
through appropriate assignments
o Effectively communicates subject matter content to student
o Contributes to the selection and development of instructional materials
3. Evaluation of Student Learning:
o Participates in the development, implementation, and assessment of departmental student
learning outcomes
e Develops and uses evaluation methods, which fairly measures student progress toward
outcomes
o Evaluates and expeditiously returns student work to promote maximum learning
e Maintains accurate records of student progress
o Submits final grade rosters and supporting documents according to established deadlines
4. Support of College Policies and Procedures:
e Maintains familiarity with and adheres to College Policies and Procedures
 Fulfills requirements of Faculty as set forth in the letter of employment
e Maintains regular office hours to ensure accessibility to students and colleagues
e Prepares, distributes, and submits syllabi and approved course outlines for all assigned
sections in accordance with program, division and College procedures
e Prepares and submits Financial Aid Attendance Rosters, Census Rosters, Progress
Reports and Learning Outcome Data, by the respective deadlines each semester



e Assures confidentiality
5. Participation in College, Division, and Program Activities:
e Serves on College, divisional, and program committees, teams and task forces as
assigned.
o Attends meetings and events as required by College administration.
o Participates in professional activities which contribute to the educational goals of the
College and its constituents
e Responds in a timely fashion to information requests from College and division
administrators and program chairs
o Fosters and maintains effective working relationships with students, colleagues, and
supervisors
e Assists the chair in developing, reviewing, and revising curriculum
6. Contribution to the Growth and Enhancement of College Mission and Programs:
o Participates in student advising
e Maintains familiarity with College goals, mission, and long-range plans
o Contributes to planning and development processes through appropriate channels
o Performs professional responsibilities in accordance with pertinent goals, mission, and
plans of College, division, and program
o Facilitates recruitment and retention of students
7. Performs other duties as assigned
QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
ability required. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.
1. Must possess appropriate academic preparation
2. Must be able to provide official transcripts and/if transcripts are earned from a foreign
teaching institution, then must be able to provide an evaluation indicating that this education is
equivalent to or beyond the qualifications required This evaluation must be from an approved
evaluation service
3. Excellent communication skills, both oral and written; excellent interpersonal skills
4. Excellent organizational skills
5. Commitment to the community college philosophy of education
EDUCATION and/or EXPERIENCE
Applicant must meet the STC credential requirements as per Board Policy DBA — Employment
Requirements and Restrictions: Credentials and Records located at
https://pol.tasb.org/PolicyOnline/PolicyDetails?key=632&code=DBA#localTabContent

*Associate’s degree in Welding from a regionally accredited institution and three years of demonstrated
competencies in the teaching discipline (Industry experience in field).

PREFERRED QUALIFICATION

*AWS Certification

LANGUAGE SKILLS



Ability to read, analyze, and interpret general business periodicals, professional journals,
technical procedures, or governmental regulations. Ability to write reports, class assignments and
business correspondence. Ability to effectively present information to students and respond to
questions from individuals as well as groups of students and chairs/directors.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

While performing the duties of this job, the employee is regularly required to talk or hear. The
employee frequently is required to stand. The employee is occasionally required to walk and sit.
Specific vision abilities required by this job include close vision, distance vision, and ability to
adjust focus.

REASONING ABILITY

Ability to solve practical problems and deal with a variety of concrete variables in situations
where only limited standardization exists. Ability to interpret a variety of instructions furnished
in written, oral, diagram, or schedule form.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions. The noise
level in the work environment is usually moderate. Faculty may be required to teach at any of the
College's campuses or teaching sites during time periods that fall outside 8:00 a.m. to 5:00 p.m.,
and/or dual enrollment courses at high schools throughout the College's service area.



Maria G Del Paz

P000012

Vice President for Finance
and Administrative Services

Reclass - Current Title:
Administrative Officer - Finance
and Administrative Services

Artemio E. Romero

P002719

Associate Director — FAS Data
Analysis and Reporting

Taylor Hernandez Vacant Victoria A. Lopez Vacant
P002966 P00769 P002043 P002819
FAS Project Manager FAS Project Manager Z/I;:\?r?i:trr;;\i/r:g:fv?cneds Graphic Designer

P000371

Nancy Cantu Ozuna

Coordinator - Finance and
Administrative Services

Vacant
P002461

Assistant

Executive Administrative

Jenna M. Trevino

Title Change - Current Title:
Director - Purchasing

Deyadira Leal
P000917

Director - Purchasing and
Distribution Services

Title Change - Current Title:
Associate Director - Purchasing

Robert Barbosa
P002975

Associate Director - Purchasing
and Distribution Services

Vacant - New

Associate Vice President for Facilities
and Operations

5‘ D
SOUTH TEXAS
COLLEGE

Office of the Vice
President for Finance and
Administrative Services

Organizational Charts

FY 2026 - 2027

P002226
I Secretary
Title Change - Current Title:
Myriam Lopez Associate VP — Human
P000159 Resources
Associate VP for Finance and Vacant Ruben Suarez
Management P000331 P001945
Associate VP — Human Resources and Chief of Police
Talent Development
Vacant Frank Jason Gutierrez Claudia Olivarez Johny Barboza Vacant Cindy Zavala George McCaleb
P002967 P000650 P000768 P001092 P101001 P001005 P000043
c ol Director of Accountability, Risk, Director — Human Resources — Police Liut " Police Lieutenant Director of Parking, Security, Executive Director of Facilities
omptrofier and Records Management Employee Relations and Staffing olice Hutenen olice Heutena & Transportation Services Operations and Maintenance

Marittza M Adame
P002970

_| Director — Student Accounts

and Bursar
I T

Katarina Bugariu
P002289

Associate Comptroller

Alicia Correa
P000896

Director — Human Resources —
Benefits and Compensation

Ricardo De La Garza
P000138

Executive Director of Facilities
Planning and Construction

Luis E. de la Garza Luis Silva
P001763 P000961
Director - Facility Maintenance Director — Custodial Support
Services Services
I T I T

Vacant
P101004

Auxiliary Enterprise Manager

Pending President’s
Approval to Post

Vacant

Robert Salvador Gomez
P000232

Director - Facility Planning
and Construction

KEY

Existing Associate Vice President

New Proposed Associate Vice President

New - Facility Expansion Needs Position

Reclassification
Title Change Only
Frozen Positon - Request to Unfreeze

Updated 05/20/2026




\A D
SOUTH TEXAS
COLLEGE

New - Vacant

Grersions Facilities Operation and
[ | Maintenance
I George McCaleb I Ricardo de la Garza I . °
| Executive Director of Facilities | Exelcutive Diredctor of Facilties org anlzatlonal Cha rts
Operations and Maintenance Planning and Construction FY 2026 - 2027

Ashley Lopez
Senior Admin Assistant

| |
I Luis E. de la Garza I Pending President’s I Luis Silva I I Roberto Gomez I
Approval to Post

Director of Facilities Director of Custodial Support Director of Facilities Planning
Maintenance Services Services and Construction
Vacant

Director of Risk, EHS and
Victoria Montalvo

Senior Admin. Asssitant

Sustainability

Alondra Flores

Risk Manager

I Guadalupe Dominquez I

—| Secretary | I I I

I Maria G. Gonzalez I I Silas Quintanilla I I David Valdez I I Vacant I

I Coordinator of FPC FPC Senior Project FPC Coordinator of
Accounts Manager Space Management
I Marisela Araguz I I Jeannette Rios I I Mayela de la Pena I

FPC Coordinator

I Gregory Mllls I I Jose Camacho I

-| Contract Manager | —I Maintenance Manager |

I Yajaira Albor I I Javier Cuellar I ITania Oliva Martinez I

-I cam&:i:;:gltles | -I Events Manager | | Procurement Manager | I Jose Tolentino I
'| FPC Accounts Specialist | Secretary '| FPC Project Manager | '| FPC Spascpeez/ilaal?;gement |
Esteban Phillps I Lesile Castaneda I I Jesus Flores I
. | | Campus Facilities Custodial Logistics
- . S i
Project Manager - FOM | Manager I Supervisor ecretary I Kelly Nelson I I Oscar Sandoval I
— I Vacant I I Jorge Sanchez I I Vacant I
. | . I | FPC Space Management |
Fire & Life Safety 1S Mamaaor - oocia FOM Accounts Assistant FPC Project Manager Technician
Manager 9 nergy specialist I Juan Zapata I I Jose Davila I I Warehouse I —
Specialist - Construction _| Campus Facilities | _| Technician - Events | _I Warehouse Technicians |
Manager Logistics I Martin Villarreal I I Vacant I
I Jesus A. Flores I I Energy Technicians (2) I
. . FPC Space Management
FOM Adrmin. E Records Technician FPC Project Manager '| Technician
Coordinator nergy I Luis Saldivar I I Keven Garcia I I Anabel Garza I
- Campus Facilities . FOM
Work Order Specialist -| Manager — Starr Campus | -| Supervisor - Pecan | -| Accounts Coordinator
Rolando Reyes
FPC Project Manager
Maintenance Assistants (1) EHSS Specialist I Earl Lane I I Julio Cuestas I I Vacant I
HVAC Techs (1) —
| Campus Facilities Manager I . Auxiliary Enterprise
-| Maintenance - Starr I — Mid-Valley Campus Supenisor - Tech Manager
. ! Pablo Perez Derek Dixon
Maintenance Assistants (1) I
HVAC Techs (1
m Supervisor - Starr Supervisor - HSP
-| Maintenance - MVC I
| I I I Ricardo Cuellar Leads (5)
Floor Tech (2)
Alfredo Rangel Frank Garci Heberto Garci Valdemar Garci Joey R Custodians (37) KEY
redo Range rank Garcia eberto Garcia ‘aldemar Garcia oey Ramos New - Vacant (4)

Construction Supervisor Locksmith Supervisor

HVAC Supervisor

Electrical Supervisor Plumbing Supervisor

Existing Associate Vice President
Custodial - Pecan . . .
Leads (2) -I=I New Proposed Associate Vice President

Floor Tech (1)
Custodians (10)
Plumbers (3) New - Vacant (1) Leads (2)
New - Plumber Floor Tech (1)

Apprentice (1) Custodial - Starr Custodians (15) New - Facility Expansion Needs Position
Vacant — New (3)

Reclassification

Custodial - MVC
Leads (2) -It=wl Title Change Only

Custodians (9)

New - Vacant (1) — Frozen Positon - Request to Unfreeze
eaas

2)
Custodians (8)
2)

New - Vacant (

-| Custodial - HSP I Updated 05/20/2026

Carpenters (4)
Painters (4)
Maintenance
Assistants (7)
New - Maintenance
Assistant (1)

Locksmiths (1) I

Electricians (7) I

Locksmith Electrical

Plumbing

Construction

Custodians (2)

Custodial - RCSPE




Ruben Suarez
P001945

Chief of Police

Concepcion Hernandez
P000282

Administrative Assi: I

Senior Administrative
Assistant

Johnny Barboza
P001092

| Police Lieutenant |

James Archer
P000879

Rene Avendano
P000688

Cecilia Najera
P001595

Police Sergeant Preparedness Manager

Emergency Training & | |

Dispatch Supervisor |

Vacant
P101001

| Police Lieutenant |

Cindy Zavala
P101005

Director of Parking, Security, |

& Transportation Services

George Barreiro P0O00750
Michael Medrano P002525
Elizabeth Trevino P002347 |

Ray Gutierrez
P001495

Alina Cantu
P000942

Vacant
P000831

Police Compliance
Coordinator

Public Safety &
Transportation Manager

Parking Compliance

Coordinator |

Police Sergeant |

Joel De La Cerda Alejandra Normendez

P001284 P001862
Surveillance Systems Emergency Training &
Supervisor Preparedness Coordinator

Nicolas Caceres P003217
Andres Guerra P001281
Noe Salinas P001422

Surveillance Support Specialist

Vanessa Garcia P001612
Pedro Martinez P001848
Sabrina Morin P001323
Crystal Perez P000695
Gerardo Quintanilla P002305
Rosa Rocha P0O00711

Police Dispatcher

Jorge Acevedo P000856
Hugo Arellano P003218
Juan Ayala PO01953

Dan Broyles P002519

Juan Cano P002883

Oscar Colon P002449
Kenneth Colwell P002588
Jula Cruz P0O01302
Andrew De La Fuente P001191
Noe Diaz P002767
Santiago Galvan P002415
Agustin Garza P002313
Erik Gonzales PO00977
Guadalupe Gonzalez P002445
Thomas Gonzalez P001879
Tomas Jasso PO00873
Armando Lopez P000766
Jose Razo P000696

Cruz Villarreal P002645
Joshua Rodriguez P000856
New Police Officer

Police Officer

Heriberto Alvarado

Francinne Perez

P003214 P001991
D t t of . i p
'I Pubﬁecpsaarf;c;nAn:Iyst | 'I Parking Support Specialist |

Jose Guajardo
P002297

'I Security Support Specialist |

Frozen
P003168
Transportation Support
Specialist

Domingo Villarreal P000822
Martin Caceres P001116
Linda Garza P003161

Juan J Salazar P001102

Juan C Martinez P003176
Unfreeze Bus Driver P003167
Frozen P003174

Frozen P003175

Frozen P003178

Bus Drivers

Barbara Rodrigeuz
P000876

Parking &
Security Services Manager

New - Vacant

Security Supervisor

Ricardo Flores
P003216

| Security Supervisor

Mauro Martinez P001400
Eduardo Ramirez P001524
Michael Trevino P001016
Daniel Vega P001585
Robert Gonzalez P001730

Security Guard Specialist |

Samuel Recinos P001515
Abraham Reyna P003215
Dominick Rivas P003213
Brian Robles P003219

Jose Rodriguez P001838
San Juanita Samaniego P002135
Jose Sauceda P002245
Paul Shives P001929
Sheyla Ventura P002184
Leonel De La Cruz P002680
Alder Goddard P001942
Francisco Juarez PO00273
New Security Guard

New Security Guard

New Security Guard

| Security Guard |

Ashley Barreiro P002341
Alexander Camacho P002137
Juan Carreno P001143
Octavio Castillo P002003
Alfredo Cervantez P001748
Vacant P002366

Ruben Corona P0O01073
Esteban Esquivel P002020
Juan Flores P0O01709

Israel Gallegos P0O01332
Marco Garcia P001963
Juan Garza P001189
Vacant P002696

Michael Luna P0O01789
Antonio Martinez P0O01995
Mary Mesa P000821
Moises Olmeda P001943
Vacant P001676

Security Guard

b‘ b
SOUTH TEXAS
COLLEGE

Department of Public Safety
Organizational Charts

FY 2026 - 2027

KEY

Existing Associate Vice President

New Proposed Associate Vice President

New - Facility Expansion Needs Position

Reclassification
Title Change Only

Frozen Positon - Request to Unfreeze

Updated 05/20/2026



Vacant '

P002967

Isabel V Ramirez | Comptroller | Secretary ‘ '
P001169 P001355
Senior Administrative | | Roxanne Gonzalez SOUTH TEXAS
Assistant C o LLE G E

Vacant Katarina Maria Bugariu Marittza Adame Jose Leon Salinas

o o
P002962 P002289 P002970 P000285 BUS"\QSS Offlce

Director - Budget Director - Fiscal Director-Student Vacant Financial Information
and Fiscal Payroll Services Accounts and Bursar
e—

Pocoz26s Systems S Organizational Charts

pre— | Ad)r&wiqisttra';ive |
ssistan
Derek Vincent Casas FY 2026 - 2027

I 1 I T 1 I 1 P001223

[

Martha Nicole Perez Vanessa Balderrama Maricarmen Ramirez Dalinda Gamboa Alma Gloria Church Soledad E Ortiz Maria E Trevino BusinAessl Sytstem
P000718 P001761 P001476 P000174 P000206 P001358 P000662 T2y

[

Senior Manager - | | Senior Manager - | Senior Manager - | Senior Manager - | | Senior Manager - | | Senior Manager - | | Senior Manager - |
Budget Accounting Group Accounting Group Accounting Group Accounting Group Accounting Group Vacant Accounting Group Rick Garza
a k a L 4 L T P002963 P001809
| | | | . i Business System
Nereida Sanchez M Analyst
P000421

Brenda Jeanett Lopez Elida Elizabeth Rangel Maria Cristina Gonzalez Samantha Balboa -I=.|
P001463 P000329 P000541 P001574
Accountant Il Supervisor - Supervisor - Supervisor - Supervisor Supervisor - | ] | ] Carlos Moreno
Accounting Group Accounting Group Accounting Group Accounting Group Accounting Group Antonio Morales Esmeralda Ortegon Nina Salazar Maria Palomo P002978
P001921 P000741 P002959 P000635 Business System
Reclass - Current Title: Nora A Cantu Patricia Jackson Tonya Sue Ecker Edgar Alejandro Ortiz Yvette Myra Ortiz | A SUP‘:!'VIS%' - | | A SUP?V]S‘E - | | A SUP?VIS%' - | | A SUP‘:_WiS‘g - | Analyst
Assistant - Accounting P002371 P001164 P002484 P001531 P001167 |_fccoumtng Browp | | _Cccounting mroup ) | _Lccoumtng Broup | | _ZCcounting Broup
RaquellGhapa, Specialist - . . Gustavo Adan Brito Navarro
Pq°°1969P -I Accountant Il | .I Accountant | | .I Accounting | .I Financial Analyst | .I Accountant II | Vacant Mariah Todd Eutiquio Vela Quentin Brown P002965
X k d k d k d k d k d P001783 P001664 P000091 P002977
Accounting — System Analyst |
Specialist Michelle C Chan Beatriz Adriana Hinojosa Jittapim Guzman Lucia Martinez Vacant .I Accountant Il | .I Accountant Il | .I 2PECIE|;§t - | .I Cashier Il |
P002716 P001041 P002856 P000634 P002968 . J | | o 1| .
A I Specialist - A . Assistant - A I A I Citlali Haro Franco
ccountant pecialist - Accounting Accounting ccountant ccountant Georgina Betancourt Brenda Fuentes Blanca Garcia Yadira Castillo P002958
k d k 4 |k d k d k d P001103 P002145 P002969 P002253
Soocialiot P——— System Analyst |
Vacant Jason Christopher Garza Napak Rosales Yarizel Cantu Salinas Dammy G Trevino .I pecialist - | .I Accountant Il | .I Cashier Ill | .I pecialist - |
P000694 P002351 P002974 P001244 P002964 ____Accounting | | 4L J|L___Accounting
. - . . Specialist -
-I Specialist - Payroll | 'I Specialist - Accounting | 'I Assistant - Travel | -| Accountant Il | 'I Accounting Jose Sanches Mayra Gomez Luciana Torres
k d k d k d K d k d P002973 P002839 P001174
Rachel Jaramillo Pannika Harper Vacant Brenda K Lopez -I Specialigt - | -I Accountant Il | -I Cashier Il |
P001044 P002345 P002961 P001344 ____Accounting | | J | .
Assistant - Business Assistant - Specialist - Assistant -
Office Payroll Accounting Accounting Accounting Liliana E Ochoa Erica Uribe Luis Saldana Rosie Rubright
k 4 k d ! | k 4 P001599 P001145 P002262 P000384
Blanca Estela Sanchez Kimberly Allerim Cantu Gabrielle Delgado _I Assistant - | _I Accountant Il | _I Cashier Il | _I Specialist - Cashier |
P000863 P001617 P002052 i Accounting i _ - i _ _ Customer Service -
Assistant - Business Assistant - Assistant -
Office Payroll Accounting Accounting Vacant Daniel Duarte Damon Becerra Francisco Cantu Cortez
k d k d P002349 P001960 P002487 P002373
Gaudencio Tavarez DW - Records . T .
A 'I. Technician i i Accountant Il i I Cashier Il ] I Specialist - Collection i
1 Assistant -
Accountin: Alexandro Alaniz Samantha Garza Jennifer Valdez
P100249 P001313 P001408
. : . Specialist - Cashier
'I Accounting Assistant 'I Cashier | | -I Support |
Genaro Cerda Patricia Cruz
P002799 P002372
-I Cashier | | 'I Assistant Accounting |
Valeria Tovar ! X L X
P002119 KEY
Nancy Oyoque Maximiliano Maldonado
| Cashier | | Fo02260 Po0zo11 Existing Associate Vice President
Cashier | | 'I Cashier | | o o o
- - 'I New Proposed Associate Vice President
Melissa Murillo Morales ! X ! X Vacant
P001749 P002601
June Alaniz Vacant Direct W
Cashier | P001738 P002027 irec flage - e . .
| ashier | | Cashier | New - Facility Expansion Needs Position
-I Cashier | | 'I Cashier | | Recl ifi R
Miranda Torres E ' | | * ' | Jennifer Lopez eclassitication
P002333 P002524 g
Vanessa Garza Vacant Tltle Change Only

|

. Direct Wage -
Cashier | P002024 P001806 . o
{&I Frozen Positon - Request to Unfreeze
Cashier | | -I Cashier | |

P002136 P002338
Updated 05/20/2026

Cashier | Direct Wage - Cashier

[
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Title Change - Current Title:
Associate VP — Human Resources

Vacant

Associate VP — Human Resources and Talent Development

Alicia Correa

| Director - Benefits and Compensation |

Interim Carlos W Martinez

Annel Perez

Georgina Marr

| Senior Manager - Benefits |

Senior Manager - |

| Compensation and Payroll

IBrianda Gutierrez

Analyst - Human Resources
Buisness System

Perla Peralez

Supervisor - Compensation
and Payroll

I—I_I

Leon Longoria

Analyst — Human Resources
Business Systems

Carolina Verton

Specialist - Human |

Resources Payroll

——

Ana Sanchez

'I Specialist - Benefits |

Carlos Hernandez

Analyst
Compensation & Payroll

Jose Venegas

Angel Lopez
Salazar

-I Specialist - Benefits |

S —

Specialist - Compensation

Julisses Longoria

Martina Zarate

'I Specialist - Benefits |

Specialist - Human
Resources Payroll

Vacant

Reclass Specialist - Benefits
to
Analyst - Teacher Retirement
System

Analyst - Benefits and Leave

Diana Aguilar

Specialist - Human

Resources Payroll

Jazel Flores

Reclass Assistant -

Compensation & Payroll

To

Specialist - Compensation

Officer — Human Resources Information Systems

Carlos Martinez
De Leon

Analyst - Business System

e——

Freddie Martinez

Analyst — Human Resources
Business Systems

e——

Noel Marquez

Analyst — Human Resources
Reporting and Data

e——

Orlando Garcia

Analyst — Human Resources
information systems

e——

Rocio Romero

Specialist - HRIS

Document Management

Specialist - HRIS
Support

e——

Rosalba Ramirez

—| Senior Administrative Assistant |

Ismael Marquez

—| Project Manager — FAS Human Resources |

Claudia E.Olivares

Title Change - Current Title:
Senior Manager - Staffing and
Recruiting

Laura Casas
Senior Manager - Talent Acquisition

Director - Employee Relations and
Talent Development

Jim Navarro

Officer - Employee Relations

Title Change - Current Title:
Specialist - Human Resources

Title Change - Current Title:
Specialist - Human Resources

Elizabeth Madrigal

Coordinator - Talent Acquisition |

Faculty Staffing/Evaluator Staffing
Abimbola Brianna Flores
Ogunlana

Specialist - Talent
Specialist - Talent Acquisition/ — Acquisition

Faculty Evaluator

Title Change - Current Title:

Title Change - Current Title: Specialist - Human Resources

Specialist - Human Resources

Faculty Staffing/Evaluator Staffing
Rodrigo Terra':lz(:lslyRo‘o
De la Rosa j

Specialist - Talent Acquisition/ — Specialist - Talent Acquisition

Faculty Evaluator

Title Change - Current Title:
Specialist - Human Resources
Staffing

Title Change - Current Title:
Specialist - Human
Resources Support

Noe Buentello

Specialist - Talent
Acquisition

Kayla Trevino

Specialist - Talent
Acquisition Support

Title Change - Current Title:
Specialist - Human Resources
Staffing

Ana Adames

Specialist - Talent

Acquisition

Title Change - Current Title:
Assistant — Human
Resources

Orlinda Cabrera

Assistant — Talent Acquisition

Title Change - Current Title:
Assistant — Human
Resources

Brenda Carpio
Assistant — Talent Acquisition
Title Change - Current Title:

Assistant — Human
Resources

Alexandra Garcia

Assistant — Talent Acquisition

Vacant Cynthia Magro
Manager - Employee Coordinator - Employee
Relations Relations
e—— —

Moises Cortez

Manager - Employee
Relations

Angelica
Luna Perera

Manager — Employee
Relations

Specialist - Employee Relations

(Full Time Temporary)

to
HR Specialist - Employee
Relations

Title Change - Current Title:
Manager - Talent and Learning

Delia Buendia
Manager - Talent Development
Title Change - Current Title:

Human Resources Talent and
Learning Coach

Gulissa Lopez
Human Resources Talent

Development Coach

Title Change - Current Title:
Human Resources Talent
and Learning Coach

Leslie Martinez
Human Resources Talent

Development Coach

Title Change - Current Title:
Assistant — Human
Resources

Reyna Garcia

Assistant — Talent Development

b‘ b
SOUTH TEXAS
COLLEGE

Human Resources
Organizational Charts

FY 2026 - 2027

KEY

Existing Associate Vice President

New Proposed Associate Vice President

New - Facility Expansion Needs Position

Reclassification
Title Change Only

Frozen Positon - Request to Unfreeze

Updated 05/20/2026




»

Title Change - Current Title: A
Director - Purchasing ‘ '
Deyadira Leal
SOUTH TEXAS
Director - Purchasing and Distribution
Services

I Purchasing and

Title Change - Current Title Distribution SerViceS

Associate Director - Purchasing

° °
Roxanna Sanchez Todd Nelson Dolores Valdez PO00112 Robert Barbosa Gerardo Quintanilla organlzatlonal Charts
P001684 P002578 Vanessa Campos P000673 P002975 P000440
Administrative Assistant Contracts and Iéeﬂgi:;artory Resources Gil Cisneros P000805 Associa;sllt)riirgs:?orn-SP:r:/ciC:ing and Manager - Receiving and Distribution FY 2026 - 2027
d i d - Senior Buyer i d
L T ]
= l l Graciela Barajas
Gil Cisneros Arturo Ambriz Marco Perez P000951
P000805
P002019 P001952 Coordinator - Fixed Assets and
Distributi
-1 Senior Buyer - Construction Specialist - Distribution Services Specialist - Fixed Assets petrbution x
I ] Benjamin Borderon
P002308
| | | Robert Barbosa Robert Barbosa
Jacqueline Garcia Alma Velasquez P000027 Vacant - Frozen P001578 P001732 -1 Specialist - Fixed Assets
P000690 Jose Roberto Hernandez P000636 P002971 Assistant - General Services Associate(Dir_ecto_r of Pur_chasing and | d
Griselda Vega P000705 Distribution Services
Buyer - Technical Jose A. Garza P001586 Specifications Writers | * ) | * )
T L T [ 1
Buyer
- . Shane Gagnon P001735 Hector Lopez P000372
Gabriel Cantu P0O01863 Michael David Riley PO00575
T T Daniel Labus P002616 Pedro David Velasquez P000828
Luis Enrique Garcia P000992
Chelsea Woelfler Yyonne Wilson P000491 Vacant P0O00723 Technician - General Services Artemio Gutierrez PO01170
P001325 Nancy Medina P002975 Ashley Flores P001705 . . Vacant P001975
Somcinlct - Purchaci Eulalio Erbey Campos P002228
ecialist - Purchasin H .
P o Assistant - Purchasing Technician - Purchasing Rogello AntOrllO Val_'gas P002294
X Isidro Ginez P002620
k a k a Mayela Rodriguez P003146
Vacant
P002976 Technician - Fixed Assets and Receiving

Specialist - Contract

KEY

Existing Associate Vice President

New Proposed Associate Vice President

New - Facility Expansion Needs Position

Reclassification
Title Change Only

Frozen Positon - Request to Unfreeze

Updated 05/20/2026




Custodian

South Texas College
Classification Description

Title: Custodian

Dept.: Custodial

Reports to: Custodial Supervisor

Pay Grade: Operations Support -1

Salary Range: $32,760-$43,326

Date: 08/03/2023 FLSA Status: Non-Exempt

General Statement of Job

The Custodian performs a wide variety of custodial duties in order to provide a clean, orderly
and safe environment.

