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EQUAL OPPORTUNITY STATEMENT

In compliance with Title VI, Title XI, and Section 504 of the Rehabilitation Act of 1973, the Northshore Technical Community College campuses uphold the following policy:

Northshore Technical Community College campuses adhere to the equal opportunity provisions of federal civil rights laws and regulations that are applicable to this agency.  Therefore, no one will be discriminated against on the basis of race, color, national origin (Title VI of the Civil Rights Act of 1964); sex (Title IX of the Education Amendments of 1972); disability (Section 504 of the Rehabilitation Act of 1973); or age (Age Discrimination Act of 1975) in attaining educational goals and objectives and in the administration of personnel policies and procedures.  Anyone with questions regarding this policy may contact Mr. William S. Wainwright, Regional Director, at (985) 732-6640.

HISTORY OF LOUISIANA’S POST SECONDARY TECHNICAL EDUCATIONAL SYSTEM

Since the 1930’s, vocational education has been afforded to the citizens of Louisiana through a system of post secondary technical education, which also provides technical training to secondary high school students.  Acts 208 and 209 of 1973 expanded the existing post secondary education system from thirty-three (33) to fifty-three (53) technical institutions and provided for a coordinated and comprehensive statewide system of career education.  An initial $100 million in capital outlay investment in Louisiana’s technical training opportunities has established Louisiana as a national leader in workforce preparation through post secondary technical education in up-to-date facilities.

The Louisiana vocational technical education system originally began as “trade schools” in the 1930’s and have evolved to vocational schools – vocational technical schools – vocational technical institutes – and at present, technical colleges, as a result of a re-design curriculum which blends technical education and applied academics ultimately leading to certificate, diploma, and/or the applied associate of technology degree, the credential of preference by many business, industry, and labor interests.  The State Board of Vocational Education established a technical college system comprised of one technical college with forty-four (44) campuses which offers sixty-six (66) full-time training programs to approximately fifty thousand (50,000) students.  The name to Technical College is reflective of the blending of technical and applied academic education.  The system is presently providing for a standardized curriculum for careers ranging from Automotive Technology to Biomedical Technology which affords students the ability of full transfer of credits from one campus to another.

MISSION OF THE TECHNICAL COLLEGE SYSTEM

The mission of the Technical College System is workforce development.  Louisiana’s human and business resources demand and educated and technically competent workforce.  The system provides relevant technical and academic education needed to assist individuals in making informed and meaningful occupational choices.  Its purpose is to train, re-train, and continually upgrade the State’s workforce to the end that individuals are employable at both entry and advanced levels.  Its focus is employer friendly and economy driven to enhance personal development, increase economic opportunity, and contribute to the state, national, and international communities.

MISSION OF NORTHSHORE TECHNICAL COMMUNITY COLLEGE 

The mission of NTCC is to provide relevant technical and academic education needed by individuals to make informed and meaningful occupational choices, to train and re-train individuals to qualify for employment in existing or potential occupational fields, and to mesh in a system of articulation with secondary and postsecondary technical colleges/higher education institutions to continue training and to upgrade skills and education credentials of the workforce.

HISTORY OF FLORIDA PARISHES CAMPUS

Northshore Technical Community College– Florida Parishes Branch Campus was established in 1952 by the State Legislature to offer vocational training to the students of this geographic area.  In 1990, the Board of Elementary and Secondary Education renamed all vocational schools to describe their function more accurately.  This school became Florida Parishes Technical Institute.   In the early 1990s, Quick Start funds were used to train employees for furniture manufacturing and the institute became involved in Tech Prep and articulation activities with area high schools and the local university.

In 1995, the agency for accreditation affiliation for all the technical institutes became the Council on Occupational Education (COE), the successor organization of the Commission on Occupational Education Institutions of the Southern Association of Colleges and Schools (COE/SACS).

Also in 1995, all institutes that were still on a four-day week were changed back to a five-day week, and all institutes were renamed Louisiana Technical College this campus designated as Florida Parishes Campus.  The colleges began offering Associate of Applied Technology Degrees in the Office Occupations programs with other programs to follow as curriculums were developed.

