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SAN BERNARDINO COMMUNITY COLLEGE DISTRICT

CAHSEE Grant Program Manager
(California High School Exit Exam)
DEFINITION
Under the general direction of the Dean of Career College/CalWorks and contingent upon grant funding, the CAHSEE Grant Program Manager is responsible for the overall supervision, development, and implementation of the CAHSEE Grant activities, budget, documentation, and reporting as submitted in the CAHSEE Grant application.   The CAHSEE Grant provides extended academic support to students who did not graduate from high school because they did not pass the CAHSEE.  The grant allows CAHSEE students to attend college while making up CAHSEE or course deficits so that they may take and pass the CAHSEE exam, acquiring then their high school diploma.
EXAMPLES OF DUTIES
1. Plans, directs, supervises, evaluates and manages the CAHSEE Grant providing outreach and support activities directed at those students who did not pass the CAHSEE.
2. Manages and provides leadership for CAHSEE outreach activities, including the development of liaisons with partner adult schools, district offices, community service agencies and alternative educational settings in order to increase the enrollment of CAHSEE students.
3. Identifies CAHSEE cohort and provides academic support information.
4. Provides leadership in the administration of the CAHSEE grant, including but not limited to non-credit course development, counselor training, academic tutoring, CAHSEE orientation and freshman year experience, and related areas as identified in the CAHSEE grant application and grant agreement with the California Community College Chancellor’s Office. 

5. Develops, coordinates and administers the CAHSEE budgets; monitors and controls expenditures.  

6. Assures accurate documentation of CAHSEE fiscal records, student records and evaluation data. Prepares and submits required state and institutional fiscal and accounting reports.
7. Develops and implements strategies to deliver effective assessment, orientation, counseling, guidance services and educational programs to CAHSEE students.

8. Coordinates services with college departments and programs such as ESL, CalWORKs, Tutorial Services, DSP&S, and Financial Aid, and with public and private agencies serving CAHSEE students.
9. Provides personal, social and academic counseling services to CAHSEE students as needed.  
10. Participates in the development of newsletters, brochures, forms, manuals and other appropriate information about CAHSEE Programs.   
11. Provide guidance for internal and external program audits and reviews.
12.  Participates in a variety of meetings in support of CAHSEE programs and activities; organizes the CAHSEE Advisory Committee and represents the college at local, regional and state-wide activities, meetings and conferences.

13. Supervises, directs, trains and evaluates assigned faculty and staff.

14. Serves on campus-wide committees as assigned.

15. Performs other related duties as assigned.

MINIMUM QUALIFICATIONS
Education and Experience

1. Bachelor’s degree from an accredited institution, Master’s degree preferred.

2. Two years of experience within the last four years with direct oversight and coordination of a grant.
3. Experience in the administration of educational programs, community organizations, government programs, or private industry.
KNOWLEDGE AND ABILITIES

Knowledge

Knowledge of grant management, outreach and recruitment, program development and evaluation; counseling and guidance principles and techniques; academic requirements for community college and transfer institutions; retention, and orientation programs organization and supervision principles; budgetary management.

Abilities

Ability to communicate effectively both orally and in writing; work collaboratively with students, faculty and staff from diverse academic, cultural, ethnic and socioeconomic backgrounds; prepare narrative, numerical and statistical  reports; maintain confidentiality; interpret federal and state regulations and policies relating to assigned programs .           
Special Requirement:

Possess and maintain a valid and clear California Driver’s License and provide own transportation for travel to off-site meetings and conferences.  Requirement of California Driver’s License may be waived provided that employee can demonstrate alternate means of transportation acceptable to the District to and from meetings.

Working Conditions

Work performed primarily in an office environment.  Must be able to sit and stand for long for long periods of time, walk short distances, use hands and fingers to operate an electronic keyboard or other office machines, reach with hands and arms, stoop or kneel or crouch, speak clearly and distinctly to answer phones and provide information, see to read fine print, hear and understand voices over telephone and in person; lift, carry, and/or move objects weighing up to 25 pounds.  
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