Specific Duties and Responsibilities

Essential Functions:

Performs routine and comprehensive custodial maintenance of assigned facilities.

Secures and unlocks facilities.

Cleans and disinfects all campus facilities (restrooms, offices, classrooms, labs,

hallways and child care center); stocks facilities with paper and supplies.

Vacuums and spot cleans carpets and furniture; sweeps and mops tile floors.

Cleans marker boards, desktops, windows, doors and walls.

Collects and removes trash in accordance with established procedures.

Reports and responds to emergency calls for custodial assistance; reports security

and maintenance concerns.

Identifies stains and uses proper chemicals for removal.

Adheres to safety and health regulations.

0. Maintains inventory and submits written requests for supplies; tests and evaluates
new supplies and equipment.

11. Moves and assembles furniture.

12. Sets up for special events, as directed.

13. Travels throughout the college district, as needed.

14. Performs other duties as assigned.

wnN -~
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Required Education and Experience

1. To qualify, one of the following must be met:

° High School Diploma or GED; With one (1) year of custodial experience,
preferred.

° 20 years of custodial experience and be able to read and write in English or
Spanish.

Required Knowledge, Skills and Abilities

1. Must meet established cleaning standards.



10.

w N

13.
14.

Custodian

Thorough knowledge of custodial service-tools, basic maintenance, cleaning agents,
custodial equipment, cleaning techniques and performance standards.

Knowledge of proper use of a wide range of chemicals according to state and federal
regulations.

Ability to safely dispose of hazardous materials; identify stains and use proper
chemicals for their removal.

Must be willing and able to work various hours, various locations, and rotating shifts,
including days, nights, weekends, College closures, and holidays, as needed.

Ability to travel throughout the college district using own means of reliable
transportation.

Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to read and interpret documents such as safety rules, operating and
maintenance instructions, and procedure manuals.

Ability to apply practical understanding to carry out detailed but uninvolved written or
oral instructions.

Ability to deal with problems involving a few concrete variables in standardized
situations.

Checks, Certificates, Licenses, and Registrations

Security Sensitive position: All applicants are subject to a criminal background check
under South Texas College policy.

In addition, subject to a federal background check.

Must have or qualify for a valid Texas driver's license and proof of liability insurance.

Physical Requirements

Exerting up to 50 pounds of force occasionally, and/or up to 30 pounds of force
frequently, and/or up to 10 pounds of force constantly to move objects.

Maintaining body equilibrium to prevent falling while walking, standing or crouching
on narrow, slippery, or erratically moving surfaces. The amount of balancing exceeds
that needed for ordinary locomotion and maintenance of body equilibrium.
Ascending or descending ladders, stairs, scaffolding, ramps, poles and the like,
using feet and legs and/or hands and arms. Body agility is emphasized.

Moving about on hands and knees or hands and feet.

Bending the body downward and forward by bending leg and spine.

Perceiving attributes of objects, such as size, shape, temperature or texture by
touching with skin, particularly that of fingertips.

Applying pressure to an object with the fingers and palm

Picking, holding, or otherwise working, primarily with the whole hand

Perceiving the nature of sounds at normal speaking levels with or without correction.

. Ability to receive detailed information through oral communication, and to make the

discrimination in sound.

. Bending legs at knee to come to a rest on knee or knees
. Raising objects from a lower to a higher position or moving objects horizontally from

position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.

Ability to make rational decisions through sound logic and deductive processes.
Using upper extremities to exert force in order to draw, haul or tug objects in a
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sustained motion.

15. Using upper extremities to press against something with steady force in order to
thrust forward, downward or outward.

16. Extending hand(s) and arm(s) in any direction.

17. Substantial movements (motions) of the wrist, hands, and/or fingers.

18. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

19. Standing particularly for sustained periods of time.

20. Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back
muscles.

21. Expressing or exchanging ideas by means of the spoken word including those
activities in which they must convey detailed or important spoken instructions to
other workers accurately, loudly, or quickly.

22. Shouting in order to be heard above ambient noise level.

23. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading.
Including color, depth perception, and field vision.

24. Visual acuity to determine the accuracy, neatness, and thoroughness of the work
assigned or to make general observations of facilities or structures.

25. Visual acuity to operate motor vehicles and/or heavy equipment.

26. Close visual acuity to perform an activity such as: visual inspection involving small
defects, small parts, and operation of machines; using measurement devices; and/or
assembly or fabrication parts at distances close to the eyes.

27. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

Work Environment:

1. While performing the duties of this job, the employee is occasionally exposed to
moving mechanical parts; high, precarious places; fumes or airborne particles; toxic
or caustic chemicals; outside weather conditions; and risk of electrical shock.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.
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Security Guard

South Texas College
Classification Description

Title: Security Guard

Department: Safety and Security

Reports to: Safety and Security Manager

Pay Grade: Operations Support- 2

Salary Range: $34,320- $47,882

Date: 02/02/2023 FLSA Status: Non-Exempt

General Statement of Job

The Security Guard patrols, inspects, monitors, protects and secures college buildings and
grounds for the prevention of crimes and responds to emergencies. Enforces parking and
traffic rules and regulations by patrolling parking lots and issuing citations. Provides escort
services and other basic public assistance services to students, employees and visitors
when needed. Remains alert to emergency situations and provides first-line response.

Specific Duties and Responsibilities

Essential Functions:

1. Patrols, inspects, monitors, protects and secures college buildings and grounds for
the prevention of crimes and responds to emergencies.

2. Responsible for the enforcement of security procedures and guidelines.

3. Analyzes situations quickly and objectively and determines if law enforcement
involvement is required and/or the proper course of action.

4. Assists with traffic control and crosswalk duty, as needed.

5. Promptly responds to safety and security incidents.

6. Deters criminal acts and violence through preemptive and proactive actions.

7. Issues citations for parking violations on college properties.

8. Documents concise and accurate incident reports, security logs and other required
written documentation.

9. Prepares pertinent reports and gathers written statements, as needed.

10. Reports missing traffic signals, signs and other security and safety concerns.

11. Provides safety and security services at College functions, as needed.

12. Provides escort services and other basic public assistance services to students,
employees, and visitors when needed.

13. Provides general information to students, employees, and visitors.

14. Operates and conducts routine preventive maintenance on College vehicles; notifies
appropriate personnel of any vehicle maintenance required.

15. Travels throughout the college district, as needed.

16. Serves as Campus Security Authority.

17. Performs other duties as assigned.
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Required Education and Experience

. To qualify, one of the following must be met:

o College Certificate; Associate’s degree preferred
» A minimum of 30 earned college hours
At least one (1) year of related work experience, preferred.

Required Knowledge, Skills and Abilities

Excellent oral, written and interpersonal communication skills.

Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

Must possess situation awareness skills.

Ability to demonstrate exemplary work practices and work ethic.

Ability to communicate effectively with a broad range of constituents both orally and
in writing.

Ability to remain calm in difficult, dangerous, and high-stress emergency situations.
Must be willing and able to work various hours, various locations, and rotating shifts,
including days, nights, weekends, College closures, and holidays, as needed.
Ability to travel throughout the college district using own means of reliable
transportation or College-owned vehicles.

Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to read and interpret documents such as safety rules, operating and
maintenance instructions, and procedure manuals.

. Ability to write routine reports and correspondence.
12.
13.

Ability to read, speak and communicate effectively.

Ability to apply practical understanding to carry out instructions furnished in written,
oral, and diagram form.

Ability to deal with problems involving several concrete variables in standardized
situations.

Checks, Certificates, Licenses, and Registrations

Security Sensitive position: all applicants are subject to a criminal background check
under South Texas College policy.

In addition, subject to a federal background check.

Must have or qualify for a valid Texas driver’s license, proof of liability insurance, and
be insurable under South Texas College’s insurance policy for driving.

Must maintain authorization to drive College-owned vehicles.

CPR and First Aid certifications required or must be obtained within six (6) months of
employment.
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Physical Requirements

1. Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force to

move objects.

Bending the body downward and forward by bending leg and spine.

Perceiving attributes of objects, such as size, shape, temperature or texture by

touching with skin, particularly that of fingertips.

Applying pressure to an object with the fingers and palm.

Perceiving the nature of sounds at normal speaking levels with or without correction.

Ability to receive detailed information through oral communication, and to make the

discrimination in sound.

7. Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.

8. Ability to make rational decisions through sound logic and deductive processes.

9. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

10. Standing particularly for sustained periods of time.

11. Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back
muscles.

12. Expressing or exchanging ideas by means of the spoken word including those
activities in which they must convey detailed or important spoken instructions to
other workers accurately, loudly, or quickly.

13. Shouting in order to be heard above ambient noise level.

14. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures, transcribing, viewing a computer terminal, and/or extensive reading including
color, depth perception, and field vision.

15. Visual acuity to determine the accuracy, neatness, and thoroughness of the work
assigned or to make general observations of facilities or structures.

16. Visual acuity to operate motor vehicles and/or heavy equipment.

17. Close visual acuity to perform an activity such as: visual inspection involving small
defects, small parts, and operation of machines, using measurement devices, and/or
assembly or fabrication parts at distances close to the eyes.

18. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

wn

o0k

Work Environment:

1. While performing the duties of this job, the employee is frequently exposed to outside
weather conditions.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.
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South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Supervisor -Security

South Texas College
Classification Description

Title: Supervisor- Security

Dept: Office of Safety and Security

Reports to: Parking and Security Services Manager

Pay Grade: Operations Support-07

Salary Range: $52,000- $73,299

Date: 8/29/2024 FLSA Status: Non-Exempt

General Statement of Job

The Supervisor -Security is responsible for assisting with the management of the safety and
security area of the Department of Public Safety. Supervises the security guard specialists
and security guards’ campus district wide Ensures that patrols and inspections of campus
buildings, grounds, and parking areas are conducted daily for the prevention of crimes.

Specific Duties and Responsibilities

Essential Functions:

Supervises security personnel campus district wide.

Coordinates campus activities with the Police Lieutenant.

Makes recommendations and assists with the development of the security standards

of operations and procedures.

4. Assists with the security vehicle authorized use of fuel cards, provides
documentation for discrepancies, ensures preventive maintenance and repairs are
completed.

5. Reviews incident reports issued to security personnel by reviewing and submitting
reports for approval in a timely manner to the Parking and Security Services
Manager for final approval.

6. Monitors performance and advises the Parking and Security Services Manager
regarding overall performance of security personnel.

7. Documents infractions and failure to adhere to operating procedures; prepares
written disciplinary documentation, as approved by the Parking and Security
Services Manager.

8. Recommends and obtains quotes for equipment needed for security guard
operations to the Parking and Security Services Manager.

9. Assists in providing training and guidance to Security Guard Specialists and Security
Guards.

10. Documents concise and accurate incident reports, security logs, evaluations, and
other required written documentation.

11. Prepares pertinent reports and gathers written statements, as needed.

12. Ensures lost and found items obtained by security personnel are properly
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Supervisor -Security

documented and turned in to the Department of Public Safety property clerk in a
timely manner.

Assists with traffic control and crosswalk duty, as needed.

Ensures gators, trucks, and bicycles are properly maintained and serviced.
Serves as liaison with campus administrators and department leadership
Travels to all campuses district wide on a daily and weekly basis.

Keeps an accurate inventory on all security equipment.

Travels throughout the college district, as needed.

Serves as Campus Security Authority.
Performs other duties as assigned.

Required Education and Experience

Bachelor's Degree in related field required.
At least two (2) years of experience in security and safety management required.

Required Knowledge, Skills and Abilities

Excellent oral, written and interpersonal communication skills.

Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

Must possess situation awareness skills.

Ability to demonstrate exemplary work practices and work ethic.

Ability to communicate effectively with a broad range of constituents both orally and
in writing.

Ability to remain calm in difficult, dangerous, and high-stress emergency situations.
Ability to work independently as well as in a team environment with minimal
supervision.

Must be willing and able to work various hours, various locations, and rotating shifts,
including days, nights, weekends, College closures, and holidays, as needed.
Ability to travel throughout the college district using own means of reliable
transportation or College-owned vehicles.

Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to read, analyze, and interpret general business periodicals, professional
journals, technical procedures, college policies and procedures, governmental
regulations.

Ability to write reports, business correspondence, and procedure manuals.

Ability to effectively present and respond to inquiries from groups of students, faculty,
staff, administration and the general public.

Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

Ability to interpret a variety of instructions furnished in written, oral, or diagram form.

Checks, Certificates, Licenses, and Registrations
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1. Security Sensitive position: all applicants are subject to a criminal background check
under South Texas College policy.

In addition, subject to a federal background check.

Must have or qualify for a valid Texas driver’s license and be insurable under South
Texas College’s insurance policy for driving.

Must maintain authorization to drive College-owned vehicles.

CPR and First Aid Instructor certification required or must be obtained within six (6)
months of employment.
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Physical Requirements

1. Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of
force to move objects.

2. Bending the body downward and forward by bending leg and spine.

3. Perceiving attributes of objects, such as size, shape, temperature or texture by
touching with skin, particularly that of fingertips.

4. Applying pressure to an object with the fingers and palm.

5. Perceiving the nature of sounds at normal speaking levels with or without correction.

6. Ability to receive detailed information through oral communication, and to make the
discrimination in sound.

7. Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.

8. Ability to make rational decisions through sound logic and deductive processes.

9. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

10. Standing particularly for sustained periods of time.

11. Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back
muscles.

12. Expressing or exchanging ideas by means of the spoken word including those
activities in which they must convey detailed or important spoken instructions to
other workers accurately, loudly, or quickly.

13. Shouting in order to be heard above ambient noise level.

14. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures, transcribing, viewing a computer terminal, and/or extensive reading including
color, depth perception, and field vision.

15. Visual acuity to determine the accuracy, neatness, and thoroughness of the work
assigned or to make general observations of facilities or structures.

16. Visual acuity to operate motor vehicles and/or heavy equipment.

17. Close visual acuity to perform an activity such as: visual inspection involving small
defects, small parts, and operation of machines, using measurement devices, and/or
assembly or fabrication parts at distances close to the eyes.

18. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

Work Environment:
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1. While performing the duties of this job, the employee is frequently exposed to outside
weather conditions.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Plumber

South Texas College
Classification Description

Title: Plumber - Apprentice

Dept: Facility Maintenance Pay Grade: Operation Support- 4
Reports to: Plumbing Supervisor I Salary Range: $39,000- $54,974
Date: 01/24/2024 FLSA Status: Non-Exempt

General Statement of Job

The Plumber — Apprentice will work under the supervision of the Plumber-Journey and
Plumber — Master to perform maintenance, inspection, operation and repair of the plumbing
systems. Performs independent preventive maintenance and emergency repairs on
plumbing and gas systems and may act as a helper on more complex jobs.

Specific Duties and Responsibilities

Essential Functions:

1. Assists in installing, maintaining, repairing, and troubleshooting general plumbing
systems and components to include toilets, urinals, faucets, drains, water fountains,
vacuum systems, and compressed units.

2. Assists in operating and conducting routine preventive maintenance on College
vehicles; notifies appropriate personnel of any vehicle maintenance required.

3. Assists in repairing and replacing domestic hot water heat exchangers and water
heaters.

4. Assists in repairing and replacing pneumatic steam valves, radiator valves, traps,
and steam and condensate pipes.

5. Assists in repairing and replacing domestic hot water heat pumps, chilled water
pumps, sump pumps, sewage pumps and booster pumps.

6. Assists in installing, testing, and repairing all sizes of backflow prevention devices.

7. Assists in troubleshooting and repairing steam, water, and gas utility distribution
systems.

8. Assists in performing scheduled maintenance and preventive maintenance service
on plumbing systems and fixtures.

9. Assists in ensuring all requirements as specified by the manufacturer of systems and
fixtures are met.

10. Assists in ensuring all installations, repairs and maintenance are properly sized,
aligned, supported and graded.

11. Assists in ensuring all installations, repairs and maintenance meet the requirements
of the appropriate codes.

12. Assists in ensuring all installations, repairs and maintenance meet environmental
protection requirements.
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Plumber

Assists in ensuring proper care in the use and maintenance of equipment and
supplies; promotes continuous improvement of workplace safety and environmental
practices.

Uses the college's work order system (CMMS) to note time spent and the work
performed relative to specific work request.

Assists the supervisor with responding to emergency plumbing calls such as gas
leaks, broken water lines, backed up and clogged drains, irrigation line electrical and
water broken lines, evaluates situation and takes corrective action.

Prepares work order material by pulling from stock to meet technical and trade
requirements.

Adheres to safety and health regulations.

Communicates frequently with city employees and vendors.

Performs other duties as assigned.

Required Education and Experience

High School Diploma or GED required.
At least one (1) year of related work experience in the plumbing field, preferred.

Required Knowledge, Skills and Abilities

Excellent oral, written and interpersonal communication skills.

Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

Knowledge of plumbing installation, maintenance, and repair skills.

Knowledge of steam, water, and natural gas distribution systems maintenance and
repair.

Knowledge of published guidelines and Texas plumbing codes.

Ability to use hand and power tools applicable to trade.

Ability to prioritize, organize, and complete multiple tasks with attention to detail,
within stated deadlines.

Ability to work independently as well as a team player within department and with
others.

Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

Must be willing and able to work various hours, various locations, and rotating shifts,
including days, nights, weekends, College closures, and holidays, as needed.
Ability to travel throughout the College district daily.

. Demonstrated commitment to achieving the vision and mission of South Texas

College.

Ability to read and interpret documents such as blueprints, schematics, safety rules,
operating and maintenance instructions, and procedure manuals.

Ability to write routine reports and correspondence.

Ability to speak effectively before groups of students, customers or employees of
organization.

Ability to apply practical understanding to carry out detailed but uninvolved written or
oral instructions.

Ability to deal with problems involving a few concrete variables in standardized
situations.
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Checks, Certificates, Licenses, and Registrations

Security Sensitive position: all applicants are subject to a criminal background check
under South Texas College policy.

In addition, subject to a federal background check.

Must have a valid Texas driver’s license and be insurable under South Texas
College’s insurance policy for driving.

Must maintain authorization to drive College-owned vehicles.

Plumber Apprentice certification required.

Physical Requirements

Exerting up to 50 pounds of force occasionally, and/or up to 30 pounds of force
frequently, and/or up to 10 pounds of force constantly to move objects.

Maintaining body equilibrium to prevent falling while walking, standing or crouching
on narrow, slippery, or erratically moving surfaces. The amount of balancing exceeds
that needed for ordinary locomotion and maintenance of body equilibrium.
Ascending or descending ladders (6 ft. up to 12 ft. on step ladders and up to 24 ft.
extension ladders, roof hatch ladders), stairs, scaffolding, ramps, poles and the like,
using feet and legs and/or hands and arms. Body agility is emphasized.

Moving about on hands and knees or hands and feet.

Bending the body downward and forward by bending leg and spine.

Perceiving attributes of objects, such as size, shape, temperature or texture by
touching with skin, particularly that of fingertips.

Applying pressure to an object with the fingers and palm.

Picking, holding, or otherwise working, primarily with the whole hand.

Perceiving the nature of sounds at normal speaking levels with or without correction.

. Ability to receive detailed information through oral communication, and to make the

discrimination in sound.

. Bending legs at knee to come to a rest on knee or knees.
. Raising objects from a lower to a higher position or moving objects horizontally from

position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.

Ability to make rational decisions through sound logic and deductive processes.
Using upper extremities to exert force in order to draw, haul or tug objects in a
sustained motion.

Using upper extremities to press against something with steady force in order to
thrust forward, downward or outward.

Extending hand(s) and arm(s) in any direction.

Substantial movements (motions) of the wrist, hands, and/or fingers.

Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

Standing particularly for sustained periods of time.

Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back
muscles.
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21. Expressing or exchanging ideas by means of the spoken word including those
activities in which they must convey detailed or important spoken instructions to
other workers accurately, loudly, or quickly.

22. Shouting in order to be heard above ambient noise level.

23. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading.
Including color, depth perception, and field vision.

24. Visual acuity to determine the accuracy, neatness, and thoroughness of the work
assigned or to make general observations of facilities or structures.

25. Visual acuity to operate motor vehicles and/or heavy equipment.

26. Close visual acuity to perform an activity such as: visual inspection involving small
defects, small parts, operation of machines; using measurement devices; and/or
assembly or fabrication parts at distances close to the eyes.

27. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

Work Environment:

1. While performing the duties of this job, the employee is occasionally exposed to
moving mechanical parts; high, precarious places; fumes or airborne particles; toxic
or caustic chemicals; outside weather conditions; and risk of electrical shock.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Maintenance Assistant

South Texas College
Classification Description

Title: Maintenance Assistant

Department: Facility Maintenance Pay Grade: Operations Support-03
Reports to: Maintenance Manager Salary Range: $36,400- $51,293
Date: 11/09/2021 FLSA Status: Non-Exempt

General Statement of Job

The Maintenance Assistant performs general maintenance duties including carpentry,
painting, plumbing, electrical, HVAC, locksmith and energy.

Specific Duties and Responsibilities

Essential Functions:

1. Performs and assists with general maintenance duties including carpentry, painting,

plumbing, electrical, HVAC, locksmith and energy.

Installs new equipment and repairs and/or replaces defective equipment.

Cleans, services, oils and/or adjusts equipment.

Operates and conducts routine preventive maintenance on College vehicles; notifies

appropriate personnel of any vehicle maintenance required.

Performs preventative maintenance and part repairs according to schedule.

Utilizes the college's work order system (CMMS) to note time spent and the work

performed relative to specific work request.

7. Prepares work order material by pulling from stock to meet technical and trade
requirements.

8. Responds to inquiries and assists technical staff from carpentry, painting, plumbing,
electrical, HVAC, locksmith and energy.

9. Communicates with city inspectors and vendors, as needed.

10. Adheres to safety and health regulations.

11. Performs other duties as assigned.

i i

oo

Required Education and Experience

High School Diploma or GED required.
. Atleast one (1) year of related work experience required. Experience in two or more
of the following trades; carpentry, painting, and locksmith-is preferred.
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Required Knowledge, Skills and Abilities

Excellent oral, written and interpersonal communication skills.
Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
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Maintenance Assistant

research skills.

Knowledge in carpentry, painting, plumbing, electrical, HVAC, locksmith, energy and
other maintenance skills.

Ability to use hand and power tools applicable to trade.

Ability to prioritize, organize, and complete multiple tasks with attention to detail,
within stated deadlines.

Ability to work independently as well as a team player within department and with
others.

Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

Must be willing and able to work various hours, various locations, and rotating shifts,
including days, nights, weekends, College closures, and holidays, as needed.
Ability to travel throughout the College district daily.

. Demonstrated commitment to achieving the vision and mission of South Texas

College.
Ability to read and interpret documents such as safety rules, operating and
maintenance instructions, and procedure manuals.

. Ability to write routine reports and correspondence.
13.

Ability to speak effectively before groups of students, customers or employees of
organization.

Ability to apply practical understanding to carry out detailed but uninvolved written or
oral instructions.

Ability to deal with problems involving a few concrete variables in standardized
situations.

Checks, Certificates, Licenses, and Registrations

Security Sensitive position: all applicants are subject to a criminal background check
under South Texas College policy.

In addition, subject to a federal background check.

Must have or qualify for a valid Texas driver’s license and be insurable under South
Texas College’s insurance policy for driving.

Must maintain authorization to drive College-owned vehicles.

Physical Requirements

Exerting up to 50 pounds of force occasionally, and/or up to 30 pounds of force
frequently, and/or up to 10 pounds of force constantly to move objects.

Maintaining body equilibrium to prevent falling while walking, standing or crouching
on narrow, slippery, or erratically moving surfaces. The amount of balancing exceeds
that needed for ordinary locomotion and maintenance of body equilibrium.
Ascending or descending ladders (6 ft. up to 12 ft. on step ladders and up to 24 ft.
extension ladders, roof hatch ladders), stairs, scaffolding, ramps, poles and the like,
using feet and legs and/or hands and arms. Body agility is emphasized.

Moving about on hands and knees or hands and feet.

Bending the body downward and forward by bending leg and spine.

Perceiving attributes of objects, such as size, shape, temperature or texture by
touching with skin, particularly that of fingertips.