Act 506 of the 2005 Regular Legislative Session proposed a reorganization of the Louisiana Technical College.  LCTCS adopted the 21st Century Model for the Delivery of Technical Education effective July 1, 2006.  The reorganization consists of nine Regional Technical Education Centers.  Florida Parishes Campus was placed in LTC Region 9.  LTC Region 9 consisted of four campuses: Sullivan Main Campus – Bogalusa, LA, Hammond Area Branch Campus – Hammond, LA, Florida Parishes Branch Campus – Greenburg, LA, and Ascension Branch Campus – Sorrento, LA.  
As part of an on-going effort to align the efforts of LCTCS institutions with the shifting needs of the state and the communities they serve, a few structural and name changes that have been formally approved by the LCTCS Board of Supervisors.  Louisiana Technical College- Region 9 was renamed Northshore Technical Community College effective March 10, 2010.  In addition, the college was restructured to consist of three campuses:  Sullivan Main Campus – Bogalusa, LA, Hammond Area Branch Campus – Hammond, LA, and Florida Parishes Branch Campus – Greensburg, LA.  Ascension Branch Campus was restructured with River Parishes Community College.  
MISSION OF INSTITUTION

The mission of the Northshore Technical Community College – Florida Parishes Branch Campus is to provide relevant technical and academic education needed by individuals to make informed and meaningful occupational choices, to train and re-train individuals to qualify for employment in existing or potential occupational fields, and to mesh in a system of articulation with secondary and post secondary technical colleges/higher education institutions to continue training and to upgrade skills and education credentials of the workforce.

HISTORY OF HAMMOND AREA CAMPUS

The Northshore Technical Community College – Hammond Area Branch Campus is a public institution that operates under the laws of the State of Louisiana and under the direction of the Board of Supervisors of the Louisiana Community and Technical College System.  

The Hammond Associate of Commerce initiated the inception of a vocational school in the City of Hammond in April 1962.  In October 1962 the State Bond and Building Commission allocated moneys, Act 112 of 1960, to the State Board of Education for the purchase of a building and for structural changes within the building.  The State Board of Education purchased the former building in June 1963.  Building renovations began in June 1963 and were completed in June 1964.

In August 1964, William D. Allen was appointed director of the newly created Hammond Area Vocational School by the State Board of Education.  In September 1964 temporary office space for the director and staff was provided by the City of Hammond on a rent-free basis.

The first classes opened were Automotive Technology and Office Occupations in October 1965.  During the following month, the Practical Nursing course began its first class.  The first Practical Nursing class of 18 students graduated in January 1967 at Reimer’s Memorial Auditorium. In December 1965 the Drafting Technology course was started.

Between July 1966 and January 1967, the rest of the building was renovated to prepare for the inception of the Electronics Technology and Welding courses.

The Electronics Technology course was initiated in March 1970 followed by the opening of Welding in March 1971.  Hammond Area Vocational School beginning February 1966 offered a number of off-campus courses.  These off-campus courses were offered through the Disruptive Education course in coordination with the vocational school and local businesses and organizations.  The Distributive Education course was discontinued in 1972.

A new regional concept of career education was established in Louisiana with Hammond Area Vocational School located in Region 2.  Also, the State Board of Education was restructured; and the Board of Elementary and Secondary Education had jurisdiction over vocational education in the state.

In 1973 Acts No. 208 and No. 209 appropriated funds for land and construction of the present facility located at 111 Pride Drive, Hammond, LA 70401.

In 1975 Act 786 increased the amount of funds appropriated by Acts 208 and 209 in order that these funds (diminished by inflation) would be sufficient to complete the project.

In 1976 William D. Allen retired and Thomas C. Spangler was appointed director by the Board of Elementary and Secondary Education.

Appliance Repair, Auto Body Repair, Nursing Assistant, Radio/TV (added to Electronics course), Related Instruction/Special Needs, and the Guidance Program were added when the vocational school moved into its new facility in April 1978.  In 1979 Small Engines Mechanics and Mine Safety (since phased out) were added.  Electricity (evening school only) began in 1981.

In 1976 William D. Allen retired and Thomas C. Spangler was appointed director by the Board of Elementary and Secondary Education.

Because of depressed economic conditions in the state in the 1980’s, all vocational schools experienced severe budget cuts in operating expenses.  This school closed Drafting and Special Needs in 1986. Special Needs was reopened in 1987 and was closed again in 1988.  Auto Body was also closed in 1988.

Continued budget cuts to vocational schools resulted in the loss of several clerical staff positions, one maintenance staff position, and several instructor positions in multiple-instructor departments.

In an attempt to save on operating expenses (utilities, etc.) and allow students more weekend hours to work, in 1987 the school changed from a 5-day 40-hour workweek to a 4-day 40-hour workweek.  Full time for students was 30 hours a week spread over 4 days (4 days x 7.5 hours/day) instead of 5 days (5 days x 6 hours/day).

In 1987 Thomas C. Spangler, Director, retired; and Francis N. Bickham was appointed director in September 1987.

