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SAN BERNARDINO COMMUNITY COLLEGE DISTRICT

DEAN OF INSTRUCTIONAL OPERATIONS, SBVC

DEFINITION:  

Under the general direction of the Vice President of Instruction, the Dean of Instructional Operations serves as a staff administrator in support of the daily operations of the Instructional Office.  Administers, supervises, evaluates, monitors and reviews components of the instructional programs and budgets; develops off-campus course offerings; and is responsible for program review.

EXAMPLES OF DUTIES:

1. Serves as the Instruction Office representative on the Curriculum Committee reviewing curriculum proposals with division deans, actively participating in the evaluation of new and revised course proposals and the content review process.

2. Supervises the development and timely publication of the college catalog and the schedule of classes.

3. Monitors and reviews the status of all instructional budgets, ensuring that all departments and divisions operate within allocated resources and are consistent with district policy and college procedures.

4. Promotes the efficient use of instructional facilities and classroom space by monitoring time and enrollment and scheduling patterns.

5. Ensures that the college is in compliance with all of the state-mandated regulations on instruction, including the California Education Code, Title 5, Title 7 and Title 9; remains current in state-level policy changes.

6. Supports District negotiated agreements, monitors the status of faculty loads, minimum classroom enrollment, evaluation and tenure procedures; and administers the tenure and review process.

7. Maintains the course classification system, inventory of programs, and master course data file.

8. Maintains the transfer list and prepares and maintains general education lists for articulation and graduation.

9. May assist in developing state and federal grants.

10. May be responsible for the day-to-day operations of the instructional division in the absence of the Vice President of Instruction.

11. Assists where practical in student recruitment and retention.

12. Serves as campus liaison with accrediting commissions.

13. Serves as liaison with Student Services.

14. Performs other duties as assigned.

MINIMUM QUALIFICATIONS:  

Education and Experience

Possession of a master’s degree from an accredited college or university and three years of experience in instructional operations.  Demonstrated experience in one or more of the following areas: curriculum development; content review; program review; accreditation; budget or enrollment management.

Demonstrated sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of community college students.

Knowledge 

Extensive knowledge of the principles, practices, and theories of higher education; the philosophy, objectives, and functions of California community college instructional programs; and the principles and procedures of research design and analysis.

Thorough knowledge of federal, state, and county regulations as they relate to community college programs; budget development and management; program planning and evaluation; state reporting systems and procedures; and local community needs.

Practical knowledge of desktop computer technology.

Ability

Ability to plan, organize, coordinate, and direct the activities of the Instructional Office; develop and evaluate comprehensive plans to satisfy present and future college and community needs; communicate effectively both orally and in writing; work effectively with people at all levels of the organization including management, faculty, staff, and students; and be sensitive to and understanding of the diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of community college students.
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