Applying pressure to an object with the fingers and palm.

Picking, holding, or otherwise working, primarily with the whole hand.
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Maintenance Assistant

Perceiving the nature of sounds at normal speaking levels with or without correction.

. Ability to receive detailed information through oral communication, and to make the

discrimination in sound.

. Bending legs at knee to come to a rest on knee or knees.
12.

Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.

Ability to make rational decisions through sound logic and deductive processes.
Using upper extremities to exert force in order to draw, haul or tug objects in a
sustained motion.

Using upper extremities to press against something with steady force in order to
thrust forward, downward or outward.

Extending hand(s) and arm(s) in any direction.

Substantial movements (motions) of the wrist, hands, and/or fingers.

Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

Standing particularly for sustained periods of time.

Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back
muscles.

Expressing or exchanging ideas by means of the spoken word including those
activities in which they must convey detailed or important spoken instructions to
other workers accurately, loudly, or quickly.

Shouting in order to be heard above ambient noise level.

Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading.
Including color, depth perception, and field vision.

Visual acuity to determine the accuracy, neatness, and thoroughness of the work
assigned or to make general observations of facilities or structures.

Visual acuity to operate motor vehicles and/or heavy equipment.

Close visual acuity to perform an activity such as: visual inspection involving small
defects, small parts, operation of machines; using measurement devices; and/or
assembly or fabrication parts at distances close to the eyes.

Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

Work Environment:

1.

While performing the duties of this job, the employee is occasionally exposed to
moving mechanical parts; high, precarious places; fumes or airborne particles; toxic
or caustic chemicals; outside weather conditions; and risk of electrical shock.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.



Maintenance Assistant

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Police Officer

South Texas College
Classification Description

Title: Police Officer

Department: Department of Public Safety

Reports to: Police Sergeant

Pay Grade: Operations Support - 7

Salary Range: $52,000-$73,299

Date: 5/03/2023 FLSA Status: Non-Exempt

General Statement of Job

The Police Officer is responsible for performing specialized police services involving college
regulation enforcement, traffic control, accident investigation and enforcement of city
ordinances and Texas state law on college property and in college facilities. Ensures the
safety and well being of all students, faculty, staff and visitors to the college campuses is
upheld. Enforces traffic and criminal laws of the State of Texas and any rules and policies of
the college by conducting patrols by vehicle and on foot.

Specific Duties and Responsibilities

Essential Functions:

1.

10.

11.

12.

Patrols college facilities and property on foot and by motor vehicle; issues citations,
secures doors, and other entrances and exits to the grounds and facilities.

Answers calls and complaints and provides assistance to faculty, staff, students, and
visitors.

Investigates automobile accidents, suspected crimes, and nuisances.

Conducts preliminary investigations; gathers evidence and obtains witnesses.
Secures information from parties at an incident scene and follows through on
investigations; preserves evidence at a crime scene.

Provides traffic and crowd control; directs traffic at emergency or congested
situations.

Maintains accurate records and writes accurate and timely incident or crime reports;
provides documentation to appropriate state, federal, and local agencies as required
by law.

Assists with crime prevention, public education, and acts in collaboration with other
community organizations.

Implements college district emergency preparedness plan including emergency
evacuation plans, secures perimeters, coordinates fire, medical communication,
utilities, and other emergency services.

Detains, cites and/or arrests members of the public if violations are incurred; serves
warrants and subpoenas.

Assesses the need for use of force and force options including chemical weapons,
impact weapons, physical control holds, and verbal commands.

Keeps current on laws, ordinances, etc., and maintains Texas peace officer licensure
by obtaining proper bi-annual Texas Commission on Law Enforcement (TCOLE)
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mandated training.

Provides emergency medical treatment, including CPR/AED, until medical personnel
arrive as needed.

Operates and conducts routine preventive maintenance on College vehicles; notifies
appropriate personnel of any vehicle maintenance required.

Serves as Campus Security Authority.

Performs other duties as assigned.

Required Education and Experience

To qualify, one of the following must be met:
- HSD/GED and 6 years of related experience
. College Certificate and 3 years of related experience
- Associate’s Degree and 2 years of related experience
. Bachelor's Degree preferred

Required Knowledge, Skills and Abilities

Excellent oral, written, and interpersonal communication skills.

Strong background in computers and office automation, including word processing,
spreadsheets, database, Excel, PowerPoint and knowledge of the Windows
environment.

Knowledge of applicable federal, state and local laws as well as knowledge of
college standards and expectations of the peace officer position.

Ability to analyze situations quickly and objectively and to determine proper course of
action.

Ability to cope with situations firmly, courteously, tactfully, and with respect for the
rights of others.

Must be willing and able to work various hours, various locations, and rotating shifts,
including days, nights, weekends, and holidays, as needed.

Ability to travel throughout the College district daily.

Must be trained to provide emergency medical treatment including CPR/AED.
Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to read, analyze, and interpret professional journals, technical procedures, or
governmental regulations.

Ability to write reports, business correspondence, and procedure manuals.

Ability to effectively present information and respond to questions from groups of
students, managers, faculty, staff, and the general public.

Ability to respond to and handle issues or problems that often require assessment
and reasoning before approaching or determining a solution.

Ability to analyze various alternatives based on standards or approaches defined by
the college and/or the appropriate laws of safety and security for the welfare of
students, employees and the general public.

Ability to interpret a variety of instructions furnished in written, oral or diagram form.
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Checks, Certificates, Licenses, and Registrations

Security Sensitive position: all applicants are subject to a criminal background check
under South Texas College policy.

In addition, subject to a federal background check.

Must have or qualify for a valid Texas driver’s license and be insurable under South
Texas College’s insurance policy for driving.

Must maintain authorization to drive College-owned vehicles.

Texas Commission on Law Enforcement (TCOLE) licensure is required: U.S.
Citizenship is required by TCOLE.

Must have current and valid Texas Peace Officer license.

Finalists may be required to take a polygraph, physical examination, drug screening,
and psychological assessment.

CPR and First Aid certifications required or must be obtained within six (6) months of
employment.

Physical Requirements

Exerting up to 50 pounds of force occasionally, and/or up to 30 pounds of force
frequently, and/or up to 10 pounds of force constantly to move objects.

Maintaining body equilibrium to prevent falling while walking, standing or crouching
on narrow, slippery, or erratically moving surfaces. The amount of balancing exceeds
that needed for ordinary locomotion and maintenance of body equilibrium.
Ascending or descending ladders, stairs, scaffolding, ramps, poles and the like,
using feet and legs and/or hands and arms. Body agility is emphasized.

Moving about on hands and knees or hands and feet. Bending the body downward
and forward by bending leg and spine.

Perceiving attributes of objects, such as size, shape, temperature or texture by
touching with skin, particularly that of fingertips.

Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.

Applying pressure to an object with the fingers and palm.

Picking, holding, or otherwise working, primarily with the whole hand.

Perceiving the nature of sounds at normal speaking levels with or without correction.

. Ability to receive detailed information through oral communication, and to make the

discrimination in sound.

. Bending legs at knee to come to a rest on knee or knees.
. Raising objects from a lower to a higher position or moving objects horizontally from

position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.

Ability to make rational decisions through sound logic and deductive processes.
Using upper extremities to exert force in order to draw, haul or tug objects in a
sustained motion.

Using upper extremities to press against something with steady force in order to
thrust forward, downward or outward.

Extending hand(s) and arm(s) in any direction.

Substantial movements (motions) of the wrist, hands, and/or fingers.
Particularly for sustained periods of time.

Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back



Police Officer

muscles.

20. Expressing or exchanging ideas by means of the spoken word including those
activities in which they must convey detailed or important spoken instructions to
other workers accurately, loudly, or quickly.

21. Shouting in order to be heard above ambient noise level.

22. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading,
including color, depth perception, and field vision.

23. Visual acuity to determine the accuracy, neatness, and thoroughness of the work
assigned or to make general observations of facilities or structures.

24 Visual acuity to operate motor vehicles and/or heavy equipment.

25. Close visual acuity to perform an activity such as: visual inspection involving small
defects, small parts, and operation of machines; using measurement devices; and/or
assembly or fabrication parts at distances close to the eyes.

26. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Associate Vice President for Facilities and Operations

South Texas College
Classification Description

Title: Associate Vice President for Facilities and Operations

Department: Finance and Administrative Services

Reports to: Vice President for Finance and Administrative Services

Pay Grade: Executive Administrative Professional 14

Salary Range: $129,149.00-$182,053.00

Date: 5/6/26 FLSA Status: Exempt

General Statement of Job

The Associate Vice President for Facilities and Operations provides executive level of
support and analysis to the Vice President for Finance and Administrative Services and
manages and oversees facilities planning and construction, operations and maintenance,
and district-wide responsibility for six campuses. Responsible for strategic oversight,
planning, and execution of all facilities-related functions for college-owned and managed
buildings, including capital construction, renovations, preventive maintenance, custodial
operations, sustainability initiatives, emergency preparedness, maintaining sound fiscal
management, ensuring regulatory compliance for each function, providing leadership,
strategy, and vision in delivering value-added innovation solutions, and management to
support the teaching-learning process. Sets and executes a comprehensive, visionary plan
for Facilities Services, integrating stewardship, modernization, and renewal with
sustainability goals. Leads campus-wide planning, renewal, and modernization initiatives;
oversees capital project delivery, construction, and renovation to ensure innovation,
sustainability, timelines, and cost-effectiveness.

Specific Duties and Responsibilities

Essential Functions:

1. Responsible for maintaining accountability and sound fiscal management.

Maintains regulatory compliance in each of the following areas: facilities master
planning, space utilization, development of design solutions, related capital budgets,
construction and monthly reporting/approvals with the Board of Trustees,
coordinating the procurement efforts for hiring design professionals and construction
companies, facility management, operation and maintenance of buildings, grounds,
preventive maintenance, equipment replacement, energy conservation programs,
utility services, minor in-house construction, contract services, environmental, health,
safety, and risk (EHS&R) program, bookstore services, and vending services, and
other associated functions.

3. Administers effective finance and operations services, which meet policy and College
needs in a timely manner.

4. Provides strategic direction to the facilities planning and construction and operations
and maintenance functions in accordance with the needs of students, faculty, and
staff by monitoring industry trends and innovations.

5. Collaborates with College personnel to develop the budget and project staffing,
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Associate Vice President for Facilities and Operations

capital equipment, operation, travel, and building and facility needs.

Provides leadership for collaboration with College community to achieve goals in
providing services to support and enhance the academic purpose of the College in
an efficient and effective manner.

Prepares communications to College community on projects, changes, and pertinent
information.

Oversees, tracks, and manages critical federal and state reporting requirements.
Provides sound management of general services, including custodial and
maintenance.

Provides support on construction project planning and oversight for new construction
and renovation projects and participates in the design and supervision of
construction activities.

Assesses the quality and effectiveness of facilities and operations services and uses
results for strategic planning.

Provides executive leadership support on the development of plans and
specifications for construction feasibility and overall design and construction process.
Oversees and integrates campus master plans and facilities planning with
institutional planning processes to update facilities master plans, and oversees
campus master utility drawings, project drawing files, and various other records.
Supports, coordinates, and monitors activities of construction management firms and
consultants contracted to manage bond construction programs.

Provides strategic oversight in the development and implementation of district-wide
renovation, repair, remodeling, construction projects, renovations, and relocation of
offices and departments.

Responsible for the review of plans and specifications of projects to satisfy college
requirements related to design quality, cost, schedule, and economy of operations,
including review of working drawings, specifications, bid proposals, and
recommendations.

Maintains fiscal responsibility by developing cost estimates and budgets related to
design and construction services and preparing budgets required for departmental
operations.

Develops and maintains knowledge of policies in the areas of facilities and
operations and applicable federal, state, and local laws and regulations.

Reviews monthly facilities committee and board meeting agenda motions and
provides recommendations, as necessary.

Oversee and evaluates the department’s procedures, programs, functions, and
activities.

Provides support and leadership on recommendations for Board action on contract
development, modification, and/or construction change orders.

Ensures compliance with federal, state, and local regulations as it pertains to the
health, safety, and productivity of workers and the environmental impact of the
organization's operation.

Monitor compliance on revisions/updates of pertinent existing policies and
formulation of new policies.

Oversees the departmental Institutional Effectiveness (IE) plan.

May substitutes for the Vice President for Finance and Administrative Services at
meetings and events, on and off campus, as needed.

Handles special projects and other tasks as delegated by the Vice President for
Finance and Administrative Services.

Supervises staff for facilities planning and construction, and operations and
maintenance Departments.
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Travels throughout the college district, as needed.
Performs other duties as assigned.

Required Education and Experience

Bachelor's degree in Architecture, Construction/Facilities Management, Engineering,
Business Administration or related field required. Master’s degree preferred.

At least ten (10) years of experience in facilities services or management, and/or
construction management or related field, with six (6) years of supervisory
experience in facilities services, or management, preferably in public higher
education.

Required Knowledge, Skills and Abilities

Demonstrated experience with implementation of computer-based financial system,
analyses and related technology.

Demonstrated ability to provide vigorous, creative, and effective fiscal management.
Evidence of commitment to collegiality and professional development and
integration.

Excellent oral, written, presentation, and interpersonal communication skills.

Strong computer skills with knowledge of Microsoft Office (Word, Excel, PowerPoint,
and Outlook) and internet research skills.

Ability to prioritize and manage multiple projects that require demonstrated
leadership ability.

Ability to analyze situations quickly and objectively and to determine proper course of
action.

Team player with the ability to collaborate with all college departments, functions,
and other support services.

Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.

Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to read, analyze, and interpret general business periodicals, professional
journals, technical procedures, and governmental regulations.

Ability to write reports, business correspondence, and procedure manuals.

Ability to effectively present information and respond to inquiries from executive
management, faculty, staff, students, public groups, regulatory agencies, and/or
Boards of Trustees.

Ability to define problems, collect data, establish facts, and draw valid conclusions.
Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

Ability to interpret a variety of instructions furnished in written, oral, diagram, or
schedule form.

Checks, Certificates, Licenses, and Registrations




Associate Vice President for Facilities and Operations

1. Security Sensitive position: all applicants are subject to a criminal background check
under South Texas College policy.

In addition, subject to a federal background check.

Must have or qualify for a valid Texas driver’s license and proof of liability insurance.
Certified Public Accountant (CPA), preferred.

PN

Physical Requirements

1. Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force to

move obijects.

Perceiving the nature of sounds at normal speaking levels with or without correction.

Ability to receive detailed information through oral communication, and to make the

discrimination in sound.

Ability to make rational decisions through sound logic and deductive processes.

Applying pressure to an object with the fingers and palm.

Picking, pinching, typing, or otherwise working, primarily with fingers rather than with

the whole hand as in handling.

7. Expressing or exchanging ideas by means of the spoken word including the ability to

convey detailed or important spoken instructions to other workers accurately and

concisely.

Standing particularly for sustained periods of time.

Close visual acuity to perform an activity such as: preparing and analyzing data and

figures, transcribing, viewing a computer terminal, and/or extensive reading.

10. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.
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The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



South Texas College
Classification Description

Title: Construction Specialist

Department: Facility Maintenance

Reports to: Director of Facilities Maintenance Services

Pay Grade: Operation Support- 05

Salary Range: $41,808- $58,947

Date: 3/5/2025 FLSA Status: Non-Exempt

General Statement of Job

The Construction Specialist oversees, plans, organizes and coordinates activities regarding
all the maintenance department’s construction projects (In-House and Outsourced
Contractors and Sub-Contractors) for all South Texas College properties.

Specific Duties and Responsibilities

Essential Functions:

1. Plans, organizes and directs activities regarding construction projects of structures
and facilities.

Conducts inspections of new projects under construction; reviews drawings, plans
and submittals.

3. Assists with solicitation of biddable services.

4. Overseas take-off lists for construction projects and other requests.

5. Estimates materials and equipment needed for projects and assigns related tasks.
6. Prepares and submits budget estimates, project progress and cost tracking reports.
7
8
9

N

Studies job specifications to determine appropriate construction methods.
. Schedules and manages projects within required deadlines.
. Assist in final acceptance inspections of completed contract work.
10. Selects and oversees contractors who complete construction project tasks.
11. Prepares and submits budget estimates, project progress and cost tracking reports.
12. Develops and implements quality control programs and maintains files and records
of all transactions.
13. Inspects materials, workmanship, and other installations of buildings.
14. Coordinates and validates any warranty work.
15. Maintains files and records of all transactions.
16. Reviews project drawings and specifications to ensure maintainability.
17. Keeps the director up to date on the progress and potential problems that may affect
satisfactory and timely completion in accordance with established practices
18. Utilizes the college's work order system (CMMS) to note time spent and the work
performed relative to specific project request.
19. Collaborates with the Maintenance Manager, Operations Contract Support Manager,
Operations Inventory Procurement Manager, and Construction Supervisor on the
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Construction Specialist

day-to-day operations and coordination of projects.

20. Ensures Facility Maintenance staff and Contractors adhere to safety and health
regulations.

21. Travels throughout the college district, as needed.

22. Performs other duties as assigned.

Required Education and Experience

. Associate’s degree required;.
. At least five (5) years of experience in a building trade required.

N~

Required Knowledge, Skills and Abilities

Excellent oral, written and interpersonal communication skills.

Leadership skills and ability to resolve challenges quickly.

Strong computer skills with knowledge of Microsoft Office including, but not limited

to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet

research skills.

4. Ability to read and understand architectural/engineering/as-built plans and
specifications.

5. Knowledge of construction practices, procedures and techniques related to multiple
construction trades and engineering disciplines critical, including safety.

6. Familiarity with national and local building and electrical codes.

7. Capability to inspect materials, workmanship, and other installations of buildings and
systems essentials.

8. Bilingual, English/Spanish, preferred.

9. Strong analytical, critical thinking, and problem solving skills and the ability to
exercise discretion and sound judgment.

10. Ability to prioritize, organize, and complete multiple tasks with attention to detail,
within stated deadlines.

11. Ability to work independently as well as a team player within department and with
others.

12. Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

13. Must be willing and able to work various hours, various locations, and rotating shifts,
including days, nights, weekends, College closures, and holidays, as needed; willing
to travel throughout the college district using own means of reliable transportation or
College-owned vehicles.

14. Demonstrated commitment to achieving the vision and mission of South Texas
College.

15. Ability to read and interpret documents such as safety rules, operating and
maintenance instructions, and procedure manuals.

16. Ability to write routine reports and correspondence.

17. Ability to speak effectively before groups of customers or employees of organization.

18. Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

19. Ability to interpret a variety of instructions furnished in written, oral, diagram, or

schedule form.

LN~
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Construction Specialist

Checks, Certificates, Licenses, and Registrations

1. Security Sensitive position: all applicants are subject to a criminal background check
under South Texas College policy.

2. In addition, subject to a federal background check.

3. Must have or qualify for a valid Texas driver’s license, proof of liability insurance, and
be insurable under South Texas College’s insurance policy for driving.

4. Must maintain authorization to drive College-owned vehicles.

Physical Requirements

1. Exerting up to 50 pounds of force occasionally, and/or up to 30 pounds of force
frequently, and/or up to 10 pounds of force constantly to move objects.

2. Ascending or descending ladders, stairs, scaffolding, ramps, poles and the like,

using feet and legs and/or hands and arms. Body agility is emphasized.

Moving about on hands and knees or hands and feet.

Bending the body downward and forward by bending leg and spine.

Perceiving attributes of objects, such as size, shape, temperature or texture by

touching with skin, particularly that of fingertips.

Applying pressure to an object with the fingers and palm.

Picking, holding, or otherwise working, primarily with the whole hand.

Perceiving the nature of sounds at normal speaking levels with or without correction.

Ability to receive detailed information through oral communication, and to make the

discrimination in sound.

10. Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.

11. Ability to make rational decisions through sound logic and deductive processes.

12. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

13. Standing particularly for sustained periods of time.

14. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading.

15. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.
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The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.
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South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.
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Secretary

South Texas College
Classification Description

Title: Secretary

Dept: Facilities Operations and Maintenance

Reports to: Director of Facilities Operations and Maintenance

Pay Grade: Administrative Technical Support- 1 Salary Range: $32,760- $43,326
Date: 05/28/2021 FLSA Status: Non-Exempt

General Statement of Job

The Secretary performs secretarial duties in the department and provides support to the
Office of Facilities Operations and Maintenance.

Specific Duties and Responsibilities

Essential Functions:

1. Interacts and provides customer service with students, staff and the public and

answers questions regarding department matters, demonstrating excellent customer

service.

Answers telephone to provide information, take messages, or transfer calls.

Uses the department's work order system (CMMS) to input work orders and key

requests.

4. Uses the department’s work order system (CMMS) to track work order and key

request status and provide information to customers, as needed.

Uses the department’s work order system (CMMS) to close work orders.

Uses the department’s work order system (CMMS) to generate Preventative

Maintenance work orders.

Uses the department’s work order system (CMMS) to generate reports.

Meets with the department supervisors to schedule work orders.

9. Assists with planning meetings/activities.

10. Attends trainings as available to increase and improve skills.

11. Assists in maintaining files of specified and confidential materials.

12. Assists in maintaining calendars of scheduled appointments, meetings and special
events.

13. Maintains time records for department staff; submits payroll documentation including
overtime.

14. Processes paperwork for set up of new offices or changes in the office.

15. Monitors and manages inventory and supplies, re-orders and stocks items as
needed.

16. Assists with preparation of workshop materials, department projects and online data.

17. Creates Notice of Employment forms for part-time employees.

18. Performs other duties as assigned.

W N
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Secretary

Required Education and Experience

To qualify, one of the following must be met:
o College Certificate
e A minimum of 30 earned college hours
At least one (1) year of work experience in a professional work setting required.

Required Knowledge, Skills and Abilities

Excellent oral, written and interpersonal communication skills.

Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

Ability to perform basic office skills.

Ability to prioritize, organize, and complete multiple tasks with attention to detail,
within stated deadlines.

Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to read and comprehend simple instructions, short correspondence, and
memos.

Ability to write simple correspondence.

Ability to effectively present information in one-on-one and small group situations to
customers, clients, and other employees of the organization.

Ability to apply practical understanding to carry out detailed but uninvolved written or
oral instructions.

. Ability to deal with problems involving a few concrete variables in standardized

situations.

Checks, Certificates, Licenses, and Registrations

Security Sensitive position: all applicants are subject to a criminal background check
under South Texas College policy.

Physical Requirements

Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
the human body.

Bending the body downward and forward by bending leg and spine.

Perceiving attributes of objects, such as size, shape, temperature or texture by
touching with skin, particularly that of fingertips.

Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.

Applying pressure to an object with the fingers and palm.

Perceiving the nature of sounds at normal speaking levels with or without correction.
Ability to receive detailed information through oral communication, and to make the
discrimination in sound.

Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.



Secretary

9. Ability to make rational decisions through sound logic and deductive processes.

10. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

11. Standing particularly for sustained periods of time.

12. Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back
muscles.

13. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading.

14. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Analyst - Benefits and Leave

South Texas College
Classification Description

Title: Analyst - Benefits and Leave

Dept: Office of Human Resources

Reports to: Supervisor - Benefits

Pay Grade: EAP -04 Salary Range: $58,789- $86,369
Date: 05/04,/2026 FLSA Status: Exempt

General Statement of Job

The Benefits and Leave Analyst reports to the Benefits Supervisor and will assist the
Benefits Supervisor and Senior Benefits Manager in administering all health
insurance benefits, retirement plans, state reporting, employee absences, and
benefits deductions for all college employees. The Benefits and Leave Analyst will
facilitate the administration of the Family Medical Leave Act (FMLA) and
accommodations under the American with Disabilities Act (ADA).

Specific Duties and Responsibilities

Essential Functions:

-_—

Coordinates and administers employee benefit plans.

2. Ensures compliance with Americans with Disabilities Act (ADA) regulations and
institutional policies.

3. Serves as a subject matter expert to employees, retirees, management and college
leaders in benefits, leave, retirement and critical benefit related situations.

4. Administers reporting for tracking eligibility under the Affordable Care Act and
maintains compliance with state and federal requirements.

5. Ensures compliance with Family Medical Leave Act (FMLA) regulations and
institutional policies.

6. Review and process leave requests, determine eligibility, and account for various
types of leave, including intermittent and continuous.

7. Evaluates and compares existing employee benefits with those of other employers
by analyzing plans, surveys, and other sources of information; provides
recommendations for review by management.

8. Prepares all payroll maintenance and supporting documentation in a timely manner
to comply with applicable federal and state laws and College policies and
procedures.

9. Develops and conducts training and new hire orientation sessions regarding college
benefits, retirement and optional plans.

10. Provides vendors with appropriate documentation for work related injuries/illnesses,
life, pension, and disability benefits claims.

11. Maintains confidentiality related to sensitive information.

12. Travels throughout campus as needed.
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Analyst - Benefits and Leave

Assists with coordinating and attends annual enrollment, benefits, wellness, and
retirement fairs, as needed.
Performs other duties as assigned.

Required Education and Experience

Bachelor’'s degree in Human Resources, Business Administration or related field
required.

At least one (1) year of benefits related experience required.

Experience in higher educational setting is highly preferred.

Working knowledge of benefit programs in higher educational setting is preferred.
Advanced MS Office proficiency, including spreadsheet, database, and research
skills required.

Required Knowledge, Skills and Abilities

Excellent oral, written, presentation, and interpersonal communication skills.
Excellent customer service.

Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

Bilingual, English/Spanish, preferred.

Ability to work evenings and/or weekends as needed; willing to travel throughout
Hidalgo and Starr counties using own means of reliable transportation.
Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to read, analyze, and interpret policies and procedures, and/or governmental
regulations.

Ability to write reports, business correspondence, and procedure manuals.

Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

Ability to interpret a variety of instructions furnished in written, oral, diagram, or
schedule form.

Checks, Certificates, Licenses, and Registrations

Security Sensitive position: All applicants are subject to a criminal background check
under South Texas College policy.
Must have or qualify for a valid Texas driver's license and proof of liability insurance.

Physical Requirements

Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
the human body.

Bending the body downward and forward by bending leg and spine.

Perceiving attributes of objects, such as size, shape, temperature or texture by
touching with skin, particularly that of fingertips.

Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.
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Applying pressure to an object with the fingers and palm.

Perceiving the nature of sounds at normal speaking levels with or without correction.

Ability to receive detailed information through oral communication, and to make the

discrimination in sound.

8. Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.

9. Ability to make rational decisions through sound logic and deductive processes.

10. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

11. Standing particularly for sustained periods of time.

12. Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back
muscles.

13. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading.

14. Mobility to accomplish tasks, particularly for long distances or moving from one work

site to another.

No o

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Human Resources Specialist - Employee Relations

South Texas College
Classification Description

Title: Human Resources Specialist - Employee Relations

Department: Human Resources

Reports to: Employee Relations Officer

Pay Grade: Administrative Technical Support - 5

Salary Range: $43,680- $61,568

Date: 10/19/2021 FLSA Status: Non-Exempt

General Statement of Job

The Human Resources Specialist - Employee Relations performs administrative work on
projects assigned by the Employee Relations Officer(s) and/or Director of Human
Resources. Responsible for tracking and maintenance of employee background checks,
driver’s eligibility, and case management; while also analyzing and synthesizing information
and research.

Specific Duties and Responsibilities

Essential Functions:

1. Assists Employee Relations Officer(s) with employee relations cases, scheduling,
and correspondence.

2. Performs administrative work on projects assigned by the Employee Relations
Officer(s) and/or Director of Human Resources.

3. Handles inquiries and exercises sound judgment in referral of inquiries to appropriate
staff.

4. Researches and prepares materials for subpoenas, open record requests, and
Texas Workforce Commission filings.

5. Assists with duties pertaining to employee relations such as transcribing reports,

creating legal binders, preparing correspondence for investigation reports, and

personnel records.

Responsible for maintenance of the South Texas College Employee Handbook.

Seeks to analyze and solve problems, address concerns, and plans ahead with great

attention given to confidentiality, customer service, project quality and tedious detail.

8. Conducts federal and state background checks.

9. Maintains log of security sensitive positions and ensures federal background checks
are performed and submitted to the proper agency for processing.

10. Prepares documentation for South Texas College driver eligibility.

11. Assists with trainings and presentations.

12. Responsible for case management and development of reporting.

13. Travels throughout the college district, as needed.

14. Performs other duties as assigned.

No

Required Education and Experience
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Human Resources Specialist - Employee Relations

Bachelor's Degree in Business Administration, Personnel Management, Human
Resources or related field required.

At least two (2) years of work experience in similar setting, preferred.

At least one (1) year of experience with reporting, analytics and case analysis,
preferred.

Required Knowledge, Skills and Abilities

Excellent oral, written, presentation, and interpersonal communication skills.
Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

Ability to independently identify and undertake additional tasks to be accomplished.
Ability to organize, schedule, coordinate projects and training programs.

Ability to safeguard sensitive or confidential information from intentional or
unintentional disclosure.

Ability to prioritize, organize, and complete multiple tasks with attention to detail,
within stated deadlines.

Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.

Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to read, analyze, and interpret general business periodicals, professional
journals, technical procedures, or government regulations.

. Ability to effectively write reports, business correspondence, and procedures.
12.

Ability to effectively present information and respond to questions from groups of
employees, managers, and the general public.

Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

Ability to interpret a variety of instructions furnished in written, oral, diagram, or
schedule form.

Checks, Certificates, Licenses, and Registrations

Security Sensitive position: All applicants are subject to a criminal background check
under South Texas College policy.

In addition, subject to federal background check.

Must have or qualify for a valid Texas driver's license and proof of liability insurance.

Physical Requirements

Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
the human body.

Bending the body downward and forward by bending leg and spine.

Perceiving attributes of objects, such as size, shape, temperature or texture by
touching with skin, particularly that of fingertips.

Picking, pinching, typing, or otherwise working, primarily with fingers rather than with



Human Resources Specialist - Employee Relations

the whole hand as in handling.

Applying pressure to an object with the fingers and palm.

Perceiving the nature of sounds at normal speaking levels with or without correction.

Ability to receive detailed information through oral communication, and to make the

discrimination in sound.

8. Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.

9. Ability to make rational decisions through sound logic and deductive processes.

10. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

11. Standing particularly for sustained periods of time.

12. Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back
muscles.

13. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading.

14. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

Noo

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



South Texas College
Classification Description

Title: HRIS Support Specialist

Dept.: Human Resources Pay Grade: TECH-01
Reports to: HRIS Officer Salary Range: $43,160-$62,088
Date: 02/16/2023 FLSA Status: Non-Exempt

General Statement of Job

The HR Support Specialist assist the HRIS Data and Reporting Analyst with maintaining reports
and scripts and the HRIS Analysts with maintaining and monitoring existing applications,
evaluating, designing, and developing small-scale applications as projects are assigned.

Specific Duties and Responsibilities

Essential Functions:

1. Assists with design and development as well as ongoing maintenance of information
systems solutions.

2. Assist with the analysis, development, and implementation of small-scale in-house
software systems and customized third-party software as needed in Java, JavaScript,
Dynamic HTML.

3. Performs application testing as assigned. Reports technical issues, faults and errors to
the HRIS team.

4. Generates reports as needed to support the maintenance of employee records, audits
and tracking.

5. Deliver reporting for a wide variety of routine and ad-hoc needs using system programs,
report writer programs (Argos, Toad or Oracle SQL Developer), and MS Excel and
Access.

6. Proficient in extracting, manipulating, converting and integrating data to and from various
systems.

7. Assists in the accurate documentation of business requirements, process narratives and
process workflows.

8. Responsible for observing all laws, regulations, and other applicable obligations for
business conducted on behalf of the College.

9. Assist the analysts to provide training and support to all levels of system users.

10. Must have access to a remote working site that is safe and free from interruptions, and
to equipment and a reliable Internet connection sufficient to perform job duties remotely
as required.

11. Performs other duties as assigned.

Required Education and Experience

1. Associates Degree in Computer Science, Computer Information Systems or related field
required. Bachelor’'s degree preferred.
2. Atleast three (3) years of related experience in similar field required.
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Required Knowledge, Skills, and Abilities

Demonstrated proficiency in writing, modifying and executing SQL queries and SQL
stored procedures with of one of the database managements and reporting software
(Toad, Oracle SQL Developer or Argos).

Excellent oral, written, and interpersonal communication skills.

Strong computer skills with knowledge of Microsoft Office including, but not limited to,
Word, Excel, PowerPoint, and Outlook, the Windows environment.

Excellent problem-solving and analytical skills.

Ability to prioritize, organize, and complete multiple tasks with attention to detail, within
stated deadlines.

Ability to work independently as well as a team player within department and with others.
Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

Ability to work evenings and/or weekends as needed;

Demonstrated commitment to achieving the vision and mission of South Texas College.

. Ability to read and interpret documents such as technical and professional manuals,

operating and maintenance instructions, and procedure manuals.

Ability to read, analyze, and interpret common scientific and technical journals, financial
reports, and legal documents.

Ability to write routine reports and correspondence.

Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule
form.

Checks, Certificates, Licenses, and Registrations

. All applicants are subject to a criminal background check under South Texas College

policy.
Security Sensitive position: In addition, subject to federal background check.

Physical Requirements

Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including the
human body.

Perceiving the nature of sounds at normal speaking levels with or without correction.
Ability to receive detailed information through oral communication, and to make the
discrimination in sound.

Ability to make rational decisions through sound logic and deductive processes.
Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading, including
color, depth perception, and field vision.

Visual acuity to determine the accuracy, neatness, and thoroughness of the work
assigned or to make general observations of facilities or structures.



8. Mobility to accomplish tasks, particularly for long distances or moving from one work site
to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities to
perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion, age,
sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities, genetic
information, veteran status, or any other protected category under applicable local, state, or federal law. Conduct
that excludes participation, denies benefits or subjects others to discrimination is prohibited. The College complies
with all applicable policies and state and federal legislation in order to combat discrimination.



South Texas College
Classification Description

Title: Accounting Group Supervisor (Cash Management)

Department: Business Office

Reports to: Senior Manager - Accounting Group

Pay Grade: Executive Administrative Professional - 5

Salary Range: $65,550 - $96,302

Date: 2/6/2026 FLSA Status: Exempt

General Statement of Job

The Accounting Supervisor for Cash Management & Reporting oversees daily cash
operations, investment activities, and compliance with applicable financial regulations. This
position leads the monthly and year-end closing processes, prepares and reviews key
financial reports, and coordinates audit activities to ensure accuracy and adherence to
accounting standards. The role provides supervisory leadership to accounting staff,
strengthens internal controls, and drives process improvements in cash management,
financial reporting, and general ledger operations to support the strategic and fiscal goals of
the institution.

Specific Duties and Responsibilities

Essential Functions:

1.

2.

Oversee daily cash management activities, including monitoring cash flow, liquidity
levels, and banking activity and prepare cash flow forecast.

Manage short-term and long-term investment portfolios in accordance with
institutional policies and state regulations and ensure compliance with the Public
Funds Investment Act (PFIA) and coordinate required training and reporting.
Supervise monthly close activities, including journal entries, accruals, reconciliations,
and variance analysis.

Develop and maintain closing calendars, workflows, and communication protocols
across departments.

Lead the year-end financial close process and Annual Comprehensive Financial
Report (ACFR) preparation, ensuring deadlines are met and financial statements
comply with external and institutional standards.

Prepare and review year-end schedules, footnotes, and supporting documentation
for financial statements.

Oversee development and implementation of improved year-end reporting processes
and internal controls. Coordinate with internal departments, auditors, and external
stakeholders during annual audits.

Supervise, train, and mentor staff within the Cash Management and Accounting
teams and assign tasks, review work, and provide ongoing performance feedback
and coaching.
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Accounting Group Supervisor - Cash Management

Promote a collaborative, service-oriented work environment that supports
departmental and institutional goals. Assist in hiring, onboarding, and professional
development planning for team members.

Ensure compliance with College, state/federal, and other pertinent regulations and
policies. Maintain awareness of changes in industry and state/federal regulations.
Carry out duties and responsibilities with limited supervision. Makes decisions and
establishes work priorities on essential procedure-oriented operations.

Travel throughout the college district, as needed.

Supervise Cash Management financial analyst, accountant and accounting specialist
positions.

Perform other duties as assigned.

Required Education and Experience

. A bachelor’s degree in accounting or finance is required. Master Degree is preferred

At least four (4) years of accounting experience required. Experience with financial
reporting is preferred.

Experience with Workday ERP system is preferred.

Supervisory Experience preferred.

Experience in a higher education institution preferred.

Required Knowledge, Skills and Abilities

Excellent oral, written and interpersonal communication skills.

Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

Knowledge and understanding of accounting principles and practices, including
complex calculations across multiple funding sources, and the ability to prepare and
present financial analysis of funds clearly and concisely.

Proficient in the preparation of worksheets using Excel.

Familiarity with accounting functions and compliance with laws pertaining to
assigned functions.

Proficient with ten key by touch.

Ability to prioritize, organize, and complete multiple tasks with attention to detail,
within stated deadlines.

Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.

Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to read, analyze, and interpret general business periodicals, professional
journals, technical procedures, or governmental regulations.

Ability to write reports, business correspondence, and procedure manuals.

Ability to effectively present information and respond to questions from groups of
managers, clients, customers, and the general public.

Ability to solve practical problems and deal with a variety of concrete variables in
situations with limited standardization.

Ability to interpret a variety of instructions furnished in written, oral, diagram, or



Accounting Group Supervisor - Cash Management

schedule form.

Checks, Certificates, Licenses, and Registrations

1. Security Sensitive position: All applicants are subject to a criminal background check
under South Texas College policy.

In addition, subject to a federal background check.

Must have or qualify for a valid Texas driver’s license and proof of liability insurance.

wnN

Physical Requirements

1. Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
the human body.

2. Bending the body downward and forward by bending the leg and spine.

3. Perceiving attributes of objects, such as size, shape, temperature, or texture by
touching with skin, particularly that of fingertips.

4. Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.

5. Applying pressure to an object with the fingers and palm.

6. Perceiving the nature of sounds at normal speaking levels with or without correction.

7. Ability to receive detailed information through oral communication, and make the
discrimination sound.

8. Raising objects from a lower to a higher position or moving objects horizontally from
position to position. It occurs considerably and requires substantial use of the upper
extremities and back muscles.

9. Ability to make rational decisions through sound logic and deductive processes.

10. Expressing or exchanging ideas by means of the spoken word, including the ability to
convey detailed or important instructions to other workers accurately and concisely.

11. Sitting or standing, particularly for sustained periods of time.

12. Bending the body downward and forward by bending the spine at the waist. It occurs
considerably and requires full motion of the lower extremities and back muscles.

13. Close visual acuity to perform tasks such as preparing and analyzing data and
figures; transcribing; viewing a computer terminal, and extensive reading.

14. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities to
perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee,
applicant for employment, student, or applicant for admission on the basis of race, color,
national origin, ethnicity, religion, age, sex, sexual orientation, gender, gender identity,
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gender expression, pregnancy, parental status, disabilities, genetic information, veteran
status, or any other protected category under applicable local, state, or federal law. Conduct
that excludes participation, denies benefits or subjects others to discrimination is prohibited.
The College complies with all applicable policies and state and federal legislation in order to
combat discrimination.



South Texas College
Classification Description

Title: Accounting Specialist - Student Accounts

Department: Student Accounts

Reports to: Accounting Group Supervisor

Pay Grade: Administrative Technical Support - 5

Salary Range: $43,680 - $61,568

Date: 2/6/2026 FLSA Status: Non-Exempt

General Statement of Job

The Accounting Specialist — Student Accounts is responsible for supporting the accuracy
and integrity of student financial data by monitoring, validating, and maintaining charge
items within Workday Student. This role provides technical and accounting support to the
Student Accounts and Cashiers Office, ensures proper assessment of tuition and fees, and
assists with financial reconciliations, reporting, and compliance. The position requires strong
analytical skills, meticulous attention to detail, and the ability to collaborate with multiple
departments to ensure that all student charge items are configured and applied correctly.

Specific Duties and Responsibilities

Essential Functions:

1. Maintains and updates all Workday Student charge items each academic term,
including courses, mini-mesters, and program-specific fees.

2. Monitors and manages tuition and fee assessment rules using Workday’s calculation
engine and charge configuration features.

3. Collaborates with academic departments and administrative units to establish,
modify, and implement student fees.

4. Participates in system updates, configuration changes, testing cycles, and Workday
releases to ensure billing accuracy and functionality.

5. Reviews student accounts to verify accuracy of charges, payments, adjustments,
waivers, and refunds.

6. Researches, investigates, and resolves discrepancies related to student billing, fees,
and payments.

7. Records, classifies, and summarizes accounting transactions in accordance with
established financial structures and standards.

8. Prepares, monitors, and reconciles daily cashiering activity, bank transactions,
system uploads, batch processes, and assigned accounting reports.

9. Prepares and analyzes financial and operational reports, ensuring accuracy, quality
control, and adherence to deadlines.

10. Assists with annual 1098-T reporting through data review, quality checks, and error
resolution.

11. Ensures compliance with institutional policies, state and federal regulations, audit
requirements, and documentation standards.
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12. Extracts, processes, validates, and assembles data using Workday Student,
TouchNet, Ellucian Campus Receivables Collector, Banner, Argos, and collection
agency reporting tools.

13. Provides administrative, organizational, and technical support to Cashiers and
Student Accounts operations, including coordinating projects and aligning billing
processes across departments.

14. Responds to inquiries from students, staff, and external partners with
professionalism and attention to detail, and develops resources, guides, and tools to
support effective student financial services.

15. Travel throughout the college district, as needed.

16. Perform other duties as assigned.

Required Education and Experience

1. A bachelor’s degree in Business Administration required. Accounting or Finance
major is preferred.

2. Atleast two (2) years of accounting experience required.

3. Experience with Workday ERP system is preferred.

4. Experience in a higher education institution preferred.

Required Knowledge, Skills and Abilities

1. Excellent oral, written and interpersonal communication skills.

2. Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

3. Knowledge and understanding of accounting principles and practices, including

complex calculations across multiple funding sources, and the ability to prepare and

present financial analysis of funds clearly and concisely.

Proficient in the preparation of worksheets using Excel.

Familiarity with accounting functions and compliance with laws pertaining to

assigned functions.

Proficient with ten key by touch.

Ability to prioritize, organize, and complete multiple tasks with attention to detail,

within stated deadlines.

8. Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

9. Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.

10. Demonstrated ability to interact effectively with a diverse, multicultural college
population.

11. Demonstrated commitment to achieving the vision and mission of South Texas
College.

12. Ability to read, analyze, and interpret general business periodicals, professional
journals, technical procedures, or governmental regulations.

13. Ability to write reports, business correspondence, and procedure manuals.

14. Ability to effectively present information and respond to questions from groups of
managers, clients, customers, and the general public.

15. Ability to solve practical problems and deal with a variety of concrete variables in
situations with limited standardization.
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Accounting Specialist - Student Accounts

16. Ability to interpret a variety of instructions furnished in written, oral, diagram, or
schedule form.

Checks, Certificates, Licenses, and Registrations

1. Security Sensitive position: All applicants are subject to a criminal background check
under South Texas College policy.

2. In addition, subject to a federal background check.

3. Must have or qualify for a valid Texas driver’s license and proof of liability insurance.

Physical Requirements

1. Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
the human body.

2. Bending the body downward and forward by bending the leg and spine.

3. Perceiving attributes of objects, such as size, shape, temperature, or texture by
touching with skin, particularly that of fingertips.

4. Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.

5. Applying pressure to an object with the fingers and palm.

6. Perceiving the nature of sounds at normal speaking levels with or without correction.

7. Ability to receive detailed information through oral communication, and make the
discrimination sound.

8. Raising objects from a lower to a higher position or moving objects horizontally from
position to position. It occurs considerably and requires substantial use of the upper
extremities and back muscles.

9. Ability to make rational decisions through sound logic and deductive processes.

10. Expressing or exchanging ideas by means of the spoken word, including the ability to
convey detailed or important instructions to other workers accurately and concisely.

11. Sitting or standing, particularly for sustained periods of time.

12. Bending the body downward and forward by bending the spine at the waist. It occurs
considerably and requires full motion of the lower extremities and back muscles.

13. Close visual acuity to perform tasks such as preparing and analyzing data and
figures; transcribing; viewing a computer terminal, and extensive reading.

14. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities to
perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,



Accounting Specialist - Student Accounts

age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Senior Administrative Assistant

South Texas College
Classification Description

Title: Senior Administrative Assistant

Dept: Department of Public Safety

Pay Grade: ATS 4

Salary Range: $39,520- $55,702

Date:4/16/2026 FLSA Status: Non-Exempt

General Statement of Job

The Senior Administrative Assistant assists with facilitating communications between the
Department of Public Safety and the College. The Senior Administrative Assistant provides
administrative support to the Chief of Police, administrators, and Department of Public
Safety staff by planning and following up on administrative matters and by performing the
following essential duties and other duties as assigned.

Specific Duties and Responsibilities

Essential Functions:

1. Provides administrative support and assistance to the Chief of Police, administrators,
division, and office staff.

2. Facilitate communications within the Department of Public Safety and the College by
anticipating, planning, and following up on administrative matters.

3. Archives confidential information and stores it based on the Records Retention

Cycle.

Assists in administrative affairs of the Chief of Police.

Assists with the coordination of the Chief of Police and administrators’ calendar.

Collects data and information required to prepare reports and documents as

requested.

Coordinates activities/reports with other departments and divisions.

Manages and/or monitors multiple activities and coordinated tasks, with some

weekend and evening work required to meet strict deadlines.

9. Responds to inquiries and directs to appropriate department staff.

10. Addresses problems and concerns as they come to the Department of Public Safety
and formulates solutions or refers to the College’s policies and procedures for
guidance.

11. Represents the Department of Public Safety with good customer service, providing
correct information and maintaining a professional image.

12. Maintains and updates documents outlining and explaining division procedures and
policies.

13. Reviews and maintains budget for the Department of Public Safety accounts.

14. Assists in the Department of Public Safety meetings, as well as the coordination of
the equipment to be used, and the refreshments to be served at meetings and
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Senior Administrative Assistant

scheduled events.
15. Organizes and conducts consistent training for division’s support staff.
16. Creates and prepares meeting minutes.
17. Verifies Department of Public Safety documentation, as needed.
18. Performs other duties as assigned.

Required Education and Experience

Bachelor's Degree in related field required.
. Atleast two (2) years’ work experience in a professional work setting is required.

N~

Required Knowledge, Skills and Abilities

—_—

Excellent oral, written and interpersonal communication skills.

2. Demonstrated expertise in computers and office automation, including word
processing, spreadsheets, Excel, PowerPoint, Access (database) and overall
knowledge of the Windows environment.

3. Strong proficiency in composing correspondence and preparing lengthy documents
and reports.

4. Ability to prioritize, organize and complete multiple tasks.

5. Ability to work independently as well as a team player within department and with
others.

6. Ability to exercise sound judgment within a fast-paced and stressful office
environment.

7. Interact with the public in a positive manner, answer questions regarding programs

and department matters, and refer the public to the appropriate office.

Possess strong critical-thinking and problem-solving skills.

Professional pride and commitment to perform all responsibilities with high quality,

accuracy and timeliness.

10. Ability to read and interpret documents such as safety rules, operating and
maintenance instructions, and procedure manuals. Strong proficiency in composing
correspondence and in preparing lengthy documents and reports, both accurately
and with attention to detail. Ability to address problems and concerns from students,
faculty, staff and the public, and formulate solutions with great attention given to
customer service.

11. Ability to apply common sense understanding to carry out instructions furnished in

written, oral, or diagram form. Ability to deal with problems involving several concrete

variables in standardized situations.

©

Checks, Certificates, Licenses, and Registrations

1. Security Sensitive position: All applicants are subject to a criminal background check
under South Texas College policy.

2. In addition, subject to a federal background check.

3. Must have or qualify for a valid Texas driver's license and proof of liability insurance.

Physical Requirements

1. Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
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the human body.

2. Ascending or descending ladders, stairs, scaffolding, ramps, poles and the like,
using feet and legs and/or hands and arms. Body agility is emphasized.

3. Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.

4. Applying pressure to an object with the fingers and palm.

5. Ability to receive detailed information through oral communication, and to make the
discrimination in sound.

6. Ability to make rational decisions through sound logic and deductive processes.

7. Using upper extremities to press against something with steady force in order to

thrust forward, downward or outward.

Extending hand(s) and arm(s) in any direction.

Expressing or exchanging ideas by means of the spoken word including the ability to

convey detailed or important spoken instructions to other workers accurately and

concisely.

10. Expressing or exchanging ideas by means of the spoken word including those
activities in which they must convey detailed or important spoken instructions to
other workers accurately, loudly, or quickly.

11. Have close visual acuity to perform an activity such as: preparing and analyzing data
and figures; transcribing; viewing a computer terminal; and/or extensive reading.

12. Visual Acuity to determine the accuracy, neatness, and thoroughness of the work
assigned or to make general observations of facilities or structures.

13. Moving about on foot to accomplish tasks, particularly for long distances or moving
from one work site to another.

© x

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodation may be made to enable qualified individuals with disabilities to
perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Specialist -Compensation

South Texas College
Classification Description

Title: Specialist Compensation

Reports to: Compensation and Payroll Manager

Department: Human Resources

Pay Grade: ATS-05

Salary Range: $43,680- $61,568

Date: 05/19/2022 FLSA Status: Non-Exempt

General Statement of Job

Assists the Compensation and Payroll Manager with the development, implementation and
administration of compensation and related programs. Responsible for a wide variety of
duties within compensation involving application and interpretation of rules, regulations,
policies and procedures and surveys.

Specific Duties and Responsibilities

Essential Functions:

Conducts research and analysis to establish/validate appropriate salary grades.

Researches and analyzes compensation and related Human Resources issues.

Keeps up to date on current compensation trends, laws and regulations.

Participates and assists in salary surveys to analyze data to determine market

competitiveness.

5. Compiles incumbent salary data from various sources and participates in external
salary surveys.

6. Establishes and maintains consistent compensation analysis procedures and
ensures compliance with compensation setting methodology and guidelines.

7. Maintains and updates a task list of pending classification reviews and other
compensation actions.

8. Participates in the preparation and review of data for college-wide salary
adjustments.

9. Responsible for processing educational supplements for all classifications.

10. Participates in the preparation and review of the college staffing plan and pay plan.

11. Assists with gathering relevant data, analyze problems and evaluate alternatives for
appropriate recommendations.

12. Maintains and distribute as appropriate, current employee information and other
communications.

13. Responsible to prepare clear, accurate and persuasive reports, and other written
materials and analytics.

14. Maintains standard procedures to accomplish assigned tasks while managing
multiple and changing priorities.

15. Travels throughout the college district, as needed.
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16. Performs other duties as assigned.
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Required Education and Experience

Bachelor's Degree in Accounting, Human Resources Management, or related field
required.

At least two (2) years of relevant professional work experience required.

At least three (3) years of experience in human resources, compensation
administration, financial analysis or accounting, preferred.

Required Knowledge, Skills and Abilities

Strong computer skills with knowledge of Microsoft Office including, but not limited to,
Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

Knowledge of quantitative and qualitative research methods.

Knowledge of human resources laws, regulations and best practices.

Excellent organizational skills.

Ability to work under pressure and meet deadlines.

Ability to prioritize, organize, and complete multiple tasks with attention to detail, within
stated deadlines.

Proficient in preparation of worksheets using Excel.

Proficient with ten key by touch and other office technology.

. Ability to work evenings and/or weekends as needed; willing to travel throughout the

college district using own means of reliable transportation.

Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to read, analyze, and interpret general business periodicals, professional
journals, technical procedures, or governmental regulations. Ability to write reports,
business correspondence, and procedure manuals.

Ability to effectively present information and respond to questions from groups of
manager's clients, customers, and the general public.

Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

Checks, Certificates, Licenses, and Registrations

Security Sensitive position: All applicants are subject to a criminal background check
under South Texas College policy.

In addition, subject to a federal background check.

Must have or qualify for a valid Texas driver's license and proof of liability insurance.

Physical Requirements

Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
the human body.

Perceiving the nature of sounds at normal speaking levels with or without correction.
Ability to receive detailed information through oral communication, and to make the
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discrimination in sound.