Another course, Outdoor Power Equipment Technology (Small Engine Mechanics), was closed in 1990. Carl D. Perkins federal funds allowed for purchase of equipment to keep remaining courses current and effective.

In February 1990 the Board of Elementary and Secondary Education renamed all state vocational schools so that their names more clearly described their functions.  The new name for Hammond Area Vocational School was Hammond Area Technical Institute.

From 1990 through 1992, the technical institutes throughout the State operated on minimal funding due to the lack of State funds.  QuickStart funds were made available to the system for training employees for new and expanding industries.  This institute used these funds first in 1992 when it trained twenty-four (24) employees for General Dynamics and continued training for two additional new industries.

The Department of Commerce and Industry became involved with the technical institutes in 1992 to assist in encouraging industry to come into the state using the technical institutes as prospective training areas for employees.

This institute entered into an articulation agreement with Southeastern Louisiana University and the Tangipahoa Parish School Board on September 23, 1993, to strengthen our position with these agencies.  In addition, the institute began working with the College of Basic Studies at Southeastern Louisiana University and the Tangipahoa Parish School System to establish the School-to-Work Program and Goals 2000 concept being promoted by the United States Department of Education.

The institute entered into a multi-parish consortium with the Pinelands Tech Prep Program operated under the jurisdiction of the Sullivan Technical Institute located in Bogalusa, Louisiana.  This program promotes technical training for high school students in order that they are better prepared to enter employment after acquiring technical training.

During 1995 the technical institutes were placed under a special division of the Department of Education, and all institutions became technical colleges.  The workweek was changed back to a 5-day 40-hour week.  A majority of the colleges began offering Associate of Applied Technology Degrees in the Office Occupations courses.  This college began enrolling students in the Office Systems Technology and Accounting Technology Associate Degree courses in November 1995 using the curricula approved by the governing board.  All clock hours in Office Occupations were converted to semester credit hours, and the Office Occupations department began operating on a quarter system.

In addition, in July 1995 the Technical College System continued its accreditation affiliation with the Council on Occupational Education (COE), the successor organization of the Commission on Occupational Education Institutions of the Southern Association of Colleges and Schools (COEI/SACS).

In November 1995 the Electronics Technology course was converted to Computer Technology.

In February 1996 the first Associate of Applied Technology Degree in Office Systems Technology was awarded to Ms. Jennifer Barnes.

Mr. Francis N. Bickham retired as director January 31, 2000.  Mrs. Jimmey B. Foster became the interim director February 1, 2000.  Mrs. Foster retired as Campus Dean January 2, 2002, and Mr. William S. Wainwright became Campus Dean January 7, 2002.  

The Chief Administrative Officer for the school is its Campus Dean.  Mr. Wayne Meaux, Assistant Chancellor of Baton Rouge Northshore District II, appointed Mr. William Wainwright Acting Dean of the Hammond Area Campus on January 7, 2002.  On May 9, 2002, Dean Wainwright was approved to this position on a permanent basis by the Board of Supervisors.  In January 2004, Mr. Wainwright was detailed to the position of District Dean of Workforce Development for the Greater Capital Area District II, and Mrs. Sharon G. Hornsby became Interim Campus Dean of the Hammond Area Campus as well as maintaining her Campus Dean duties at Florida Parishes Campus.  Due to growth experienced at both campuses, it became apparent that each campus would require a full-time Campus Dean.  Therefore, on May 26, 2008, Mr. Mack Jackson III became Campus Dean for the Hammond Area Campus.

Act 506 of the 2005 Regular Legislative Session proposed a reorganization of the Louisiana Technical College.  LCTCS adopted the 21st Century Model for the Delivery of Technical Education effective July 1, 2006.  The reorganization consists of nine Regional Technical Education Centers.  The Hammond Area Campus was placed in LTC Region 9.  LTC Region 9 consisted of four campuses: Sullivan Main Campus – Bogalusa, LA, Hammond Area Branch Campus – Hammond, LA, Florida Parishes Branch Campus – Greenburg, LA, and Ascension Branch Campus – Sorrento, LA.  

As part of an on-going effort to align the efforts of LCTCS institutions with the shifting needs of the state and the communities they serve, a few structural and name changes that have been formally approved by the LCTCS Board of Supervisors.  Louisiana Technical College- Region 9 was renamed Northshore Technical Community College effective March 10, 2010.  In addition, the college was restructured to consist of three campuses:  Sullivan Main Campus – Bogalusa, LA, Hammond Area Branch Campus – Hammond, LA, and Florida Parishes Branch Campus – Greensburg, LA.  Ascension Branch Campus was restructured with River Parishes Community College.  

MISSION OF THE INSTITUTION

The mission of the Northshore Technical Community College – Hammond Area Campus is to provide relevant technical and academic education needed by individuals to make informed and meaningful occupational choices, to train and re-train individuals to qualify for employment in existing or potential occupational fields, and to mesh in a system of articulation with secondary and post secondary technical colleges/higher education institutions to continue training and to upgrade skills and education credentials of the workforce.

HISTORY OF THE SULLIVAN CAMPUS
The Northshore Technical Community College – Sullivan Main Campus is a public institution operating under the Louisiana State Board of Elementary and Secondary Education.  The school was founded as the Sullivan Memorial Trade School in 1930, and it was the first school of its kind in Louisiana.

The original school was built on Mississippi Avenue in Bogalusa, Louisiana with funds contributed by school children and citizens of the city in memory of the city’s first mayor, William H. Sullivan.  The late Commissioner of Education, J.P. Starns suggested that a memorial to Sullivan be established in the form of a “manual arts training” center.  Initial capital requirements were quickly exceeded, and the training center became a reality.

The committee that in 1929 laid the ground-work for the training center consisted of Clyde S. Moss, chairman; H.B. White, vice-chairman; Mayor E.R. Cassidy, treasurer; H.C. Richardson; and D.T. Cushing. Records from committee meetings indicate that Sullivan, himself, had proposed the trade school a short time before his death in 1929.

By 1957, the school had completely out-grown its cramped quarters.  State Representative Douglas Shows of Bogalusa introduced legislation to build a new school on an independent campus.  The measure passed the legislature, but then Governor Earl Long vetoed the measure.

In 1959, Senator B.B. “Sixty” Rayburn of Bogalusa obtained $50,000 for “extensive repairs” and additions to the original structure.  Rayburn and State Representative Lawrence Sheridan made another attempt to build a new campus in 1960; asking for $500,000 for “construction and equipment.”  Though the bill passed, it was not until 1966 that funds were appropriated for the construction.

The current facility was built between 1970 and 1972 by W. Hayward Creel of Bogalusa.  The campus, consisting of 85,000 square feet of air conditioned space, is located on Sullivan Drive at a site donated by the Crown Zellerbach Corporation.  The current buildings and facilities are worth in excess of $5 million, and the students have been responsible for nearly $275,000 of improvements and additions – proof of their learning by doing.

In 1930, only one course was offered at Sullivan – a woodworking class under M.M. Hughes.  A short time later, auto mechanics was added, with William Zeringue as instructor.  A practical nursing program that has graduated nearly 900 students since its inception in 1957 was begun by Zula Roche Malley.

With the advent of high technology jobs in America in the 1970’s and 1980’s, came the demand for a higher skilled workforce. To address this need, the Sullivan Campus introduced challenging training curricula in such areas as computer maintenance electronics, computer programming, biomedical equipment electronics, and word processing.

In 1984, Sullivan’s computer maintenance electronics program was nationally highlighted by the American Vocational Association at its annual meeting.  National acknowledgement also came from former President Reagan who recognized the school in 1987 for the work of its General Advisory Committee “in strengthening the nation’s vocational-technical education programs.”

Today, the Northshore Technical Community College – Sullivan Campus offers over 16 challenging programs in high-demand occupational fields.  Another 2 programs are offered through a branch campus at the Washington Correctional Institute.

The school was the first vocational/technical center to be accredited by the Southern Association of Colleges and Schools in 1970. Since 1970, the Sullivan Campus has continuously maintained its accreditation by the Southern Association of Colleges and Schools and its successor, the Council on Occupational Education.

Throughout its history, the Sullivan Campus has been fortunate in having outstanding leadership and direction.  The first director was H.C. Givens.  He was followed by E.B. Flaherty, H.P. Volentine, Stacy C. Thigpen, Paul Bourgeois, and M.J. Murphy.  The current Dean is William S. Wainwright. Mr. Wainwright also serves as NTCC Director.

The Northshore Technical Community College – Sullivan Campus has played a pivotal role in training and education in Louisiana.  It was the first public technical school in a system that has grown to include 40 campuses.  In 1971, a branch of the Sullivan Campus was established in Slidell, Louisiana.  This school became an independent campus in the technical college system in 1974.

In 1988, the Sullivan Campus was officially incorporated into the Louisiana Technical College by State Constitutional Amendment.  The Louisiana Technical College is presently governed by a fifteen-member Board of Supervisors as created by Section 7 of Act 170.