3. Ability to receive detailed information through oral communication, and to make the

discrimination in sound.

Bending legs at knee to come to a rest on knee or knees.

Raising objects from a lower to a higher position or moving objects horizontally from

position-to-position. Occurs to a considerable degree and requires substantial use of

upper extremities and back muscles.

Ability to make rational decisions through sound logic and deductive processes.

Using upper extremities to exert force in order to draw, haul or tug objects in a

sustained motion.

8. Using upper extremities to press against something with steady force in order to
thrust forward, downward or outward.

9. Extending hand(s) and arm(s) in any direction.

10. Substantial movements (motions) of the wrist, hands, and/or fingers.

11. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

12. Sitting particularly for sustained periods of time.

13. Expressing or exchanging ideas by means of the spoken word including those
activities in which they must convey detailed or important spoken instructions to
other workers accurately, loudly, or quickly.

14. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading.

15. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.
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The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Analyst - Benefits and Leave

South Texas College
Classification Description

Title: Analyst - Teacher Retirement System

Dept: Office of Human Resources

Reports to: Supervisor - Benefits

Pay Grade: (ATS, EAP) Salary Range: $00,000-$00,0000
Date: 00/00/2026 FLSA Status: Non-Exempt

General Statement of Job

The Teacher Retirement System Analyst reports to the Benefits Supervisor and will
assist the Benefits Supervisor and Senior Benefits Manager in administering all
health insurance benefits, retirement plans, state reporting, employee absences, and
benefits deductions for all college employees. The Teacher Retirement System
Analyst will facilitate the administration of the Teacher Retirement System (TRS)
state monthly reporting.

Specific Duties and Responsibilities

Essential Functions:

-_—

Coordinates and administers employee benefit plans.

2. Administers the reporting Teacher Retirement System (TRS) program which
encompasses in processing & out processing TRS eligible employees, employment
after retirement employees.

3. Serves as a subject matter expert to employees, retirees, management and college
leaders in benefits, leave, retirement and critical benefit related situations.

4. Prepares, maintains, and submits electronic files and reports for Teacher Retirement
System (TRS) reporting

5. Assists prospective retirees and prepares & processes Teacher Retirement System
(TRS) paperwork.

6. Review and process prior school district and/or state verification records to
determine eligibility under Teacher Retirement System (TRS).

7. Evaluates and compares existing employee benefits with those of other employers
by analyzing plans, surveys, and other sources of information; provides
recommendations for review by management.

8. Prepares all payroll maintenance and supporting documentation in a timely manner
to comply with applicable federal and state laws and College policies and
procedures.

9. Develops and conducts training and new hire orientation sessions regarding college
benefits, retirement and optional plans.

10. Provides vendors with appropriate documentation for work related injuries/ilinesses,
life, pension, and disability benefits claims.

11. Maintains confidentiality related to sensitive information.
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Analyst - Benefits and Leave

Travels throughout campus as needed.

Assists with coordinating and attends annual enroliment, benefits, wellness, and
retirement fairs, as needed.

Performs other duties as assigned.

Required Education and Experience

Bachelor’'s degree in Human Resources, Business Administration or related field
required.

At least one (1) year of benefits related experience required.

Experience in higher educational setting is highly preferred.

Working knowledge of benefit programs in higher educational setting is preferred.
Advanced MS Office proficiency, including spreadsheet, database, and research
skills required.

Required Knowledge, Skills and Abilities

Excellent oral, written, presentation, and interpersonal communication skills.
Excellent customer service.

Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

Bilingual, English/Spanish, preferred.

Ability to work evenings and/or weekends as needed; willing to travel throughout
Hidalgo and Starr counties using own means of reliable transportation.
Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to read, analyze, and interpret policies and procedures, and/or governmental
regulations.

Ability to write reports, business correspondence, and procedure manuals.

Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

Ability to interpret a variety of instructions furnished in written, oral, diagram, or
schedule form.

Checks, Certificates, Licenses, and Registrations

Security Sensitive position: All applicants are subject to a criminal background check
under South Texas College policy.
Must have or qualify for a valid Texas driver's license and proof of liability insurance.

Physical Requirements

Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
the human body.

Bending the body downward and forward by bending leg and spine.

Perceiving attributes of objects, such as size, shape, temperature or texture by
touching with skin, particularly that of fingertips.

Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
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the whole hand as in handling.

Applying pressure to an object with the fingers and palm.

Perceiving the nature of sounds at normal speaking levels with or without correction.

Ability to receive detailed information through oral communication, and to make the

discrimination in sound.

8. Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.

9. Ability to make rational decisions through sound logic and deductive processes.

10. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

11. Standing particularly for sustained periods of time.

12. Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back
muscles.

13. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading.

14. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

Noo

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



South Texas College
Classification Description

Title: Accounting Specialist (Budget)

Dept: Business Office

Reports to: Senior Manager - Budget

Salary Range: $43,680 - $61,568

Pay Grade: Administrative Technical Support- 5

Date: 3/6/2026 FLSA Status: Non-Exempt

General Statement of Job

The Accounting Specialist assists with various accounting functions in the Budget area of
the Business Office. Responsible for posting entries, reviewing budget adjustments and
student club disbursements, preparing financial reports, and reconciling accounts.

Specific Duties and Responsibilities

Essential Functions:

1. Performs assigned accounting functions within the Budget area of the Business
Office.

2. Reviews and approves budget change requests, interdepartmental transfers, and
student club disbursement requests, travel authorizations, and vouchers.

3. Prepares and enters accurate and timely accounting journals, revenue entries, and
budget changes.

4. Prepares accurate and timely financial reports, account reconciliations, and other

projects when necessary.

Assists departments and student clubs with balance inquiries.

Investigates discrepancies and resolves questions and issues related to assigned

accounting function.

Assists with preparing local, state, and federal reports.

Assists in the preparation of the Annual Comprehensive Financial Report by

preparing documentation, financial reports, and financial notes.

9. Maintains record retention for the Budget area in accordance with college policy and
regulatory requirements.

10. Ensures compliance with College, state/federal, and other pertinent regulations and
policies and procedures.

11. Assists and cross-trains staff and departments, and maintains working knowledge of
different duties when assigned to a backup role.

12. Assists with Workday testing as needed.

13. Travels throughout the college district, as needed.

14. Performs other duties as assigned.
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Accounting Assistant

Required Education and Experience

Bachelor’'s degree in Accounting or related field required.
At least two (2) years of accounting experience required.
Experience with financial records system, preferred.
Experience in a higher education institution, preferred.

Required Knowledge, Skills and Abilities

Excellent oral, written and interpersonal communication skills.

Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

Familiarity with accounting functions and compliance with laws pertaining to
assigned functions.

Proficient with ten key by touch.

Knowledge of tax deposit preparation.

Ability to prioritize, organize, and complete multiple tasks with attention to detail,
within stated deadlines.

Ability to work independently as well as a team player within department and with
others.

Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.

Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to read, analyze, and interpret general business periodicals, professional
journals, technical procedures, or governmental regulations.

Ability to write reports, business correspondence, and procedure manuals.

Ability to effectively present information and respond to questions from groups of
managers, clients, customers, and the general public.

Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

Ability to interpret a variety of instructions furnished in written, oral, diagram, or
schedule form.

Checks, Certificates, Licenses, and Registrations

Security Sensitive position: All applicants are subject to a criminal background check
under South Texas College policy.

In addition, subject to federal background check.

Must have or qualify for a valid Texas driver's license and proof of liability insurance.

Physical Requirements

Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
the human body.

Bending the body downward and forward by bending leg and spine.
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3. Perceiving attributes of objects, such as size, shape, temperature or texture by
touching with skin, particularly that of fingertips.

4. Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.

5. Applying pressure to an object with the fingers and palm.

6. Perceiving the nature of sounds at normal speaking levels with or without correction.

7. Ability to receive detailed information through oral communication, and to make the
discrimination in sound.

8. Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.

9. Ability to make rational decisions through sound logic and deductive processes.

10. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

11. Standing particularly for sustained periods of time.

12. Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back
muscles.

13. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading.

14. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Associate Director - FAS Data Analysis and Reporting

South Texas College
Classification Description

Title: Associate Director - FAS Data Analysis and Reporting

Department: Finance and Administrative Services

Reports to: Vice President of Finance and Administrative Services

Pay Grade: - Executive Administrative Professional - 9

Salary Range: $84,735.00 - $121,935.00

Date: 09/24/2020, revised 4/28/26 FLSA Status: Exempt

General Statement of Job

The Finance and Administrative Services (FAS) Administrative Officer is responsible for
providing professional-level executive administrative, technical data analysis, and reporting
support to the Vice President for Finance and Administrative Services (VPFAS) in the
coordination, and management of the operations of the Office of the Vice President for
Finance and Administrative Services and the Finance and Administrative Services Division.
Works closely with the VPFAS on tactical, strategic, and long-term planning and daily
administration of the operation of the Division of the Finance and Administrative Services.
Supervises by transforming complex data into clear and actionable insights and the
preparation, accuracy, and distribution of key administrative reports across multiple
departments, and coordinates the work of FAS Project Managers and other office staff.

Specific Duties and Responsibilities

Essential Functions:

1. Responsible for providing administrative leadership support to VPFAS and direction
to FAS Division leadership and collaborates and coordinates with the Divisions’
Directors and leaders on assigned functions and initiatives.

2. Assists the VPFAS with monitoring FAS Departments’ budgets, verifying compliance,
and ensuring overall accountability of functional activities, including data analysis,
and reporting in each area.

3. Works closely with FAS Directors and leaders in the assessment of the effectiveness
and quality of all finance and administrative services functions, including
administering surveys, self-assessments, and peer-assessments.

4. Assists the VPFAS in providing leadership and direction for the FAS Division’s and
Departments’ I.E. Plan, Comprehensive Plan, Risk Assessment, Communication
Plan, Internal Control Plan, Fraud Awareness Plan, Continuity Operations Plan,
Emergency Preparedness Plan, Employee Professional Development Plan,
Accreditation Standards, Internal and External Audits, and other projects and plans.

5. Oversees the progress, completion, and documentation of FAS Divisions’ projects
and tasks, including information technology projects.
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Associate Director - FAS Data Analysis and Reporting

Works closely with FAS Directors and leaders in overseeing and assisting in the
planning, compilation, and completion of board meeting agenda items and
supporting documentation.

Works closely with the VPFAS on tactical, strategic, and long-term planning and daily
administration of the Division of the Finance and Administrative Services.

Prepares clear and concise reporting and presentations on finance and
administrative functions and operations.

Documents data analysis in written reports, utilizing graphs, process mapping,
dashboards, historical trends, and assumptions.

Analyze financial, operational, and other institutional and external data to identify
trends, risks, and opportunities.

Translate complex data findings into concise reports and presentations for executive
leadership.

Provide data-driven recommendations to support policy development and
institutional priorities.

Design, prepare, and maintain recurring and ad hoc reports for executive leadership.
Develop dashboards and visualizations to enhance accessibility and understanding
of key metrics using Workday, advanced Excel, and other softwares.

Ensure consistency, accuracy, and integrity of data across all reporting platforms.
Oversee the preparation and submission of administrative reports for the FAS
Division departments, including Business Office, Office of Human Resources,
Department of Public Safety, and other departments as assigned.

Coordinate with department heads to ensure timely and accurate data collection and
reporting.

Maintain compliance with local, state, and federal reporting requirements.

Serve as a liaison between departments to standardize data definitions and reporting
processes.

Provide training and guidance to staff on data collection, reporting tools, and best
practices.

Support institutional initiatives by providing analytical expertise and reporting
support.

Oversees the progress and completion of the FAS Division Departments’ goals and
strategies, including the Division’s overarching goals.

Promotes the Division’s mission and vision, innovation, quality, accountability, and
continuous improvement.

Provides leadership over planning and organization of Office of VPFAS’ record
retention process and official documents, including electronic records and paper
files.

Responds to complex inquiries and complaints received from internal and external
sources regarding the Divisions’ subject matter.

Promotes internal and external communication by providing updates of major
initiatives and activities of the area to all stakeholders.

Exhibits creative ability in developing processes, procedures, and programs.
Researches, documents, and analyzes specific issues to provide subject matter
information and to serve as knowledge expert in area of assignment.

Maintains knowledge of internal controls, College’s policies and procedures, and
applicable federal, state, and local laws and regulations.

Represents the VPFAS in meetings and events, as needed.

Serves on or chairs College-wide or FAS Division committees.
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Associate Director - FAS Data Analysis and Reporting

Executes tasks using significant judgment and initiative with a high degree of
professionalism, confidentiality, and accuracy to determine the approach, or action to
take in non-routine situations.

Exhibits strong leadership and communication skills and be able to work effectively
as part of the FAS administrative team.

Travels throughout the college district, as needed.

Recommends for hire, supervises, trains, mentors, assigns schedules, and evaluates
the FAS Project Managers, and other office staff, as assigned.

Performs other duties as assigned.

Required Education and Experience

Bachelor’s degree in finance, Accounting, Business Administration, Data Analytics,
Public Administration, or a related field required.

At least five (5) years of experience in data analysis, or financial analysis, and
reporting required.

Strong analytical skills with experience interpreting complex datasets.

Familiarity with ERP systems.

Knowledge of regulatory reporting requirements in a community college setting
preferred.

Master’s degree in Business Administration or related field preferred.

Experience in higher education and in community college setting preferred.

Required Knowledge, Skills and Abilities

Excellent oral, written, presentation, and interpersonal communication skills.
Strong computer skills with advanced proficiency knowledge of Microsoft Office
(Word, Excel, PowerPoint, and Outlook) and internet research skills.

Ability to prioritize and manage multiple projects that require demonstrated
leadership ability.

Ability to analyze situations quickly and objectively and to determine proper course of
action.

Team player with the ability to collaborate with all college departments, functions,
and other support services.

Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.

Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to read, analyze, and interpret general business periodicals, professional
journals, technical procedures, and governmental regulations.

Ability to write reports, business correspondence, and procedure manuals.

Ability to effectively present information and respond to inquiries from executive
management, faculty, staff, students, public groups, regulatory agencies, and/or
Boards of Trustees.

Ability to define problems, collect data, establish facts, and draw valid conclusions.
Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

Ability to interpret a variety of instructions furnished in written, oral, diagram, or
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schedule form.

Checks, Certificates, Licenses, and Registrations

1. Security Sensitive position: all applicants are subject to a criminal background check
under South Texas College policy.

In addition, subject to a federal background check.

Must have or qualify for a valid Texas driver’s license and proof of liability insurance.

wn

Physical Requirements

1. Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force to
move objects.

2. Perceiving the nature of sounds at normal speaking levels with or without correction.

3. Ability to receive detailed information through oral communication, and to make the
discrimination in sound.

4. Ability to make rational decisions through sound logic and deductive processes.

5. Applying pressure to an object with the fingers and palm.

6. Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.

7. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

8. Sitting particularly for sustained periods of time.

9. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures, transcribing, viewing a computer terminal, and/or extensive reading,
including color, depth perception, and field vision.

10. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



South Texas College
Classification Description

Title: Bus Driver

Department: Student Transportation Services

Reports to: Public Safety & Transportation Services Manager

Pay Grade: Operations Support- 3

Salary Range: $36,400-$51,293

Date: 09/28/2022 FLSA Status: Non-Exempt

General Statement of Job

The Bus Driver transports students, faculty, staff, and others between college campuses
and the Park and Ride lot. Responsible for the safe operation of the shuttle buses, which
includes daily safety inspections, fueling, and maintaining order in the vehicle. When shuttle
service is not required, the Bus Driver assists with other duties, including vehicle
cleaning/maintenance, parking/traffic management, security on college property and/or
general office duties.

Specific Duties and Responsibilities

Essential Functions:

Drives a full-sized passenger bus in compliance with applicable laws and regulations.

Drives designated bus routes, fuels bus daily, and removes debris and trash.

Discharges riders only at authorized stops.

Reports all accidents and incidents, from minor to major, to the dispatch office and

supervisor immediately; completes required reports, and submits them to the

supervisor.

5. Exercises responsible leadership and provides timely notice when unable to perform
duties as scheduled.

6. Maintains order when operating the bus and reports undisciplined individuals to the
proper authority.

7. Ensures proper and quick evacuation in case of an emergency.

8. Ensures proper condition of bus by conducting “pre” and “post” trip inspections and
completes daily inspection reports.

9. Reports defective equipment to the supervisor.

10. Ensures maintenance of the bus following department procedures.

11. Takes bus for maintenance and repair when needed.

12. Ensures proper and quick evacuation in case of an emergency.

13. Prepares and submits reports that include the number of passengers, trips, hours on
route, purchases of gasoline, and mileage.

14. Turns in lost/found items and reports suspicious circumstances/safety hazards in
parking lots and on designated bus routes pertaining to.

15. Strives continually to promote the safety, health and comfort of students, faculty,
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Bus Driver

staff, and others in the performance of duties.

16. Maintains knowledge of college bus rules, regulations, and procedures by attending
training as specified by the supervisor.

17. Maintains current Commercial Driver’s License (CDL) and certification as specified
by the Texas Department of Public Safety.

18. Strives continually to promote the safety, health and comfort of students, faculty,
staff, and others in the performance of duties and maintains confidentiality.

19. Answers questions about schedules, routes, and transfer points.

20. Performs other duties as assigned.

Required Education and Experience

1. High School Diploma or GED required.

Required Knowledge, Skills and Abilities

Excellent oral, written and interpersonal communication skills.

Must be willing to learn computer usage related to position.

Bilingual, English/Spanish, preferred.

Must be willing and able to work various hours and rotating shifts during the hours of

operation as assigned.

Ability to work evenings and/or weekends as needed.

Ability to read and interpret documents such as safety rules, operating and

maintenance instructions, and procedure manuals.

Ability to write routine reports and correspondence.

Ability to speak effectively before groups of students, customers or employees of

organization.

9. Ability to apply practical understanding to carry out detailed but uninvolved written or
oral instructions.

10. Ability to deal with problems involving a few concrete variables in standardized

situations.
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Checks, Certificates, Licenses, and Registrations

1. Security Sensitive position: all applicants are subject to a criminal background check
under South Texas College policy.

2. In addition, subject to a federal background check.

3. Safety Sensitive position: participation in a drug and alcohol testing program under
Federal Transit Administration guidelines is required.

4. Must have a valid Texas Class A or B Commercial Driver's License (CDL) with
passenger (P) endorsement.

5. Must have current Department of Transportation (DOT) Medical Card.

Physical Requirements

1. Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
the human body.

2. Ascending or descending ladders, stairs, scaffolding, ramps, poles and the like,
using feet and legs and/or hands and arms. Body agility is emphasized.
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3. Moving about on hands and knees or hands and feet.

4. Bending the body downward and forward by bending leg and spine.

5. Perceiving attributes of objects, such as size, shape, temperature or texture by
touching with skin, particularly that of fingertips.

6. Picking, pinching, typing, or otherwise working, primarily with fingers rather than with

the whole hand as in handling.

Applying pressure to an object with the fingers and palm.

Perceiving the nature of sounds at normal speaking levels with or without correction.

Ability to receive detailed information through oral communication, and to make the

discrimination in sound.

10. Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position and requires substantial use of upper extremities and back
muscles.

11. Ability to make rational decisions through sound logic and deductive processes.

12. Expressing or exchanging ideas by means of the spoken word including those
activities in which they must convey detailed or important spoken instructions to
other workers accurately, loudly, or quickly.

13. Visual acuity to operate motor vehicles and/or heavy equipment.

14. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.
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Work Environment:

1. While performing the duties of this job, the employee is occasionally exposed to
outside weather conditions, including inclement weather, excessive noise,
intermittent, fumes, smoke or gases, grease and oils.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.
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Graphic Designer Il

South Texas College
Classification Description

Title: Graphic Designer Il

Dept: Communication and Creative Services

Reports to: Executive Director of Public Relations and Marketing

Pay Grade: Administrative Technical Support - 5

Salary Range: $43,680.00 - $61,568.00

Date: 11/10/2022 FLSA Status: Non-Exempt

General Statement of Job

The Graphic Designer Il researches, conceives and designs artwork for College and
departmental publications, marketing materials, event collateral, major publications and/or
other print and electronic communications vehicles.

Specific Duties and Responsibilities

Essential Functions:

1. Designs and layout in-house projects.

Works with creative services team to produce external special edition publications
and major publications including the College catalog.

3. Designs various collateral, including but not limited to ads, brochures, fliers, reports
and other materials used in the College's advertising, information, development and
recruiting efforts.

4. Designs College event collateral.

5. Meets critical deadlines for marketing information.

6. Contacts and meets with requesting departments regarding publication projects.

7. Documents status reports of projects.

8. Assists supervisor with project requests, quotes and Public Relations and Marketing
approvals, as needed.

9. Keeps current on trends and development of design, print publication and software.

10. Presents and proposes design solutions to supervisor and clients.

11. Reviews and approves vendor progress by proofing systems.

12. Monitors printing production.

13. Consults and discusses photographic shoots with photographers according to project
specifications.

14. Performs other duties as assigned.

Required Education and Experience

1. Associate’s Degree in Graphic Design, Art, or related field required; Bachelor’s
degree preferred.
2. Atleast three (3) years of relevant work experience in higher education or
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ad/marketing agency required.

Required Knowledge, Skills and Abilities

Excellent oral, written, and interpersonal communication skills.

Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

Desktop publishing knowledge with a strong sense of design.

Proficient in the use of graphic design software including Adobe Photoshop, Adobe
lllustrator, Adobe InDesign, and Adobe Acrobat Pro.

Ability to prioritize, organize, and complete multiple tasks with attention to detail,
within stated deadlines.

Ability to work independently as well as a team player within department and with
others.

Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.

Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to effectively present information and respond to questions from groups of
students, employees, managers, clients, customers, and the general public.
Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

Ability to interpret a variety of instructions furnished in written, oral, diagram, or
schedule form.

Checks, Certificates, Licenses, and Registrations

Security Sensitive position: All applicants are subject to a criminal background check
under South Texas College policy.
Must have or qualify for a valid Texas driver's license and proof of liability insurance.

Physical Requirements

Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force to
move objects.

Perceiving the nature of sounds at normal speaking levels with or without correction.
Ability to receive detailed information through oral communication, and to make the
discrimination in sound.

Substantial movements (motions) of the wrist, hands, and/or fingers.

Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

Expressing or exchanging ideas by means of the spoken word including those
activities in which they must convey detailed or important spoken instructions to
other workers accurately, loudly, or quickly.

Visual acuity to perform an activity such as preparing and analyzing data and figures;
transcribing; viewing a computer terminal; and/or extensive reading, including color,
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depth perception, and field vision.
8. Visual acuity to determine the accuracy, neatness, and thoroughness of the work
assigned or to make general observations of facilities or structures.

9. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Communication Specialist

South Texas College
Classification Description

Title: Communication Specialist

Dept: Public Relations/Marketing

Reports to: Director of Public Relations and Marketing

Pay Grade: Administrative Technical Support- 4

Salary Range: $39,520- $55,702

Date: 09/19/2023 FLSA Status: Non-Exempt

General Statement of Job

The Communication Specialist is responsible for moderating communications between the
College and various media outlets such as newspapers, radio broadcasts and television
stations and social media. The Communication Specialist writes, edits, and assists with the
development and execution of a wide range of editorial projects for external and internal
audiences.

Specific Duties and Responsibilities

Essential Functions:

1. Responsible for the development and execution of a wide range of editorial projects
for external and internal audiences.

2. Writes and edits for recurring publications and electronic news distribution.

3. Counsels internal clients on editorial matters.

4. Accepts assignments on a wide range of topics from PR and Communication
Manager, and also develops own story ideas based on in-depth knowledge of the
College and as a result of personal contacts developed through the College.

5. Discusses story ideas with managers and determines scope, deadlines, word counts
and photo or other graphic possibilities.

6. Submits stories that are well-researched and well-reported, grammatically and
factually sound, clearly written and interesting to read, conform to AP style, are
balanced in viewpoint and that follow standards of excellent journalism.

7. Writes and distributes press releases to appropriate media outlets and writes content
within social media channels, including blog posts, tweets, pins, photos and videos.

8. Pitches stories to news media as assigned.

9. Assist in developing social media strategies to market the college and its successes
to grow an audience and build brand awareness.

10. Assists in maintaining and growing business presence across social media channels
including, but not limited to: X, formerly Twitter, Facebook, LinkedIn, YouTube,
Instagram.

11. Leverages measurement tools to provide progress reports and insights of social
media to successfully promote the college and its programs.

12. Arranges photography and/or press coverage for special events
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Communication Specialist

Performs other duties as assigned.

Required Education and Experience

Bachelor's Degree in Journalism, Communication Arts or related field required.

. Atleast two (2) years of professional experience in publication production, writing

and editing, preferred.
Experience with media relations in an educational setting, preferred.

Required Knowledge, Skills and Abilities

Excellent oral, written and interpersonal communication skills.

Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

Familiarity with pitching stories to news media.

Familiarity of DSLR camera equipment.

Working knowledge of social media platforms

Ability to identify and pursue stories that adhere to strategic priorities.

Ability to prioritize, organize, and complete multiple tasks with attention to detail,
within stated deadlines.

Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.

Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

Ability to work independently as well as a team player within the department and with
others.

Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

Ability to interpret a variety of instructions furnished in written, oral, diagram, or
schedule form.

Checks, Certificates, Licenses, and Registrations

. All applicants are subject to a criminal background check under South Texas College

policy.
Must have a valid Texas driver’s license and proof of liability insurance.

Physical Requirements

Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
the human body.

Bending the body downward and forward by bending leg and spine.

Perceiving attributes of objects, such as size, shape, temperature or texture by
touching with skin, particularly that of fingertips.

Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.
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Applying pressure to an object with the fingers and palm.

Perceiving the nature of sounds at normal speaking levels with or without correction.

Ability to receive detailed information through oral communication, and to make the

discrimination in sound.

8. Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.

9. Ability to make rational decisions through sound logic and deductive processes.

10. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

11. Standing particularly for sustained periods of time.

12. Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back
muscles.

13. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading.