During its 75-year history, the Louisiana Technical College has been innovative not only in post-secondary technical education, but in workforce development and secondary education, as well.  In the late 1990’s the campus initiated one of the first distance learning programs of its kind with Chevron through Chevron’s Gulf of Mexico Business Unit.  This program focused on distance learning in basic electronics.  Other important industry initiatives included training in pulp and paper technology, fiberglass technology, and telephone/telephony as well as, apprentice training in residential, and commercial wiring.

More recently, the Sullivan Campus has provided management, leadership, productivity and customer service training to Louisiana companies through its educational partnership with Achieve Global.

A leader in secondary and post-secondary education reform in the southeast region of the state, the Sullivan Campus, has served as fiscal and administrative agent for the Pinelands Tech Prep Consortium since 1991.  Students in the consortium of schools are afforded early career planning, applied academics, enrollment in secondary career academics, creative block scheduling, exposure to school-based enterprises, articulated post-secondary curricula, and job shadowing and work-based learning opportunities, just to name a few of the many changes that have taken place.  As a result of these Tech Prep and School-to-Work efforts, students in the region are provided comprehensive career preparation in addition to college preparation.

In 2000, the campus implemented its first YouthBuild Bogalusa project.  Supported by Federal grants from the Department of Housing and Urban Development, the Department of Labor, and by local contributions, this program helps high risk out-of-school youth reclaim their lives by helping them obtain their GEDs, develop technical skills and develop those life and employability skills necessary for them to become self-sufficient productive citizens.

House Bill 505, which became ACT 506 of the 2005 Regular Legislative Session, required reorganization of the Louisiana Technical College (LTC).  The ACT outlines a study for the reorganization plan and establishes a March 2006 deadline for its implementation.  Because of the System’s strong commitment to technical education and the important role that its plays in building a strong economic for the State, at the July 13, 2005 meeting of the Board, Kathy Sellers Johnson, Chair of the Louisiana Community and Technical College System (LCTCS) Board of Supervisors, formally appointed the LTC Ad-Hoc Committee.  The LTC Ad-Hoc Committee was established to review and evaluate the organizational structure of the Louisiana Technical College (LTC).  In accordance with Legislative Act 506, LTC Region 9 emerged June 1, 2006 under the direction of Regional Director William S. Wainwright who also serves as Dean of the Sullivan Main Campus and supervises campus administrators at the Ascension, Florida Parishes, and Hammond Area Branch Campuses.  
As part of an on-going effort to align the efforts of LCTCS institutions with the shifting needs of the state and the communities they serve, a few structural and name changes that have been formally approved by the LCTCS Board of Supervisors.  Louisiana Technical College- Region 9 was renamed Northshore Technical Community College effective March 10, 2010.  In addition, the college was restructured to consist of three campuses:  Sullivan Main Campus – Bogalusa, LA, Hammond Area Branch Campus – Hammond, LA, and Florida Parishes Branch Campus – Greensburg, LA.  Ascension Branch Campus was restructured with River Parishes Community College.  

MISSION OF THE INSTITUTION
The Northshore Technical Community College (NTCC) delivers instructional programs which provide skilled employees for business and industry that contribute to the overall economic development and workforce needs of the state.  The NTCC provides individuals with quality and relevant learning opportunities consistent with identified student, business and industry needs within a life-long learning environment.
OBJECTIVES OF THE COLLEGE
Northshore Technical Community College accomplishes its basic function and strives to attain its major concepts through achievement of the following primary objectives:

1. To provide students with educational experiences this will help them to be responsible, self-directing individuals.
2. To present programs that conveys occupational-related information to enable individuals to develop occupational skills, positive attitudes, and effective safety habits.

3. To provide a learning-work environment which encourages the practice of effective safety habits.

4. To maintain relationships with area business and industrial communities for mutual growth by exploring together needs, methods, and technology.

GOVERNING BOARD

The Board of Supervisors of the Louisiana Community and Technical College System (LCTCS) is the clearly defined, legally constituted governing board for the college.  The LCTCS Board was established in the state constitution after a vote of the citizens of the state.  Senate Bill Number 1, a joint resolution, and Senate Bill Number 2 of the First Extraordinary Session of 1998, which called for the amendments to the state constitution, set the effective date for the Board as July 1, 1999, and also list the changes which were made to the constitution and the Revised Statutes (RS) in order to set up the Board.  LCTCS is composed of two divisions, the vocational-technical division and the Community College division.  The powers and duties of the LCTCS Board are established in the Louisiana constitution in Chapter 8, Section 7.1.  The LCTCS Board operates under the Board of Regents, which oversees all public postsecondary education.  The Board of Regents for Higher Education is established by the Louisiana constitution in Chapter 8, Section 5.

The LCTCS Board is composed of fifteen (15) members appointed by the Governor plus two (2) additional student members.  The current members of the LCTCS Board can be found at the website: http://www.lctcs.state.la.us. 

ADVISORY COUNCIL

There are many facets involved in the successful operation of a technical college, which cannot be accomplished by the administrative staff alone, nor can they be delegated to one specific individual.  A general Advisory Council is organized for each NTCC campus.

The Advisory Council exists for the purpose of maintaining contact with community and industrial leaders who serve the college in various ways.  This council is composed of a cross-section of business and professional leaders in the community who are appointed by the Dean.  The most current listing of these members can be obtained form the Administrative Office at each campus.

The council members assist in the promotion of technical education and in maintaining good industrial and community relations.  In addition, the members serve as consultants in:

· The development of new programs.

· Community surveys.

· Acquisition of funds.

· Establishment of special classes to meet industrial and business needs.

· Advising in situations where specialized or technical knowledge is needed.

· Promoting the general welfare of the college.

OCCUPATIONAL ADVISORY COMMITTEES

Occupational Advisory Committees are composed of several individuals who are closely associated with business or industrial activities related to each department’s special area of training.  The intent and purpose of the committees is to lend professional and expert advice on how their department can best meet the needs of business and industry in the area.  The members serve in a consultant capacity advising on the initiation of new programs, curriculum revision, updating present programs, and possibly phasing out existing programs which are no longer needed in a particular area.  Occupational Advisory Committee Minutes of Meetings are kept in each department area as well as the Administrative Office at each campus.

SERVICE AREA OF NTCC
Northshore Technical Community College is composed of three (3) college campuses consisting of a multicultural population encompassing much diversification in the ideas, traditions, values, skills, and arts.  NTCC campuses serve residents of St. Helena, Tangipahoa, Washington, and surrounding parishes.

ACCREDITATION

Northshore Technical Community College campuses are accredited by the Accrediting Commission of the Council on Occupational Education (COE).  Address of the COE:

Gary Puckett, Executive Director

Council on Occupational Education

41 Perimeter Center East, NE, Suite 640

Atlanta, GA 30346

PH: (770) 396-3898 or (800) 917-2081

FX: (770) 396-3790

Website:
www.council.org 

EMPLOYMENT STANDARDStc \l1 "EMPLOYMENT STANDARDS
PERFORMANCE STANDARDStc \l2 "PERFORMANCE STANDARDS
Northshore Technical Community College has made a commitment to students and to the community to provide the best service possible.  In order to achieve this goal, the College has established certain standards that should help employees meet this commitment.  Each employee of Northshore Technical Community College is expected to display a sense of professionalism and a feeling of loyalty to the College at all times.  The responsibility for developing in students desirable attitudes and character traits, and developing their occupational skills and work habits, is incorporated into the College’s mission; therefore, it behooves every employee to make an earnest effort to instill in students the lessons that good public relations, loyalty to one’s employer and cooperation with one’s coworkers are character traits of the utmost importance in all fields of employment.  While employed with the College, an employee should follow these guidelines. When an employee fails to meet these guidelines, a supervisor may choose to take disciplinary action.  The guidelines should not be construed as complete and the employee should understand that additional standards may be expected.

ACCREDITATION

Northshore Technical Community College campuses are accredited members of the Council on Occupational Education.  To maintain accreditation, the faculty and staff must continuously review the objectives and procedures in light of the College’s mission.  Employees are expected to participate in the duties and responsibilities related to a continual self-study of the College.
ATTENDANCE

Work Weektc \l2 "ATTENDANCEWork Week
The employee must be present, on the job, for every scheduled workday.  Northshore Technical Community College can only operate at optimum efficiency when every employee understands the value of his/her position and accepts this responsibility.  Unnecessary absenteeism and lateness is expensive, disruptive, and places an unfair burden on other employees and administrators.  Unsatisfactory attendance will also result in disciplinary action, including suspension and termination.
Administrative Office Hours


Office hours for NTCC campuses:


Florida Parishes 
7:30 a.m. to 5:00 p.m. M-F


Hammond Area
7:30 a.m. to 5:00 p.m. M-F


Sullivan

7:00 a.m. to 5:00 p.m. M-F
Work Schedule


All employees, classified and unclassified, shall maintain a work schedule approved by campus administration.  Instructors will utilize the time before and after classes in preparation for the next day’s instruction and/or other duties essential to the daily operation of the College and their respective programs.