14. Mobility to accomplish tasks, particularly for long distances or moving from one work

site to another.
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The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



South Texas College
Classification Description

Title: Resource Development Officer

Department: Office of Sponsored Initiatives

Reports to: Executive Director - Office of Sponsored Initiatives

Pay Grade: Executive Administrative Professional - 3

Salary Range: $52,191.00 - $76,676.00

Date: 03/11/2025 FLSA Status: Exempt

General Statement of Job

The Resource Development Officer provides strategic and technical support across
the pre-award, post-award, and closeout phases of the sponsored project lifecycle.
This position designs, implements, and maintains internal systems and digital
infrastructure. The role engages cross-divisionally to strengthen workflow efficiency,
data integrity, and collaboration using centralized platforms, dashboards, and
standardized processes.

Specific Duties and Responsibilities

Essential Functions:

1.

2.

Provides operational and systems-level support to the Office of Sponsored
Initiatives related to pre-award and post-award sponsored initiative practices.
Designs and maintains standardized templates, workflow processes, and
guidance materials for grant development and compliance to ensure
consistency and efficiency.

Develops and administersinternal digital systems and repositories (e.g.,
SharePoint and related platforms), through routine udates and management
of shared departmental content to support grant development, reporting,
record retention, and cross-departmental collaboration.

Creates and manages digital tools to enhance workflow tracking, reporting
accuracy, and data-informed decision-making related to sponsored initiatives.
Establishes and documents system standards, workflows, and governance
practices to support data integrity and long-term sustainability of internal grant
systems.

Develops and delivers training, documentation, and guidance related to grant
processes, internal systems, and compliance requirements.

Facilitates cross-divisional collaboration to improve the feasibility,
sustainability, and operational readiness of sponsored initiatives.
Collaborates with Office of Sponsored Initiatives staff on departmental
initiatives, and adheres to college and departmental procedures, including but
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Resource Development Officer

not limited to the use of project management tools, electronic filing systems,
and record retention standards.

9. Supports with development and review of the department’s institutional
effectiveness plan to align with departmental growth and the College’s
mission, and prepares executive summaries, agendas, and other reports for
the Executive Director.

10. Utilizes a variety of sources to gather and report current data, including
demographic, economic, workforce/industry/occupation, and academic data
and maintains internal systems for institutional use.

11.Monitors federal, state, and local legislation, appropriations and regulatory
actions that affect grant development.

12.Performs other duties as assigned.

Required Education and Experience

-

. Bachelor’s Degree required; Master’s Degree preferred.

2. Atleast three (3) years of experience in grant/project development,
management, compliance, and/or administration of internal systems or digital
platforms required.

Required Knowledge, Skills and Abilities

-

. Excellent oral, written, presentation, and interpersonal communication skills.

2. Strong computer skills with knowledge of Microsoft Office including, but not
limited to, Word, Excel, PowerPoint, SharePoint, DocuSign, and Outlook, the
Windows environment, and internet research skills.

3. Ability to prioritize, organize, and complete multiple tasks with attention to
detail, within stated deadlines.

4. Ability to adapt to constant change and periods of fast-paced, high-intensity
work situations.

5. Ability to work evenings and/or weekends as needed; willing to travel
throughout the college district using own means of reliable transportation.

6. Demonstrated commitment to achieving the vision and mission of South
Texas College.

7. Ability to read, analyze, and interpret grant documents and agreements.

8. Ability to write reports, business correspondence, and procedure manuals.

9. Ability to maintain confidentiality and to exercise discretion and sound
judgment.

10. Ability to effectively present information and respond to questions from
administrators, faculty and staff.

11. Ability to solve practical problems and deal with a variety of concrete
variables in situations where only limited standardization exists.

12. Ability to interpret a variety of instructions furnished in written, oral, diagram,

or schedule form.

Checks, Certificates, Licenses, and Registrations

Page 2 of 4 South Texas College



Resource Development Officer

1. Security Sensitive position: All applicants are subject to a criminal background
check under South Texas College policy.

In addition, subject to a federal background check.

Must have or qualify for a valid Texas driver's license and proof of liability
insurance.

wn

Physical Requirements

1. Exerting up to 10 pounds of force occasionally and/or negligible amount of
force frequently or constantly to lift, carry, push, pull or otherwise move
objects, including the human body.

2. Bending the body downward and forward by bending leg and spine.

3. Perceiving attributes of objects, such as size, shape, temperature or texture
by touching with skin, particularly that of fingertips.

4. Picking, pinching, typing, or otherwise working, primarily with fingers rather
than with the whole hand as in handling.

5. Applying pressure to an object with the fingers and palm.

6. Perceiving the nature of sounds at normal speaking levels with or without
correction.

7. Ability to receive detailed information through oral communication, and to
make the discrimination in sound.

8. Raising objects from a lower to a higher position or moving objects
horizontally from position-to-position. Occurs to a considerable degree and
requires substantial use of upper extremities and back muscles.

9. Ability to make rational decisions through sound logic and deductive processes.

10. Expressing or exchanging ideas by means of the spoken word including the
ability to convey detailed or important spoken instructions to other workers
accurately and concisely.

11.Standing particularly for sustained periods of time.

12.Bending body downward and forward by bending spine at the waist. Occurs
to a considerable degree and requires full motion of the lower extremities and
back muscles.

13.Close visual acuity to perform an activity such as: preparing and analyzing
data and figures; transcribing; viewing a computer terminal; and/or extensive
reading.

14. Mobility to accomplish tasks, particularly for long distances or moving from
one work site to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.
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Resource Development Officer

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.
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South Texas College
Classification Description

Title: Associate Vice President for Enrollment Management

Department: Student Affairs and Enrollment Management

Reports to: Vice President for Student Affairs and Enrollment Management

Pay Grade: Executive Administrative Professional - 14

Salary Range: $129,149-$182,053

Date: 07/05/2025 FLSA Status: Exempt

General Statement of Job

The Associate Vice President for Enroliment Management provides strategic and
operational leadership for the College’s enroliment pipeline, with a primary focus on driving
new student enroliment growth through coordinated outreach, engagement, and conversion
strategies. This role is responsible for managing the full enrollment lifecycle from application
through registration, with an emphasis on increasing yield among prospective students,
particularly first-time-in-college (FTIC) populations. The AVP leads the integration of
recruitment, enroliment services, and enrollment systems into a unified, data-informed
model that prioritizes high-impact engagement strategies, including event-based enrollment
models, targeted high school outreach, and real-time student follow-up. This position works
in close alignment with institutionally defined enrollment growth initiatives, including
Promise-based programs, to ensure coordinated execution across outreach,
communication, and conversion efforts. The AVP establishes clear enroliment targets,
monitors funnel performance, and ensures consistent, accountable execution across all
enrollment-facing units to support the College’s strategic enrollment goals.

Specific Duties and Responsibilities

Essential Functions:

1. Lead and manage the College’s enrollment funnel, including application generation,
engagement, conversion, and registration outcomes.

2. Develop and execute strategies to improve yield rates, particularly among FTIC
students, through targeted outreach, engagement, and follow-up.

3. Oversee and scale high-impact enrollment models, including All Access events, One
Stop models, and community-based enrollment initiatives.

4. Align recruitment, enrollment services, and enroliment systems to support a
coordinated, student-centered enroliment experience.

5. Oversee Promise programs leadership to ensure alignment between outreach efforts
and enrollment conversion strategies.

6. Establish and monitor key enroliment performance metrics, including application-to-
registration conversion rates, event yield, and enrollment velocity.

7. Lead the use of technology platforms (e.g., CRM, texting systems, event
management tools) to support proactive student engagement and timely follow-up.

South Texas College
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Associate Vice President for Enroliment Management

Ensure consistent execution and accountability across enroliment units, including
Enroliment Services and Enrollment Systems.

Collaborate with Marketing and Communications to support targeted enroliment
campaigns tied to measurable conversion outcomes.

Identify and remove operational barriers within the enrollment process to improve
efficiency and student progression from application to registration.

Monitor enrollment trends and produce regular reports to inform institutional strategy
and executive decision-making.

Ensure enrollment-related processes comply with institutional policies, accreditation
standards, and state and federal regulations.

Serve as a liaison with external partners, including high schools and community
organizations, to strengthen enrollment pipelines and access pathways.

Represent the College in relevant meetings, initiatives, and partnerships related to
enrollment growth and access.

Required Education and Experience

Master’s degree from an accredited institution in Higher Education Administration,
Student Affairs, or a related field.

Minimum of seven (7) years of progressive leadership experience in higher
education administration, with a focus on enrollment management, recruitment, or
student access initiatives.

Demonstrated experience leading enroliment-related initiatives with measurable
outcomes.

Demonstrated leadership in developing and executing enrollment growth strategies
that emphasize application-to-registration conversion, particularly among FTIC
student populations.

Experience designing and implementing large-scale, event-based enrollment models
that result in measurable enrollment outcomes.

Required Knowledge, Skills and Abilities

Ability to lead and coordinate complex, cross-functional enrollment initiatives.
Strong analytical skills with the ability to interpret data and translate insights into
actionable strategies.

Excellent oral, written, and presentation communication skills.

Ability to manage multiple priorities in a fast-paced environment.

Strong interpersonal skills and the ability to collaborate effectively across
departments and with external partners.

Ability to exercise sound judgment and make data-informed decisions.
Demonstrated commitment to student access, success, and institutional mission.
Excellent oral, written, presentation, and interpersonal communication skills.

Strong computer skills with knowledge of Microsoft Office (Word, Excel, PowerPoint,
and Outlook) and internet research skills.

Ability to prioritize and manage multiple projects that require demonstrated
leadership ability.

Ability to analyze situations quickly and objectively and to determine proper course of
action.



Associate Vice President for Enroliment Management

12. Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

13. Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.

14. Demonstrated commitment to achieving the vision and mission of South Texas
College.

15. Ability to read, analyze, and interpret general business periodicals, professional
journals, technical procedures, THECB and SACSCOC regulations, governmental
regulations, and Legislative policy.

16. Ability to write reports, business correspondence, and procedure manuals.

17. Ability to effectively present information and respond to inquiries from executive
management, faculty, staff, students, public groups, regulatory agencies, and Boards
of Trustees.

18. Ability to define problems, collect data, establish facts, and draw valid conclusions.

19. Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

20. Ability to interpret a variety of instructions furnished in written, oral, diagram, or
schedule form.

Checks, Certificates, Licenses, and Registrations

1. Security Sensitive position: all applicants are subject to a criminal background check
under South Texas College policy.

2. In addition, subject to a federal background check.

3. Must have or qualify for a valid Texas driver’s license and proof of liability insurance.

Physical Requirements

1. Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force to
move objects.

2. Perceiving the nature of sounds at normal speaking levels with or without correction.

3. Ability to receive detailed information through oral communication, and to make the

discrimination in sound.

Ability to make rational decisions through sound logic and deductive processes.

Applying pressure to an object with the fingers and palm.

Picking, pinching, typing, or otherwise working, primarily with fingers rather than with

the whole hand as in handling.

7. Expressing or exchanging ideas by means of the spoken word including the ability to

convey detailed or important spoken instructions to other workers accurately and

concisely.

Sitting particularly for sustained periods of time.

Close visual acuity to perform an activity such as preparing and analyzing data and

figures, transcribing, viewing a computer terminal, and/or extensive reading,

including color, depth perception, and field vision.

10. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.
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The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.



Associate Vice President for Enroliment Management

Reasonable accommodation may be made to enable qualified individuals with disabilities to
perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



South Texas College
Classification Description

Title: Coordinator of Outreach

Dept: Valley Promise

Reports to: Director- Promise Program and Enrolilment Management

Pay Grade: Executive Administrative Professional- 3

Salary Range: $53,445- $78,518

Date: 5/16/2017 FLSA Status: Exempt

General Statement of Job

The Coordinator of Outreach leads and manages community-based engagement initiatives
designed to increase college access, financial aid completion, and early student connection
to South Texas College. This position focuses on expanding outreach efforts across the Rio
Grande Valley through financial aid programming, campus visit experiences, and community
partnerships.

The Coordinator plays a key role in supporting the enrollment pipeline by increasing
FAFSA/TASFA completion, strengthening early awareness efforts, and creating meaningful
campus and community engagement opportunities that align with institutional enrollment
goals and the Valley Promise program.

Specific Duties and Responsibilities

Essential Functions:

1. Develops, implements, and evaluates financial aid outreach strategies to increase
FAFSA/TASFA completion across target populations.

2. Coordinates and leads financial aid workshops, completion events, and community-
based programming in partnership with high schools, libraries, and community
organizations.

3. Collaborates with Student Financial Services and recruitment staff to align financial aid
messaging and support student enrollment progression.

4. Tracks financial aid completion rates and identifies gaps in student progression.

5. Builds and maintains partnerships with school districts, community organizations,
libraries, and external stakeholders to expand outreach efforts.

6. Coordinates off-campus outreach initiatives focused on increasing college awareness
and access.

7. Represents the College at community events, presentations, and engagement

opportunities.

Supports regional initiatives that promote postsecondary education participation.

9. Oversees the development and implementation of campus visit experiences, including
individual visits, group tours, and K—12 engagement programming.

®
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Coordinator - Outreach

Coordinates campus visit scheduling, logistics, and staffing in collaboration with internal
departments.

Develops structured campus engagement experiences that promote college awareness
and student connection.

Ensures campus visits align with recruitment and enrollment conversion goals.
Develops and implements early awareness initiatives for elementary and middle school
students to promote a college-going culture.

Coordinates interactive programming that introduces students to college pathways,
careers, and opportunities.

Aligns outreach efforts with long-term enrollment pipeline strategies.

Works closely with the Coordinator of Recruitment to align outreach efforts with
recruitment and enrollment strategies.

Ensures seamless transition of students from outreach engagement to recruitment
pipeline.

Shares student data and engagement insights to support targeted recruitment follow-up.
Supports Valley Promise awareness efforts to increase early student commitment to
college.

Collaborates on communication strategies that support outreach initiatives and student
engagement.

Assists in promoting events and initiatives through various communication channels.
Ensures consistent messaging aligned with college branding and enroliment priorities.
Tracks participation and outcomes of outreach initiatives, including financial aid
completion events and campus visits.

Develops reports to evaluate effectiveness of outreach strategies and inform
improvements.

Uses data to identify trends and opportunities to increase student engagement and
access.

Ensures compliance with institutional policies and applicable regulations related to
outreach and student engagement.

Maintains accurate records of outreach activities and partnerships.

Performs other duties as assigned.

Required Education and Experience

Bachelor's Degree required; Master’s Degree preferred.
At least three (3) years of higher education experience in a community college
setting required.

N —~

Required Knowledge, Skills and Abilities

Excellent oral, written, presentation, and interpersonal communication skills.

Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

3. Maintains familiarity with the College’s programs, policies, procedures and academic
standards.

Bilingual, English/Spanish, preferred.

Ability to work independently as well as a team player within department and with
others.

N —
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Coordinator - Outreach

6. Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.

7. Demonstrated commitment to achieving the vision and mission of South Texas
College.

8. Ability to read, analyze, and interpret professional journals, technical procedures, or
governmental regulations.

9. Ability to write reports, business correspondence, and procedure manuals.

10. Ability to effectively present information and respond to questions from groups of
students, faculty, staff, and the general public.

11. Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

12. Ability to interpret a variety of instructions furnished in written, oral, diagram, or
schedule form.

Checks, Certificates, Licenses, and Registrations

1. All applicants are subject to a criminal background check under South Texas College
policy.
2. Must have a valid Texas driver's license and proof of liability insurance.

Physical Requirements

1. Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force to
move objects.

2. Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.

3. Perceiving the nature of sounds at normal speaking levels with or without correction.

4. Ability to receive detailed information through oral communication, and to make the
discrimination in sound.

5. Ability to make rational decisions through sound logic and deductive processes.

6. Expressing or exchanging ideas by means of the spoken word including the ability to

convey detailed or important spoken instructions to other workers accurately and

concisely.

Standing particularly for sustained periods of time.

Expressing or exchanging ideas by means of the spoken word including those

activities in which they must convey detailed or important spoken instructions to

other workers accurately, loudly, or quickly.

9. Have close visual acuity to perform an activity such as: preparing and analyzing data
and figures; transcribing; viewing a computer terminal; and/or extensive reading.

10. Moving about on foot to accomplish tasks, particularly for long distances or moving
from one work site to another.

® N

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.
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Coordinator - Outreach

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.
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Coordinator- Recruitment

South Texas College
Classification Description

Title: Coordinator of Recruitment

Dept: Office of Recruitment and Outreach

Reports to: Director of Promise Program and Enroliment Management

Pay Grade: Executive Administrative Professional - 2

Salary Range: $47,507-$69,794

Date: 10/27/2022 FLSA Status: Exempt

General Statement of Job

The Coordinator of Recruitment leads and manages strategic recruitment initiatives that support
South Texas College’s enroliment goals by building and maintaining a strong pipeline of
prospective students from K—12 through enroliment. This position oversees recruitment staff,
outreach strategies, and communication efforts to ensure alignment with institutional enroliment
priorities, including Valley Promise, dual credit matriculation, and community engagement.

The Coordinator plays a key role in guiding prospective students through the enroliment process
by coordinating recruitment activities, managing CRM communication strategies, and
collaborating with campus partners to increase application, financial aid completion, and
enrollment rates.

Specific Duties and Responsibilities

Essential Functions:

1. Develops, implements, and evaluates recruitment strategies to support
enrollment growth across assigned populations.

2. Builds and manages a structured recruitment pipeline from early awareness
through enroliment, aligned with the SAEM enrollment lifecycle.

3. Coordinates outreach efforts with partner school districts, community
organizations, and campus departments.

4. Supports Valley Promise initiatives by increasing student participation in the
Promise Pledge and enrollment pipeline.

5. Supports dual credit matriculation efforts by identifying and engaging students
transitioning from high school to college enroliment.

6. Supervises Recruitment Specialists and support staff across assigned territories.

7. Provides training, coaching, and performance feedback to ensure alignment with
recruitment goals and best practices.

8. Coordinates scheduling, staffing, and execution of recruitment activities,
including high school visits and outreach events.

9. Ensures consistent delivery of recruitment messaging and student engagement
practices across the team.

10. Oversees recruitment communication plans utilizing CRM systems (e.g.,
Salesforce, Mongoose).

Page 1 of 4 South Texas College



Coordinator- Recruitment

11. Develops and implements targeted communication campaigns to move students
through the enrollment funnel.

12. Monitors student engagement and progression from inquiry to enroliment.

13. Ensures accuracy and consistency of student data and communication tracking
within CRM systems.

14. Collaborates with Admissions, Financial Aid, Advising, and other departments to
streamline the enroliment process.

15. Supports enrollment initiatives such as All Access events, One Stop events, and
registration readiness activities.

16. Serves as a resource to prospective students and families by providing guidance
on admissions, financial aid, and program pathways.

17. Ensures students are successfully transitioned from recruitment to enroliment
services.

18. Analyzes recruitment, application, and enroliment data to assess effectiveness of
outreach strategies.

19. Develops and maintains reports and dashboards to track progress toward
enrollment goals.

20. Uses data insights to refine recruitment strategies and improve conversion
outcomes.

21. Works closely with internal departments and external partners to enhance
recruitment and enrollment efforts.

22. Represents the College at community events, school functions, and outreach
initiatives.

23. Supports initiatives that strengthen the transition from high school to college
enrollment.

24. Ensures compliance with institutional policies and state and federal regulations
related to recruitment and student communication.

25. Maintains accurate records and documentation related to recruitment activities.

Required Education and Experience

-_—

Bachelor’s Degree required; Master’s Degree preferred.
2. At least three (3) years of higher education experience preferred.

Required Knowledge, Skills and Abilities

—_—

Excellent oral, written, presentation, and interpersonal communication skills.

2. Strong computer skills with knowledge of Microsoft Office including, but not limited to,
Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet research
skills.

3. Maintains familiarity with the College’s programs, policies, procedures and academic
standards.

4. Bilingual, English/Spanish.

5. Ability to work independently as well as a team player within department and with others.

6. Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.

7. Demonstrated commitment to achieving the vision and mission of South Texas College.

8. Ability to read, analyze, and interpret professional journals, technical procedures, or

governmental regulations.
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Coordinator- Recruitment

9. Ability to write reports, business correspondence, and procedure manuals.

10. Ability to effectively present information and respond to questions from groups of
students, faculty, staff, and the general public.

11. Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

12. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule
form.

Checks, Certificates, Licenses, and Registrations

1. All applicants are subject to a criminal background check under South Texas College

policy.
2. Must have a valid Texas driver's license and proof of liability insurance.

Physical Requirements

1. Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force to move
objects.

2. Picking, pinching, typing, or otherwise working, primarily with fingers rather than with the
whole hand as in handling.

3. Perceiving the nature of sounds at normal speaking levels with or without correction.

4. Ability to receive detailed information through oral communication, and to make the
discrimination in sound.

5. Ability to make rational decisions through sound logic and deductive processes.

6. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

7. Sitting and standing particularly for sustained periods of time.

8. Expressing or exchanging ideas by means of the spoken word including those activities
in which they must convey detailed or important spoken instructions to other workers
accurately, loudly, or quickly.

9. Have close visual acuity to perform an activity such as: preparing and analyzing data
and figures; transcribing; viewing a computer terminal; and/or extensive reading.

10. Moving about on foot to accomplish tasks, particularly for long distances or moving from
one work site to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities to
perform the essential functions of this job.
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Coordinator- Recruitment

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion, age,
sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities, genetic
information, veteran status, or any other protected category under applicable local, state, or federal law. Conduct that
excludes participation, denies benefits or subjects others to discrimination is prohibited. The College complies with
all applicable policies and state and federal legislation in order to combat discrimination.
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Administrative Assistant

South Texas College
Classification Description

Title: Administrative Assistant

Department: Office of the Vice President for Student Affairs and Enroliment
Management

Reports to: Executive Administrative Assistant

Pay Grade: Administrative Technical Support- 3

Salary Range: $36,920- $52,021

Date: 3/25/26 FLSA Status: Non-Exempt

General Statement of Job

The Administrative Assistant provides administrative support to the Vice President and staff
by performing the following essential duties and other duties as assigned.

Specific Duties and Responsibilities

Essential Functions:

Provides administrative support and assistance to the Vice President and office staff.
Facilitates communications, plans and follows-up on administrative matters.
Processes administrative and clerical affairs of the Vice President and office staff.
Assists with compiling, typing and tracking reports, as directed.

Coordinates projects/reports with other departments and divisions.

Manages and/or monitors multiple projects and coordinated tasks, with some

weekend and evening work required to meet strict deadlines.

Handles inquiries and exercises sound judgment in referral of inquiries to appropriate

staff.

8. Seeks to solve problems, address concerns, and plans ahead with great attention
given to customer service, project quality, and exact detail.

9. Assists with annual budget development and subsequent preparation, including but
not limited to monitoring budget, tracking of requisitions and purchase orders, and
processing reconciliations.

10. Orders and maintains supplies and arranges for equipment maintenance.

11. Coordinates and processes travel arrangements, authorizations/vouchers, mileage
reimbursements, and applicable forms.

12. Conducts inventory on all department's assets and office supplies, as needed.

13. Coordinates office schedule

14. Prepare payroll documentation, as needed.

15. Provides additional support during graduation and peak weekend hours

16. Travels throughout the college district, as needed.

17. Performs other duties as assigned.
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Required Education and Experience

1. Associate’s degree required; or minimum of 60 earned college hours



N

11.

12.

Administrative Assistant

At least two (2) years of work experience in a professional work setting required.

Required Knowledge, Skills and Abilities

Excellent oral, written, presentation, and interpersonal communication skills.
Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

Ability to prioritize, organize, and complete multiple tasks with attention to detail,
within stated deadlines.

Ability to work independently as well as a team player within department and with
others.

Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.

Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to read and comprehend simple instructions, short correspondence, and
memos.

Ability to write simple correspondence.

. Ability to effectively present information in one-on-one and small group situations to

customers, clients, and other employees of the organization.

Ability to apply practical understanding to carry out detailed but uninvolved written or
oral instructions.

Ability to deal with problems involving a few concrete variables in standardized
situations.

Checks, Certificates, Licenses, and Registrations

Security Sensitive position: all applicants are subject to a criminal background check
under South Texas College policy.
Must have or qualify for a valid Texas driver’s license and proof of liability insurance.

Physical Requirements

Exerting up to 20 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
the human body.

Bending the body downward and forward by bending leg and spine.

Perceiving attributes of objects, such as size, shape, temperature or texture by
touching with skin, particularly that of fingertips.

Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.

Applying pressure to an object with the fingers and palm.

Perceiving the nature of sounds at normal speaking levels with or without correction.
Ability to receive detailed information through oral communication, and to make the
discrimination in sound.

Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position. Occurs to a considerable degree and requires substantial use of



Administrative Assistant

upper extremities and back muscles.

9. Ability to make rational decisions through sound logic and deductive processes.

10. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

11. Sitting particularly for sustained periods of time.

12. Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back
muscles.

13. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading.

14. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Technology, Information, and Planning Services
Learning Commons and Open Labs
Organizational Chart

Fiscal Year 2026-2027 - PROPOSED

Director of Learning
Commons and Open Labs
P000732
Arturo Solano

Analyst - Open Labs
P001459
Jefte Martinez

Administrative Assistant

P001768
Jeanale Ledesma

P001341
Gilbert Cruz

Manager - Open Labs Logistics

Supervisor - Open Lab
(PcN,cosm) PO00311
Lidia Garza

Supervisor - Open Lab
(pcN,cosm) P001389

Yvette Armas

Supervisor -Open Lab (PCN)
P000947
Raul Tamez

Technician - Open Lab
Manuel Villarreal P001966
Overlin Perez P001230
Arnold Gonzalez P002115

Specialist - Technology
P002911
Julio Dylan Sanchez Wong

Direct Wage Staff
e Miranda Solis
Adriel Rodriguez

Technician - Open Lab
Jaahziel Ibanes P001439
Luis R. Quintanilla P002166
Andrea Romero P001581

Supervisor - Open Lab (Tech)
P000426
L. Javier Faisal

Manager - Open Labs Logistics
P000316
Horacio Garza
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Supervisor - Open Lab ( mvc)
P000284
Jorge Escobedo

Specialist - Technology
et Joshua Sanchez P002064
Robert Mendoza P002904

Technician - Open Lab
P001982
Alondra Estrada

Technician - Open Lab
Benino Layton P002912

Direct Wage Staff
David Javier Alcocer

Supervisor - Open Lab
(HSP,RCPSE) PO01354
Orlando Altamirano

Specialist - Technology
— Eduardo Cantu P001404
J. Anthony Medina P001701

Technician - Open Lab
Mauricio Gonzalez P001530
Samantha Estevanes P001521
Gilberto Curiel P001345
Daisy Salazar P002448
Julio Amaro P001562

Direct Wage Staff

Karen Taylor

Supervisor - Open Lab (starr)
P000337
Luis Pena

Specialist - Technology
- P001248
Vacant

Technician - Open Lab
e Amanda Alonso P001659
Vacant PO01967

Direct Wage Staff
- Trevor Sagredo
Ryan Salinas

Specialist - Technology
— P001594
Arlen Villela

Technician - Open Lab
— P002130
Alejandra Garza

Direct Wage Staff
Yarelis Garcia
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Technology, Information, and Planning Services

Library Services
Organizational Chart

Fiscal Year 2026-2027 - PROPOSED

Associate Dean for Library
Services P002456
Elizabeth Hollenbeck

Administrative Assistant

P000672
Francisco Contreras

Coordinator of Library
Projects P000292
Edna E. Leal

Secretary P001426
Adriana Robles

Library Public Services
Specialist P001589
Daniel Melendez

5‘ B
SOUTH TEXAS
COLLEGE

Manager - Library Collection

P000996
Patricia Saenz

Manager - Library & Learning
Support Systems P001356
Becky Owens

Librarian Il - Electronic
Resources P001182
Laura Soto

Librarian I - Technical Services
P001076
Melissa Arjona

Library Technical Svcs
Specialist P001692
Martin Torres

Library Acquisition Technician
Tomas Reyna P001238
Alexandra Robles P001886
1 Vacant Frozen P003145

Analyst - Library & Learning
Support Systems
Merari Garcia P001933
Ramiro Martinez P000758
Juan Moreno P000396
Mauricio Resendez P002271

Manager - Library Access
Services P000517
Minerva Alvarez

Manager - Library
Engagement P001753
Katie Hernandez

Librarian Il - Campus Librarian

Pecan

P003144
Sara Martinez

Mid Valley
Librarian Il - Campus Librarian
P000276
Lillian Carillo

Graphics & Multimedia
o Specialist P000598
Jeremiah Compean

Librarian | - Public Services
Lorie Navarro P002587
Ricardo Rosales P001703
Patricia Sotelo P001029
Amanda Petit P000443

Library Public Services
Technician
1 Vacant P001855
Jose Pequeno P001927
Joel Valdez P001079
Elijah Trevino P002117
Veronica Meza P101003

FTT Library Public Services
Technician P001665
Victoria Garcia

Direct Wage Staff
4

HSP
Librarian Il - Campus Librarian
P000477
Jose Noriega

Starr County
Librarian Il - Campus Librarian
P001222
Maria T. Martinez-Moreno

Technology Campus
Librarian Il - Campus Librarian
P000417
Marianella Sanchez

Librarian - Public Services
Sabrina De Anda P000177

Librarian | - Public Services
Gabriel Aguilar P001177
= Maria Vela P000378

Library Public Services
Technician
— Miriam Torres P001836

1 Vacant Frozen P003143

Samuel Lewsader PO00657

Michael Gutierrez (RSCPE)
P001206

Librarian Public Services
Technician
Aylin Rodriguez P002241
Yaritza Rodriguez P001591

Library Public Services
Technician
Jesus Cerda P000345
Marco Flores P001627

Library Public Services
Technician

Sandra Barrera PO00374

Direct Wage Staff
1

Claudia Cavazos P000279

Library Acquisition Technician
= P001371
Naidelyn Ramos

Direct Wage Staff

1

Coordinator of Library Art
Galleries P001619

Gina Otvos

Art Gallery Associate P003142
Beatriz Montejano

Direct Wage - Art Gallery
Associate
1

Librarian Il - Programming

Heather Bobrowicz

P002706

Librarian Il - Academic
Outreach P001690

Alison Young

Library Engagement Specialist

Megan Gonzalez

P001930
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Technology, Information, and Planning Services
Centers for Learning Excellence
Organizational Chart

Director of Centers for ~ '
Learning Excellence

P002646 SOUTH TEXAS
Lynell R. Williams COLLEGE

Assistant Director of Center

for Learning Excellence Administrative Assistant

P002905 P000404
Rosario Vasquez Belinda Diaz

Fiscal Year 2026-2027 - PROPOSED

Manager - Learning Support
P000809

Maria Nina Bridwell

Manager - Supplemental
Instruction P000958
Ricardo Issac Garza

Coordinator - Campus CLE

Coordinator - Campus CLE

Mid Valley Campus P001949

HSP P001294

Robert Godinez

Specialist - Learning
— Excellence P001854
Brenda Munguia

FTT Specialist - Learning
—{ Excellence for Online Services
Jessica Torres P001350

Regina Mason

Specialist - Learning
— Excellence P001712
Margarita Cavazos

Coordinator - Campus CLE
Pecan Campus P002114
Alfonso Bernal

Specialist - Learning
Excellence P002224

Assistant - Student Learning

P001604

Thelma Landeros

Joshua Murray

Coordinator - Campus CLE

Starr County Campus P002909

Samantha Montes

Specialist - Learning
Excellence

Direct Wage Staff

Arturo Martinez P001776
Clarissa Larson P001192

Coordinator - Campus CLE
Tech Center P001582
Saul Reyes

Assistant - Student Learning
P001916

Assistant - Student Learning

Eliab Ramirez P002161
Roberto Cordova P001821

Jocelyn Resendez

FTT Assistant - Student
Learning P100968

Aylin Aguilar Delgado

FTT Assistant - Student

Learning P002169
Lazaro Garcia Costilla

Reclass - Current Title:
Specialist-Learning Excellence

Coordinator - Campus CLE
RCPSE P002551
Jose A. Sanchez Gonzalez
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Technology, Information, and Planning Services
Educational Technologies
Organizational Chart

Fiscal Year 2026-2027 - PROPOSED

Yolanda Martinez

Director of Educational
Technologies - P000467

Administrative Assistant
P000287
Maria E. Salinas

P000283
Joel Flores

Assistant Director of
Educational Technologies

FTT - Secretary
Annette Salinas

\"
SOUTH TEXAS
COLLEGE

Manager - ET Administrative
Services P001999

Linda Ortiz

Manager - ET Audio Visual
Event Production P001483
Gonzales

Adriana

Coordinator - ET Inventory
Management P000275
Sandra Molina

Coordinator - ET Admin
Initiatives P001411
Janet Cortez

Technician Il - ET Inventory
Management P000214
Esequiel Garcia

Technician | - ET Inventory
Management P002181
Felix Gutierrez

Direct Wage Staff
Elizabeth De Hoyos
Emilio Cuestas

Manager - ET Instructional
Support P000975
Amanda Ledesma

Coordinator - ET AV Events
Production P001121
Julio Gutierrez

Technician Il - ET AV Events &
Production P001726
Vacant

Technician | - ET AV Event
Production P002037
Carlos Zamora

Manager - ET AV Systems
Design P000182
Eduardo Diaz

Coordinator - ET Instructional
Support P000725
Julio C. Ojeda

Technician Il - ET Instructional
Support
David Menchaca P0011637
David Torres, Jr. P001810

Title Change - Current Title:
Technician | — Educational
Technologies Operations

Technician | - Educational
Technologies Instructional
Support P002268
Cecilia M Martinez

Direct Wage Staff
Robynn Carin

Reclass - Current Title:
Specialist — ET Audio Visual
Systems Design

Coordinator - ET Audio Visual
Systems Design P003131
Dante Galvan

Manager - ET
Operations P000506
Christopher Woods

Coordinator - ET Operations
(HSP) P001866
Brandon Longoria

Title Change - Current Title:
Manager — Educational
Technologies Installations

Manager - Educational
Technologies Projects
P000515
Francisco Davila

Reclass - Current Title:
Specialist — ET Operations

Coordinator - ET Operations
(MVC, STARR)
Jorge Martinez P000420
David Martinez PO00306

Analyst - ET Audio Visual
Systems Design P001000
Omar Garcia

Specialist - ET Operations
David Torres, Sr. P001149

Technician | - ET Operations
John Paul Cantu P001397
Juan Castillo P002589
Matthew Espinoza P002735
Abdiel Marquez P002060
Andrew Reyna P003127
Omar Zuniga P001339
1 Frozen P003141

Direct Wage Staff
Mario Lopez
Antonio Hernandez
Brandon Ortiz
Khrystal Ortiz
Josue Sanchez
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Technology, Information, and Planning Services
Institutional Research and Planning >
Organizational Chart ‘A '

SOUTH TEXAS
COLLEGE

Associate VP Institutional
Research & Planning P002907
Dr. Fernando Chapa

Fiscal Year 2026-2027 - PROPOSED

Project Manager
P002179

Stephanie Hinojosa

Senior Administrative
Assistant P001053
Joann Martinez

Director of Institutional
Effectiveness, Assessment
and Accreditation P002653
Bradley Davis

Institutional Effectiveness

Manager P003165
Melissa Renner

Institutional Effectiveness
Analyst P002165

Dinorah Reyes

Director - Research and

Analytical Services
P001645
Serkan Celtek

Administrative Assistant
P001490
Alicia Ruiz

Institutional Effectiveness
Specialist P000897

Angela Lapetina

Manager - Institutional
Reporting PO00089
Wesley Jennings

Direct Wage Staff

Medardo Garza
Data Technician

Analyst - Institutional
Research
Feng Li P002542
Alex Chen P001468
1 Vacant P001956

Manager - Evaluation

Researcher
P001688
Vacant

Manager - Strategic Initiatives
P001438
Kandra Maldonado

Project Manager
P002913
Manuela Martinez-Salas

Manager - Business Analytics

P003177
Peng Lu

Analyst - Institutional

Research

Cesar Lozano P001800
Kourtnie Hernandez P003182

Analyst -Institutional
Research
Jose R. Flores P002298

KEY

Reclass

Title Change Only

Updated: 5/18/2026



South Texas College
Classification Description

Title: Manager- Library Archives

Dept: Library Public Services

Reports to: Associate Dean of Library Services

Pay Grade: Executive Administrative Professional - 5

Salary Range: $65,550 - $96,302

Date: 01/05/2026 FLSA Status: Exempt

General Statement of Job

The Manager of Library Archives is responsible for successfully arranging, describing,
preserving, sharing, and managing the STC Historical Legacy Archives collections, including
the development of district-wide educational exhibits and displays that serve students, faculty,
staff, and the local community. This position oversees the development and evaluation of
workflows and procedures for processing physical and digital archival collections. Supervises,
trains, and evaluates assigned staff.

Specific Duties and Responsibilities

Essential Functions:

1.

Manages the STC Historical Legacy Archives collections, including accessioning,
arranging, describing, and preserving archival materials in accordance with
professional standards.

Develops and maintains archival workflows, procedures, and documentation,
including those for born-digital materials.

Ensures adequate preservation and maintenance of archival materials in a variety of
formats including paper, three-dimensional objects and artifacts, born-digital and/or
audiovisual materials, and other formats as applicable.

Develops and manages processes related to digitization including evaluating
equipment hardware and software, and maintains accurate metadata, digital file
organization, and storage according to industry standards.

Collaborates effectively with other College departments, including the Office of
Accountability, Risk, and Compliance regarding records management procedures for
archival collection materials.

Oversees, develops, and coordinates district-wide exhibits and presentations
showcasing materials from the archival collections to inform and educate users on
the enduring history and impact of the college, including event planning, marketing,
communications, and related promotional and instructional activities.

Organizes, produces, and maintains data reports and other documentation to
contribute to department-level planning and the formulation of new policies and
procedures.

Keeps up to date with developments in archival standards and trends, applying new
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Manager- Library Archives

rules, interpretations, and techniques as appropriate and providing training and
development opportunities for assigned staff.

9. Creates and executes work plans and schedules as appropriate for the projects and
programs under direct management, including those initiated or managed by the
Library Services Department.

10. Recommends for hire, supervises, trains, assigns schedules, and evaluates
assigned staff; provides guidance concerning personal and professional
development.

11. Collaborates with the library leadership team to provide progressive, team-oriented
leadership while building and maintaining strong public/working relationships with a
variety of stakeholders.

12. Assists the Associate Dean of Library Services in planning, developing,
implementing, and evaluating the library’s procedures, programs, functions,
operations, and activities.

13. Resolves problems by analyzing information and data and identifying solutions.

14. Works independently without close supervision.

15. Travels throughout the college district as needed.

16. Performs other duties as assigned.

Required Education and Experience

1. Master’s Degree in Library and Information Studies from an ALA accredited
institution; or in archival studies; or in a related field required.

At least four (4) years of library or archives experience required.

At least two (2) years of supervisory experience required.

Experience in archives and/or special collections in an academic setting preferred.
Knowledge of archival theory, metadata standards (e.g., DACS, EAD), and archival
management systems preferred.

aobhwd

Required Knowledge, Skills and Abilities

Demonstrated experience in archival practices.

Demonstrated training in archival studies.

Excellent oral, written, presentation, and interpersonal communication skills.

Strong computer skills with knowledge of Microsoft Office including, but not limited

to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet

research skills.

5. Ability to prioritize and manage multiple projects that requires demonstrated
leadership ability.

6. Ability to analyze situations quickly and objectively and to determine proper course of
action.

7. Strong analytical, critical thinking, and problem-solving skills and the ability to
exercise discretion and sound judgment.

8. Ability to prioritize, organize, and complete multiple tasks with attention to detail,
within stated deadlines.

9. Knowledge of college facilities, operation, processes and procedures.

10. Familiarity working with staff and faculty in a higher education setting.

11. Maintains familiarity with the College’s programs, policies, and procedures.

12. Ability to work independently as well as a team player within department and with

others.

PO~
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Manager- Library Archives

13. Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

14. Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.

15. Demonstrated commitment to achieving the vision and mission of South Texas
College.

16. Ability to read, analyze, and interpret general business periodicals, professional
journals, technical procedures, or governmental regulations.

17. Ability to write reports, business correspondence, and procedure manuals.

18. Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

19. Ability to interpret a variety of instructions furnished in written, oral, or schedule form.

Checks, Certificates, Licenses, and Registrations

1. Security Sensitive position: all applicants are subject to a criminal background check
under South Texas College policy.

2. In addition, subject to a federal background check.

3. Must have or qualify for a valid Texas driver's license and proof of liability insurance.

Physical Requirements

1. Exerting up to 20 pounds of force occasionally, and/or up to 20 pounds of force to
move objects.

2. Ascending or descending ladders and stairs, using feet and legs and/or hands and
arms. Body agility is emphasized.

3. Maintaining body equilibrium to prevent falling while walking, standing or crouching
on narrow, slippery, or erratically moving surfaces. The amount of balancing exceeds
that needed for ordinary locomotion and maintenance of body equilibrium.

4. Perceiving attributes of objects, such as size, shape, temperature or texture by
touching with skin, particularly that of fingertips.

5. Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.

6. Applying pressure to an object with the fingers and palm.

7. Perceiving the nature of sounds at normal speaking levels with or without correction.

8. Ability to receive detailed information through oral communication, and to make the
discrimination in sound.

9. Bending legs at knee to come to a rest on knee or knees.

10. Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.

11. Ability to make rational decisions through sound logic and deductive processes.

12. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

13. Sitting and standing particularly for sustained periods of time.

14. Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back
muscles.

15. Close visual acuity to perform an activity such as: preparing and analyzing data and
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Manager- Library Archives

figures; transcribing; viewing a computer terminal; and/or extensive reading.
16. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform
the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.
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Librarian Il - Campus Librarian

South Texas College
Classification Description

Title: Librarian 1l - Campus Librarian

Department: Library Public Services

Reports to: Librarian llI- Reference and Circulation

Pay Grade: Executive Administrative Professional - 4

Salary Range: $58,789-$86,369

Date: 9/17/2024 FLSA Status: Exempt

General Statement of Job

The Librarian Il - Campus Librarian is responsible for assisting librarian Ill overseeing library
operations and services of the assigned campus library. Ensures the delivery of exceptional
and efficient library services in compliance with established district-wide procedures. Fosters
a positive work environment that motivates and empowers faculty, staff, and students,
including Dual Credit and Distance Learning students. Participates in the assessment of
library services and programs.

Specific Duties and Responsibilities

Essential Functions:

1. Collaborates with the Librarian llls to integrate, support and actively participate in
system-wide library related initiatives.

2. Assists Librarian lll- Reference & Circulation in overseeing and coordinating campus
library operations related to: facilities, staffing, circulation, reference services, library
instruction, outreach, and special events.

3. Works closely with Librarian llls to ensure compliance with district- wide procedure
for operations of circulation, reference, instruction, outreach, and collection
management.

4. Prepares monthly and weekly data reports, and ensures compliance with established
data collection and reporting procedures for all assigned staff.

5. Serves as a liaison to assigned campus administrator, campus advisory committee,

and faculty, using appropriate communication and outreach opportunities to promote,

inform, and advocate for library services.

Inventories print collections and assets in the assigned campus library.

Provides library instruction in accordance with Association of College and Research

Libraries (ACRL) guidelines for academic libraries.

Serves as library liaison to assigned academic departments.

Participates in collection development activities.

0. Creates and maintains subject guides and related subject-specific electronic

resources.

11. Provides assistance and training to library patrons in the utilization of the library's
online resources.
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Librarian Il - Campus Librarian

Assists in developing and maintaining online collections and services.

Maintains current and accurate departmental files, records and procedure manuals.
Keeps abreast of current velopments of specific job related fields.

Participates in a variety of committees as assigned.

Builds and maintains good public/working relationships with coworkers, students,
faculty and staff.

Supervises, trains, and develops assigned staff.

Is able and equipped to complete typical tasks remotely as needed.

Performs other tasks as needed.

Required Education and Experience

Master’s degree in Library Science and/or Information Science from an American
Library Association (ALA) accredited program required.

At least two (2) years of reference and/or library instruction experience required.
Recent academic library experience, preferred.

At least one (1) year of supervisory experience required.

Required Knowledge, Skills and Abilities

Excellent oral, written, and interpersonal communication skills.

Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, internet
research skills, and library information systems.

Strong background in electronic library resources.

Demonstrated knowledge of traditional reference materials, office equipment, and
automated library information systems.

Ability to operate presentational equipment commonly found in classrooms.
Demonstrated ability to use Blackboard or other course management systems.
Demonstrated knowledge of planning, developing, and implementing virtual services
and instruction for distance education students.

Ability to prioritize, organize, and complete multiple tasks with attention to detail,
within stated deadlines.

Ability to work independently as well as a team player within department and with
others.

Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.

Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to read, analyze, and interpret general business periodicals, professional
journals, technical procedures, or governmental regulations.

Ability to write reports, business correspondence, and procedure manuals.

Ability to effectively present information and respond to questions from groups of
students, managers, and the general public.

Ability to add, subtract, multiply, and divide in all units of measure, using whole
numbers, common fractions, and decimals.

Ability to compute rate, ratio, and percent and to draw and interpret bar graphics.
Ability to apply practical understanding to carry out instructions furnished in written,



Librarian Il - Campus Librarian

oral, or diagram form.
19. Ability to deal with problems involving several concrete variables in standardized
situations.

Checks, Certificates, Licenses, and Registrations

1. Security Sensitive position: all applicants are subject to a criminal background check
under South Texas College policy.

In addition, subject to a federal background check.

Must have or qualify for a valid Texas driver's license and proof of liability insurance.

w N

Physical Requirements

1. Exerting up to 20 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
the human body.

Bending the body downward and forward by bending leg and spine.

Picking, pinching, typing, or otherwise working, primarily with fingers rather than with

the whole hand as in handling.

Applying pressure to an object with the fingers and palm.

Picking, holding, or otherwise working, primarily with the whole hand.

Perceiving the nature of sounds at normal speaking levels with or without correction.

Ability to receive detailed information through oral communication, and to make the

discrimination in sound.

Bending legs at knee to come to a rest on knee or knees.

Raising objects from a lower to a higher position or moving objects horizontally from

position-to-position. Occurs to a considerable degree and requires substantial use of

upper extremities and back muscles.

10. Ability to make rational decisions through sound logic and deductive processes.

11. Using upper extremities to exert force in order to draw, haul or tug objects in a
sustained motion.

12. Using upper extremities to press against something with steady force in order to
thrust forward, downward or outward.

13. Extending hand(s) and arm(s) in any direction.

14. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

15. Standing particularly for sustained periods of time.

16. Bending body downward and forward by bending spine at the waist.

17. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading,
including color, depth perception, and field vision.

18. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

Nook wb
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The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.



Librarian Il - Campus Librarian

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Specialist -Learning Excellence

South Texas College
Classification Description

Title: Specialist - Learning Excellence

Department: Centers for Learning Excellence

Reports to: Coordinator of Campus Center for Learning Excellence

Pay Grade: Administrative Technical Support - 4

Salary Range: $39,520.00 - $55,702.00

Date: 04/26/2024 FLSA Status: Non-Exempt

General Statement of Job

The Learning Excellence Specialist provides assistance and support in the oversight of daily
operations for the designated campus. Plans and delivers training for CLE part-time staff.
Assists with recommendations for hire, supervision, scheduling, and evaluation of campus
Student Learning Assistants (tutorial staff), Customer Service Clerks, and other part-time
staff. Oversees workshops and content reviews offered by and affiliated with the CLE.

Specific Duties and Responsibilities

Essential Functions:

1. Provides assistance and support for the day-to-day operation of campus CLE.

2. Assists with supervision and development of tutorial, and other academic success
initiatives designed to enhance learning and to promote the development of
independent learners.

3. Assists the CLE Campus Coordinator or program manager with recruitment,
scheduling, supervision, and evaluation of Student Learning Assistants (tutorial
staff), Customer Service Clerks and other part-time staff at campus CLE.

4. Provides educational assistance in specific discipline to improve understanding and
comprehension of subject.

5. Serves as a Designee for time and attendance records for Student Learning
Assistants (tutorial staff) and Customer Service Clerks at campus CLE.

6. Markets CLE-Online services to faculty and students.

7. Develops and delivers workshops, presentations, and orientations about CLE
programs and services and academic topics.

8. Prepares periodic reports of campus CLE activity and student tutoring requests for
the Director of CLE and CLE Campus Coordinators.

9. Ensures comprehensive and accurate records of services delivered through campus
CLE.

10. Assists with coordination of organized study groups for students on assigned
campuses and maintains attendance records.

11. Oversees, develops, schedules and delivers training for CLE Student Learning
Assistants (tutorial staff), and Clerks. Maintains updated records on CRLA training
datasheets for each part-time staff member.

12. Meets with part-time staff every semester to review their CRLA level status and
ensure that they are in compliance with training requirements.
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Specialist -Learning Excellence

Oversees, schedules, and promotes workshops and content reviews for students on
assigned campus.

Addresses student complaints and concerns, notifying CLE Director, CLE
Coordinator, Security, and Office of Judicial Affairs, as appropriate.

Maintains a personal plan for professional development and quality enhancement
according to accepted best practices within the field of learning assistance.

Serves as a Campus Security Authority.

Participates as directed in required departmental training and meetings.

Travels throughout the college district as needed.

Performs other duties as assigned.

Required Education and Experience

Bachelor's degree required. Bachelor’s in English, Reading, Humanities, Education,
Communication, Business, or related field preferred.

At least nine (9) months (one academic year—fall to spring) of experience working
with students in learning support (tutoring, supplemental instruction, teaching, online
learning, advising/peer mentoring) required.

Required Knowledge, Skills and Abilities

Excellent oral, written, presentation, and interpersonal communication skills.
Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

Knowledge of gathering data and statistical research and reporting.

Ability to supervise and train large groups of tutors.

Ability to work independently as well as a team player within department and with
others.

Ability to prioritize, organize, and complete multiple tasks with attention to detail,
within stated deadlines.

Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.

Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to read, analyze, and interpret related professional journals, technical
procedures, or governmental regulations.

Ability to write reports, business correspondence, and procedure manuals.

Ability to effectively present information and respond to questions from groups of
students, faculty or staff members.

. Ability to solve practical problems and deal with a variety of concrete variables in

situations where only limited standardization exists.
Ability to interpret a variety of instructions furnished in written, oral, diagram, or
schedule form.

Checks, Certificates, Licenses, and Registrations

Security Sensitive position: all applicants are subject to a criminal background check
under South Texas College policy.
Must have or qualify for a valid Texas driver’s license and proof of liability insurance.
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Physical Requirements

1. Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
the human body.

2. Bending the body downward and forward by bending leg and spine.

3. Perceiving attributes of objects, such as size, shape, temperature or texture by
touching with skin, particularly that of fingertips.

4. Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.

5. Perceiving the nature of sounds at normal speaking levels with or without correction.

6. Ability to receive detailed information through oral communication, and to make the
discrimination in sound.

7. Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.

8. Ability to make rational decisions through sound logic and deductive processes.

9. Using upper extremities to exert force in order to draw, haul or tug objects in a
sustained motion.

10. Using upper extremities to press against something with steady force in order to
thrust forward, downward or outward.

11. Extending hand(s) and arm(s) in any direction.

12. Substantial movements (motions) of the wrist, hands, and/or fingers.

13. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

14. Standing particularly for sustained periods of time.

15. Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back
muscles.

16. Expressing or exchanging ideas by means of the spoken word including those
activities in which they must convey detailed or important spoken instructions to
other workers accurately, loudly, or quickly.

17. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading,
including color, depth perception, and field vision.

18. Moving about on foot to accomplish tasks, particularly for long distances or moving
from one work site to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.
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South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Analyst- Emerging Technology

South Texas College
Classification Description

Title: Analyst- Emerging Technology

Dept: Learning Commons and Open Labs

Reports to: Director- Learning Commons and Open Labs

Pay Grade: TECH-3 Salary Range: $58,240-$83,782
Date: 12/09/2025 FLSA Status: Non- Exempt

General Statement of Job

The Emerging Technology Analyst researches, evaluates, recommends,
implements, and supports emerging technologies for integration into the
Makerspace, Open Labs, and Learning Spaces. This position reports directly to the
Makerspace Supervisor and collaborates with the Learning Commons and Open
Labs Manager and Director on institutional initiatives.