Flexible Time

From time to time it may be in the best interest of the College for an employee to work hours that are different from the established work week.  In these instances, flexible time arrangements may be negotiated on a case-by-case basis between the supervisor and the employee.

Absencetc \l2 "Absence
There are three categories of absence:  planned, unplanned, and tardiness.  Dependable and prompt attendance is an essential function of every staff position at the NTCC.  The efficiency of the entire work group is impaired if every individual is not present when expected.  Planned absences such as vacations should be scheduled in advance.  Unscheduled absences and tardiness are particularly disruptive and must be kept to an absolute minimum.
A planned absence must be approved in advance. Planned absences occur when an employee takes vacation, jury duty, leave of absence, compensatory time, or other scheduled absences.  Because these absences must be pre-approved by a supervisor, they are generally considered excused.  A planned absence may be paid or unpaid, approved or disapproved. Any employee not reporting to work when a request for annual or compensatory leave has been denied will be considered on unauthorized leave without pay and will be subject to disciplinary action.

An unplanned absence is usually an absence due to illness, injury, or emergency.  In the event of a need for an unplanned absence, an employee should contact his/her supervisor immediately.  A supervisor will determine if an unplanned absence is excused or unexcused. If the employee fails to contact his/her supervisor for unplanned absence within a reasonable amount of time or if the reason for absence is unacceptable to the supervisor, then the absence is unexcused/unauthorized and therefore unpaid and recorded as leave without pay. No annual or sick leave will be accrued by any employee while on leave without pay.  Approval/disapproval of unplanned absence must be documented in writing by the supervisor.
Tardiness can be a planned or unplanned circumstance.  An employee should notify his/her supervisor as soon as possible of any anticipated tardiness.  If unforeseen circumstances cause tardiness of 30 minutes or more, an employee should call the supervisor immediately.  Employees who are late should make arrangements with the supervisor to make up time lost as a result of the tardiness within the same work week or will be expected to use annual leave or report the lost time as leave without pay (LWOP).

When an employee has an unplanned absence for illness or injury that lasts more than three (3) consecutive days, the human resources department should be notified by the supervisor immediately. The campus timekeeper should also notify the human resources department. The employee may be required to provide the human resources department with a medical release from the attending physician (Form: HR-005) stating that the employee is fit to resume regular duties after any absence from work for up to 5 consecutive work days.

Excessive Absencetc \l2 "Excessive Absence
Unplanned absences can occur with such frequency as to become unacceptable.  An employee who has excessive unplanned excused absences will be counseled by his/her supervisor, and an employee who has an unplanned unexcused absence will be counseled by the supervisor immediately upon returning to work.

PUNCTUALITYtc \l2 "PUNCTUALITY
All employees must adhere to their department's standard office hours.  An employee is considered tardy is he/she is not at his/her work station, ready to work, by the scheduled time, if an employee is aware that he/she is going to be tardy  (i.e., oversleeping) then a call to the supervisor is necessary.

An employee is expected to return from lunch or a break in a timely manner.  Breaks are given at the discretion of the supervisor and vary by department or area in which an employee works.

Lunch periods should not exceed the normal time allowed nor should forfeiture of breaks or the lunch period be used to arrive late or leave early.  Unexcused tardiness from lunch will result in an employee being counseled by his/her supervisor.

TIME AND ATTENDANCE RECORDStc \l2 "TIME AND ATTENDANCE RECORDS
Time and attendance for all NTCC employees will be reported on bi-weekly time and Attendance Record forms.  Both employee and supervisor will sign this report certifying the correctness of the entries.  The campuses will maintain the official copy of all time and attendance records.

The following guidelines are to be followed with regard to Time and Attendance: 

1. Timesheets and leave slips must be completed, accurate, and submitted to campus timekeeper by close of business on the Thursday prior to the pay period end date.

2. Leave slips should be completed immediately upon return to work if unanticipated leave is taken. If leave if taken at the end of a pay period, Supervisor must complete leave slip.  Employees will sign upon return to work.

3. The Supervisor must sign all leave slips before they are turned in to the campus timekeeper.  Unsigned leave slips will not be processed in the payroll system.

4. All leave slips for leave taken during the pay period must be turned in to the timekeeper no later than the last day of the pay period.

5. If you are away from campus on school business, please indicate your location and work hours on your timesheet.  You must complete a travel authorization form and have it approved ANY time you are away from campus on school business.

6. Any variation from standard work hours will require prior approval of the Supervisor with notification provided to the timekeeper.

7. For instructors who have varying hours during clinical, etc., please show timesheet the times in and out and location for each day.