Specific Duties and Responsibilities

Essential Functions:

1. Conducts pilots, proof-of-concept projects, and feasibility assessments to evaluate
operational impact.

2. Assists students, faculty, staff, and community with hands-on use of Makerspace
technologies, including digital fabrication, multimedia, and creative software.

3. Supports implementation, maintenance, and troubleshooting of Makerspace and
Open Lab technologies.

4. Monitors emerging technology trends and assesses alignment with Makerspace
goals.

5. Assist in preparing reports, usage analytics, and recommendations to support
leadership decision-making.

6. Assists in overseeing and implementation of Makerspace operations, ensuring
compliance with safety, usage, and professional standards.

7. Develops and supports training, workshops, and documentation for staff, faculty,
students and community.

8. Conducts Makerspace tours, demonstrations, and presentations for classes, faculty,
staff, and external visitos.

9. Assists in maintaining inventory, tracks assets, and Recommends supplies,
technology upgrades, and equipment acquisitions aligned with Makerspace and
Open Lab needs.

10. Supports leadership with evidence-based recommendations while ensuring
successful operational deployment and user adoption.

11. Monitors, maintains, and documents the operational status of Makerspace and Open
Lab technologies.

12. Ensure assigned areas are secure, organized, and well maintained, including
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Analyst- Emerging Technology

furniture, tools, peripherals, and instructional resources.

Provides and promotes excellent customer service while fostering an inclusive,
collaborative, and innovative-focused learning environment.

Performs other duties as assigned.

Required Education and Experience

. Associate’s degree in computer or engineering field required; Bachelor's degree

preferred.
At least one (2) year of experience in a Makerspace, fabrication lab, innovation lab,

technology lab, or related technical environment, required.
Experience supporting students, faculty, staff, and community in emerging
technologies, preferred.

Required Knowledge, Skills and Abilities

Strong oral, written, and interpersonal communication skills.

Proficiency with Microsoft Office applications, various operating systems, and Al
research tools.

Experience with Digital Fabrication, Design & Engineering, Electronics & Coding,
Traditional Crafts, Troubleshooting, AR/VR Technologies, Computer Networking
Technologies.

Ability to prioritize, organize, and manage multiple tasks with attention to detail and
deadlines.

Ability to work independently and collaboratively in a team-based, innovative-focused
environment.

Willingness to work flexible schedules, including evenings and weekends, during
Makerspace and lab hours of operation.

Ability to travel throughout the college district using reliable personal transportation.
Commitment to the vision, mission, and student-centered values of South Texas
College.

Ability to read and interpret safety guidelines, technical manuals, and operational
procedures.

Ability to prepare reports, documentation, and instructional materials.

Ability to present information and provide guidance to individuals or groups.

Ability to apply practical problem-solving skills in standardized operational situations.

Checks, Certificates, Licenses, and Registrations

Security-sensitive position; subject to criminal background check per South Texas
College policy.

Must possess or qualify for a valid Texas driver’s license and proof of liability
insurance.

Relevant technology or Microsoft certifications, preferred.

Physical Requirements

Exerting up to 50 to 80 pounds of force occasionally, and/or up to 50 pounds of force
frequently, and/or up to 20 pounds of force constantly to move objects.
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Moving about on hands and knees or hands and feet.

Bending the body downward and forward by bending leg and spine.

Picking, pinching, typing, or otherwise working, primarily with fingers rather than with

the whole hand as in handling.

Applying pressure to an object with the fingers and palm.

Picking, holding, or otherwise working, primarily with the whole hand.

Perceiving the nature of sounds at normal speaking levels with or without correction.

Ability to receive detailed information through oral communication, and to make the

discrimination in sound.

Bending legs at knee to come to a rest on knee or knees.

0. Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.

11. Ability to make rational decisions through sound logic and deductive processes.

12. Using upper extremities to exert force in order to draw, haul or tug objects in a

sustained motion.

13. Extending hand(s) and arm(s) in any direction.

14. Substantial movements (motions) of the wrist, hands, and/or fingers.

15. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

16. Standing particularly for sustained periods of time.

17. Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back
muscles.

18. Expressing or exchanging ideas by means of the spoken word including those
activities in which they must convey detailed or important spoken instructions to
other workers accurately, loudly, or quickly.

19. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures, transcribing, viewing a computer terminal, and/or extensive reading,
including color, depth perception, and field vision.

20. Visual acuity to determine the accuracy, neatness, and thoroughness of the work
assigned or to make general observations of facilities or structures.

21. Mobility to accomplish tasks, particularly for long distances or moving from one work

site to another.
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The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
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Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Analyst - Institutional Research

South Texas College
Classification Description

Title: Analyst - Institutional Research

Dept: Research and Analytical Services

Reports to: Qualitative Researcher

Pay Grade: Executive Administrative Professional- 3

Salary Range: $53,445-$78,518

Date: 10/16/2023 FLSA Status: Exempt

General Statement of Job

The Analyst - Institutional Research collects, processes, manages, and analyzes a variety of
quantitative data sets to provide institutional research support to local, state, and federal
data requirements and creates data visualizations.

Specific Duties and Responsibilities

Essential Functions:

1.

2.
3.
4
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11.
12.

13.
14.

Conducts surveys, collects data, interprets study results, provides customized
research reports, and effectively communicates results in a variety of formats.
Prepares data visualizations to display survey and other research findings.
Prepares and gives presentations to survey clients regarding analysis findings.
Consults with staff and internal clients to identify survey needs, sample
requirements, procedures to be used, and the design of survey instruments and
materials.

Interprets, evaluates and clarifies research requests to determine potential data
requirements and sources.

Assists the qualitative researcher in the gathering of insights through surveys.
Assists other members of the Research and Analytical Services Department in
supporting the College’s strategic planning and institutional effectiveness planning
processes.

Develops and maintains effective working relationships with employees of all
divisions throughout the college; functions effectively as a team player.
Responds to ad hoc requests for research and data analysis.

. Restructures survey data files, performs data cleaning operations, and analyzes data

using data analysis software.

Maintains familiarity with academic assessment and program evaluation.

Maintains familiarity with the College‘s policies and procedures, as well as state and
federal regulations.

Travels throughout the college district, as needed.

Performs other duties as assigned.

Required Education and Experience




Analyst - Institutional Research

1. Bachelor's Degree in Statistics, Social Sciences, Marketing, Education, Business,
Economics, Computer Information Systems, or a related field required.
2. Experience in survey research, marketing research, education research, statistics,

data visualizations, programming, or social sciences research preferred.

3. Experience with survey software, qualitative or quantitative data analysis software, or
database query language preferred.

4. Experience in a post-secondary educational environment, preferred.

Required Knowledge, Skills and Abilities

Experience with survey design, sampling, data collection, and reporting.

Experience with survey platforms and tools.

Strong technical documentation and writing skills.

Excellent attention to detail and ability to work with large complex data.

Ability to prioritize, organize and complete multiple tasks, within stated deadlines.

Excellent oral, written and interpersonal communication skills.

Strong computer skills with knowledge of Microsoft Office including, but not limited

to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet

research skills.

8. Ability to solve practical problems and deal with a variety of concrete variables in
situations where only limited standardization exists.

9. Ability to interpret a variety of instructions furnished in written, oral, diagram, or
schedule form.

10. Ability to work independently as well as a team player within department and with
others.

11. Demonstrated commitment to achieving the vision and mission of South Texas
College.

12. Ability to write reports, business correspondence, and procedure manuals.

13. Ability to effectively present information and respond to questions from
administrators, faculty and staff.

14. Ability to work evenings and/or weekends as needed; willing to travel throughout the

college district using own means of reliable transportation.
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Checks, Certificates, Licenses, and Registrations

1. Security Sensitive position: all applicants are subject to a criminal background check
under South Texas College policy.

2. In addition, subject to federal background check.

3. Must have or qualify for a valid Texas driver's license and proof of liability insurance.

Physical Requirements

1. Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
the human body.

2. Bending the body downward and forward by bending leg and spine.

3. Perceiving attributes of objects, such as size, shape, temperature or texture by
touching with skin, particularly that of fingertips.
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4. Picking, pinching, typing, or otherwise working, primarily with fingers rather than with

the whole hand as in handling.

Applying pressure to an object with the fingers and palm.

Perceiving the nature of sounds at normal speaking levels with or without correction.

Ability to receive detailed information through oral communication, and to make the

discrimination in sound.

8. Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.

9. Ability to make rational decisions through sound logic and deductive processes.

10. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

11. Standing particularly for sustained periods of time.

12. Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back
muscles.

13. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading.

14. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

Noo

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Coordinator- Campus Center for Learning Excellence

South Texas College
Classification Description

Title: Coordinator of Campus Center for Learning Excellence

Department: Centers for Learning Excellence

Reports to: Director of Centers for Learning Excellence

Pay Grade: Executive Administrative Professional- 3

Salary Range: $53,445- $78,518

Date: 04/07/2022 FLSA Status: Exempt

General Statement of Job

The Coordinator of Campus Center for Learning Excellence directs day-to-day operations of
campus Center for Learning Excellence (CLE) for assigned campus. Monitors academic
assistance programs affiliated with the CLE. Ensures quality tutoring and other academic
support services (workshops, etc.). Works as a member of the Centers for Learning
Excellence and Library Services team, maintaining collegial and productive relationships
with peers and colleagues. Recommends for hire, supervises, schedules, and evaluates
learning excellence specialists, student learning assistants, customer service clerks, and
other full-time and part-time staff.

Specific Duties and Responsibilities

Essential Functions:

1. Directs the day-to-day operation of CLE, maintaining an environment that is student-
centered, welcoming, and supportive of learning.

2. Provides academic tutoring and student support program oversight at campus level.

3. Serves as the CLE liaison to campus faculty and staff, communicating and working
with faculty to provide high quality academic support.

4. Manages tutorial and non-course-based programs designed to enhance learning and
to promote the development of independent learners.

5. Assists Learning Support Manager and Supplemental Instruction Manager with
recommending tutor training curriculum changes that best meet the needs of
learners at each campus.

6. Assists with marketing CLE services to faculty and students, including developing

and delivering presentations and orientations about CLE programs and services.

Ensures tutor logs, time cards, and other required forms are complete and accurate.

Maintains detailed records of student tutoring requests and tutors' activity, and

prepares weekly and monthly campus CLE activity reports for the Director of CLE.

9. Ensures compliance with relevant grants and with all CLE procedures at assigned
campus.

10. Addresses student complaints and concerns, notifying Director of CLE when
appropriate.

11. Arranges training for tutors in tutorial methodologies and techniques, best practices,
and appropriate subject areas.
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Coordinator- Campus Center for Learning Excellence

Maintains inventory of supplies, materials, books, computers, and equipment of
campus CLE.

Ensures security of College property in campus CLE.

Reports technical issues with computers to technical support staff.

Assists in the development, troubleshooting, and expansion of the online tutoring
platform and its features to ensure quality online tutoring experiences.

Plans, schedules, and promotes workshops for students on local campus and
documents student attendance.

Recommends for hire, supervises, schedules, and evaluates assigned Learning
Excellence Specialists, Student Learning Assistants, and Customer Service Clerks,
and other full-time and part-time staff.

Must have access to a remote working site that is safe and free from interruptions,
and to equipment and a reliable Internet connection sufficient to perform job duties
remotely as required.

Serves as Campus Security Authority.

Performs other duties as assigned.

Required Education and Experience

Bachelor’'s degree required.

At least one (1) year of related experience working with students in learning support
(tutoring, Supplemental Instruction, teaching, online learning, advising/peer
mentoring, etc.) required.

Experience working with students in an educational setting preferred.

Supervisory training or experience preferred.

Required Knowledge, Skills and Abilities

Excellent oral, written, presentation, and interpersonal communication skills.
Strong computer skills with knowledge of Microsoft Office including, but not limited
to, Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

Knowledge of specific needs for Special Populations.

Demonstrated knowledge in gathering data and statistical research and reporting.
Strong analytical, critical thinking, and problem-solving skills and the ability to
exercise discretion and sound judgment.

Ability to prioritize, organize, and complete multiple tasks with attention to detail,
within stated deadlines.

Ability to work independently as well as a team player within department and with
others.

Ability to work evenings and/or weekends as needed; willing to travel throughout the
college district using own means of reliable transportation.

Demonstrated commitment to achieving the vision and mission of South Texas
College.

Ability to read, analyze, and interpret related professional journals, technical
procedures, or governmental regulations.

Ability to write reports, business correspondence, and procedure manuals.

Ability to effectively present information and respond to questions from groups of
students, faculty, staff, and the general public.

Ability to solve practical problems and deal with a variety of concrete variables in
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situations where only limited standardization exists.
14. Ability to interpret a variety of instructions furnished in written, oral, diagram, or
schedule form.

Checks, Certificates, Licenses, and Registrations

1. Security Sensitive position: all applicants are subject to a criminal background check
under South Texas College policy.

Must have or qualify for a valid Texas driver’s license and proof of liability insurance.
College Reading and Learning Association (CRLA) certification, ACTP Tutor Trainer,
ACTP Master Tutor Trainer, NCLCA Learning Center Leadership Certification (any
level), or comparable preferred.

SIN

Physical Requirements

1. Exerting up to 10 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
the human body.

2. Bending the body downward and forward by bending leg and spine.

3. Perceiving attributes of objects, such as size, shape, temperature or texture by
touching with skin, particularly that of fingertips.

4. Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.

5. Applying pressure to an object with the fingers and palm.

6. Perceiving the nature of sounds at normal speaking levels with or without correction.

7. Ability to receive detailed information through oral communication, and to make the
discrimination in sound.

8. Raising objects from a lower to a higher position or moving objects horizontally from
position-to-position. Occurs to a considerable degree and requires substantial use of
upper extremities and back muscles.

9. Ability to make rational decisions through sound logic and deductive processes.

10. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

11. Standing particularly for sustained periods of time.

12. Bending body downward and forward by bending spine at the waist. Occurs to a
considerable degree and requires full motion of the lower extremities and back
muscles.

13. Close visual acuity to perform an activity such as: preparing and analyzing data and
figures; transcribing; viewing a computer terminal; and/or extensive reading.

14. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
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to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.



Coordinator- ET Audio Visual Systems Design

South Texas College
Classification Description

Title: Coordinator - ET Audio Visual Systems Design
Dept: Educational Technologies

Reports to: Manager - ET Audio Visual Systems Design
Pay Grade: Executive Administrative Professional- 2
Salary Range: $47,507-$69,794

FLSA Status: Exempt

Date: 5/4/2026

General Statement of Job

The Coordinator—ET Audio Visual Systems Design assists the Manager—ET Audio Visual
Systems Design, Analyst—ET Audio Visual Systems Design, and Manager—ET Installations
with various aspects of project work, including system design and recommendations. The
coordinator meets and interacts with requesting clients and is their liaison for AV system
design deliverables, correspondence, site visits, parts lists, and drawing creation. Other duties
could include, on an as-needed basis, supervising employees, developing work schedules,
and implementing Educational Technologies procedures.

Specific Duties and Responsibilities

Essential Functions:

1.

9.

10.

11.
12.

Coordinates with audiovisual systems designer and installations manager with system
designs, including equipment research, equipment specification gathering, and
availability status.

As needed per project, assist in creating RFP and RFQ documents detailing the
required items and scope of work involved.

Assists in creating/providing various documents to help the ET Project Manager and
ET Project Manager have a complete project packet, including parts lists, system
drawings, room drawings, and general notes.

Assists with requesting and obtaining quotes for client requests and budget
planning/estimation.

Coordinates with the AV Analyst or oversees the installation and configuration of
equipment according to designated layout and functionality needs.

Supports instructional and institutional audio-visual needs.

Works with desktop software/hardware to ensure connectivity with audio-visual
equipment.

Performs and/or oversees cabling and wiring installations to industry and institution
standards.

Performs preventative maintenance, troubleshooting, and repairs on all types of
instructional technologies equipment.

Tests and resolves equipment issues and provides development and improvement
suggestions for working solutions.

Supervises designated employees

Assists with training and supporting faculty and staff to use instructional technologies.

Page 1 of 4 South Texas College



Coordinator - ET Audio Visual Systems Design

13. Assists with maintaining Educational Technologies inventory.

14. Duplicates, compresses, and digitizes audio and video data, ensuring proper formats
and compatibilities.

15. Ensures the safe storage and integrity of data.

16. Ensures the safe transfer and shipment of equipment.

17. Assists in production setup, support, and troubleshooting of special events.

18. Maintains current knowledge of trends and developments in audio-visual hardware
and software.

19. Is able and equipped to complete typical tasks remotely as needed.

20. Performs other duties as assigned.

Required Education and Experience

Bachelor’s degree is required.
Minimum 3 years’ experience in the audio-visual industry required.
AVIXA CTS and/or Extron certifications preferred.
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Required Knowledge, Skills, and Abilities

Excellent oral, written and interpersonal communication skills.

Strong knowledge of audiovisual equipment, including hardware, signal types,

interconnects, and standards.

3. Strong knowledge of system control formats and how connected AV equipment
functions.

4. Strong computer skills with knowledge of Microsoft Office including, but not limited to,
Word, Excel, PowerPoint, and Outlook, the Windows environment, and internet
research skills.

5. Familiarity with the operation, maintenance, and installation of audiovisual equipment,
including fundamentals of light and sound; concepts of microphones, loudspeakers,
basic networking, cameras, and displays; signal types and signal flow; and networking
for data and AV, RF, digital and analog signals.

6. Able to read and interpret construction floor plans and comment/make adjustments as
needed.

7. Able to read and interpret audio, video, control, and network design diagrams and
comment/make adjustments as needed.

8. Able to create drawings and descriptions of audiovisual systems to show
clients/vendors/installers that would convey system goals and functionality.

9. Familiarity with digital imaging and video editing software.

10. Ability to work independently and as a team player within a department and with
others.

11. Ability to adapt to constant change and periods of fast-paced, high-intensity work
situations.

12. Ability to work evenings, weekends, and/or holidays as needed; required to travel
throughout the college district using own means of reliable transportation.

13. Is able and equipped to complete typical tasks remotely as needed.

14. Demonstrated commitment to achieving the vision and mission of South Texas
College.

15. Ability to read and interpret documents such as safety rules, operating and
maintenance instructions, and procedure manuals.

16. Ability to write routine reports and correspondence.

N —
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17. Ability to apply practical understanding to carry out instructions furnished in written,
oral, or diagram form.

18. Ability to deal with problems involving several concrete variables in standardized
situations.

Checks, Certificates, Licenses, and Registrations

1. All applicants are subject to a criminal background check under South Texas College
policy.

2. Security Sensitive position: Also subject to a federal background check.

3. Must have a valid Texas driver’s license and proof of liability insurance.

Physical Requirements

1. Exerting up to 50 pounds of force occasionally, and/or up to 30 pounds of force
frequently, and/or up to 10 pounds of force constantly to move objects.

2. Maintaining body equilibrium to prevent falling while walking, standing, or crouching
on narrow, slippery, or erratically moving surfaces. The amount of balancing exceeds
that needed for ordinary locomotion and maintenance of body equilibrium.

3. Ascending or descending ladders, stairs, scaffolding, ramps, poles, etc., using feet,
legs, and/or hands and arms. Body agility is emphasized.

4. Moving about on hands and knees or hands and feet.

5. Bending the body downward and forward by bending the leg and spine.

6. Perceiving attributes of objects, such as size, shape, temperature, or texture, by
touching with skin, particularly that of fingertips.

7. Picking, pinching, typing, or otherwise working, primarily with fingers rather than with
the whole hand as in handling.

8. Applying pressure to an object with the fingers and palm.

9. Picking, holding, or otherwise working, primarily with the whole hand.

10. Perceiving the nature of sounds at normal speaking levels with or without correction.

11. Ability to receive detailed information through oral communication and to make the
discrimination sound.

12. Bending legs at the knee to rest on the knee or knees.

13. Raising objects from a lower to a higher position or moving objects horizontally from
position to position. It occurs considerably and requires substantial use of the upper
extremities and back muscles.

14. Ability to make rational decisions through sound logic and deductive processes.

15. Using upper extremities to exert force to draw, haul, or tug objects in a sustained
motion.

16. Using the upper extremities to press against something with steady force in order to
thrust forward, downward, or outward.

17. Extending hand(s) and arm(s) in any direction.

18. Substantial movements (motions) of the wrist, hands, and/or fingers.

19. Expressing or exchanging ideas by means of the spoken word, including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

20. Standing particularly for sustained periods.

21. Bending the body downward and forward by bending the spine at the waist. It occurs
considerably and requires complete lower extremities and back muscle motion.

22. Expressing or exchanging ideas by means of the spoken word, including those
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activities in which they must convey detailed or important spoken instructions to other
workers accurately, loudly, or quickly.

23. Shouting to be heard above the ambient noise level.

24. Close visual acuity to perform an activity such as preparing and analyzing data and
figures, transcribing, viewing a computer terminal, and/or extensive reading, including
color, depth perception, and field vision.

25. Visual acuity to determine the accuracy, neatness, and thoroughness of the work
assigned or to make general observations of facilities or structures.

26. Visual acuity to operate motor vehicles and/or heavy equipment.

27. Close visual acuity to perform an activity such as visual inspection involving small
defects, small parts, machine operation, measurement devices, and/or assembly or
fabrication parts at distances close to the eyes.

28. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities to
perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.
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South Texas College
Classification Description

Title: Coordinator- Educational Technologies Operations

Dept: Educational Technologies

Reports to: Manager - ET Operations

Pay Grade: EAP 2

Salary Range: $47,507- $69,794

Date: 01/22/2025 FLSA Status: Exempt

General Statement of Job

Coordinator — Educational Technologies Operations is responsible for onsite delivery and
support of Educational Technologies systems, resources, and services at assigned campus.
Serves as campus liaison to administrators, faculty and staff.

Specific Duties and Responsibilities

Essential Functions:

1. Manages and supports daily campus operations for AV services and equipment
supported by Educational Technologies

2. Serves as campus liaison to campus administrators, including immediate support to
faculty and staff in all classrooms, conference rooms, large meeting spaces, and
special events

3. Supervises ET department staff at assigned campus, part time employees, capstone,
and internship students

4. Responsible for onsite management and support of Educational Technology
resources and services at assigned campus.

5. Supports production of high-quality AV services for special events and video
production at assigned campus

6. Assists with major events such as STC Graduation Commencement, College-Wide
Professional Development Day and other large events across the college district

7. Manages, and provides immediate oversight of daily operation and project task
coordination for department operations, initiatives, and projects.

8. Coordinates with the ET Operations Manager and ET Project Manager—Installations
on project intake processes, management, and execution

9. Plans, organizes, and coordinates activities of Educational Technologies campus
support team at assigned campus

10. Serves as Liaison to Information Technology Campus Specialist in coordinating and
collaborating on task-related projects and solutions to ensure uninterrupted service

11. Coordinates projects with Educational Technologies Project Manager - Installation,
Audio Visual Systems Designer, Digital Signage Specialist, ADA Specialist, and ET
support staff.

12. Collaborates with ET Operations Manager and Director of Educational Technologies
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to develop and maintain professional growth and training plans for team members.

13. Conducts testing and documentation of AV system functionality to ensure
performance within design specifications to meet user needs. Performs system
diagnostics and troubleshoot as necessary

14. Plans and conducts trainings for Educational Technologies teams

15. Produces high quality communication adhering to institutional standards. Creates,
maintains, and archives all project documentation, from initiation to closure.

16. Prepares and coordinates the preparation of periodic and special reports, including
monthly and weekly activity reports, equipment inventory and work order ticket
documentation. Responsible for other reports as assigned

17. Performs other duties, as assigned

Required Education and Experience

Bachelor's degree required.
Minimum 3 years’ experience in the audio-visual industry required
Formal training in professional Audio-Visual equipment and technology preferred

wN =

Required Knowledge, Skills and Abilities

Excellent customer service and communication skills

Possess organizational skills to manage multiple tasks at once

Knowledge of operation and maintenance of personal computers, data projectors,
and other audio-visual and presentational technology

Ability to troubleshoot audiovisual systems and equipment

Ability to work under pressure and adapt in an often rapidly changing environment
Ability to work individually and as a member of a team

Must be able to work flexible hours, including some evening and/or weekends
Must have valid TX driver's license and proof of liability insurance

Excellent oral, written, presentation, and interpersonal communication skills.
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Checks, Certificates, Licenses, and Registrations

1. All applicants are subject to a criminal background check under South Texas College
policy.

Security Sensitive position: In addition, subject to federal background check.

Must have a valid Texas driver's license and proof of liability insurance.
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Physical Requirements

1. Exerting up to 30 pounds of force occasionally and/or negligible amount of force
frequently or constantly to lift, carry, push, pull or otherwise move objects, including
the human body.

Perceiving the nature of sounds at normal speaking levels with or without correction.
Ability to receive detailed information through oral communication, and to make the
discrimination in sound.

4. Ability to make rational decisions through sound logic and deductive processes.

wn
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5. Expressing or exchanging ideas by means of the spoken word including the ability to
convey detailed or important spoken instructions to other workers accurately and
concisely.

6. Have close visual acuity to perform an activity such as: preparing and analyzing data
and figures; transcribing; viewing a computer terminal; and/or extensive reading,
including color, depth perception, and field vision.

7. Visual acuity to determine the accuracy, neatness, and thoroughness of the work
assigned or to make general observations of facilities or structures.

8. Mobility to accomplish tasks, particularly for long distances or moving from one work
site to another.

The above job description is not intended as, nor should it be construed as, exhaustive of all
responsibilities, skills, efforts, or working conditions associated with this job.

Reasonable accommodations may be made to enable qualified individuals with disabilities
to perform the essential functions of this job.

South Texas College does not discriminate or tolerate discrimination against any employee, applicant for
employment, student, or applicant for admission on the basis of race, color, national origin, ethnicity, religion,
age, sex, sexual orientation, gender, gender identity, gender expression, pregnancy, parental status, disabilities,
genetic information, veteran status, or any other protected category under applicable local, state, or federal law.
Conduct that excludes participation, denies benefits, or subjects others to discrimination is prohibited. The
College complies with all applicable policies and state and federal legislation in order to combat discrimination.
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