CALENDARS

The Northshore Technical Community College operates under the approved NTCC Academic Calendar.


Student Academic Calendar:

1. A campus must schedule a minimum of 75 school days each Fall and Spring semester – 45 MWF’s (50 minutes) and 30 TTH’s (75 minutes) – to meet COE requirements for Associate Degrees.

2. Campuses may exercise the option to select additional student holidays in addition to the “declared holidays”; however, the additional closure dates must balance with the 45 MWF’s and 30 TTH’s rule.

3. Enrollment census will be the 14th day of each semester. Any student who enrolls after the 14th days of the semester will be counted in the end-of-semester census.

4. The Summer session may be broken into multiple sessions; however, the appropriate number of class hours per course must be met for each semester.

5. Intersession may be scheduled between semesters if desired.  The students in these intersessions will be counted in the following semester’s 14th day count.


Faculty/Administrative:


Workdays for all employees will correspond with the approved NTCC Academic Calendar.

For the latest calendar in effect, please request copies form the Administrative Office, or access a copy through the NTCC website.

CAREtc \l2 "CARE
An employee is responsible for taking the greatest care in completing all work accurately.  Negligence in the performance of an employee's tasks, dealings with fellow employees, visitors, students or College property displays a blatant disregard for one's work.

REPORTING TO WORK IN AN ACCEPTABLE CONDITIONtc \l2 "REPORTING TO WORK IN AN ACCEPTABLE CONDITION
The employee must report to work in an acceptable condition.  All employees should report to work well groomed and dressed appropriately for their department.  All employees should show a willingness and ability to perform their job duties in an alert manner.  An employee who does not report to work in an acceptable manner will be counseled by his/her supervisor.

STANDARDS OF CONDUCTtc \l2 "STANDARDS OF CONDUCT
The employees of Northshore Technical Community College should always conduct themselves in a dignified and professional manner and must meet the requirements of the LCTCS Code of Conduct policy.  Behavior which is incompatible with the mission and goals of the College will not be tolerated.  

The following is a list of activities that violate accepted norms to such a degree that they may necessitate separation from employment.   All cases involving any of these activities will be reviewed by the Director of Human Resources on an individual basis to determine what action will be taken.


Theft

Employees should not take the property of other employees, students, visitors, or the College.


Fightingtc \l3 "Fighting
Fights that take place on the Campus of Northshore Technical Community College will not be tolerated.  Self defense is not regarded as a valid excuse for fighting unless it is evident that this is the only way to escape serious physical harm.  Fighting includes inciting, provoking, or instigating fights.


Misrepresentation or Falsification of Recordstc \l3 "Misrepresentation or Falsification of Records
The misuse of employee status or intentional falsification of statements made on the employment application and/or records will not be tolerated.  Employees who intentionally misrepresent their attendance on time sheets have committed fraud.  Any collaboration by employees to misrepresent or falsify records will be subject to disciplinary action.


Insubordinationtc \l3 "Insubordination
An employee is expected to carry out all legitimate or valid orders or requests made by his/her supervisor.  An employee who willfully refuses to perform duties as designated by his/her supervisor or who intentionally displays a lack of respect by word or action may be considered insubordinate.


Violations of Lawtc \l3 "Violations of Law
Any on-campus violations of criminal statutes of the city, state, parish or federal government will not be tolerated.

ATTITUDE

Because of the varied nature of instruction being offered, techniques, methods, and procedures will differ; however, professional attitude and conduct must remain constant and be a credit to technical education at all NTCC campuses.

AUTHORITY

Instructors have the authority and are expected to deal professionally with the problems that may arise daily in the realm of student discipline, enforcement of College policy, procedures, and safety measures.  When instructors are unsure of department or College policy, they should seek clarification and assistance from the administration.  Situations related to the area of guidance that cannot be handled effectively in the department should be referred to the Office of Student Affairs.  The instructor may refer the student or work jointly with the Office of Student Affairs for special counseling.  It is imperative that the instructor act within prescribed department or College policies in order that effective solutions to problems are achieved.

COMMITTEES

· Various Staff committees are maintained to handle particular situations in connection with the College.

· Assignments to these committees are made based on specific abilities and interests.

· Each staff member is expected to contribute to the work done by these committees.

OCCUPATIONAL ADVISORY COMMITTEES

Advisory committees for each individual program have been established to provide more direct contact between instructors, the College, and the business and industry community.  In addition to scheduled meetings, individual informal meetings between instructors and the committee members are held as often as needed to improve or promote the program.
PROGRAMS REQUIRING PROFESSIONAL LICENSES

Instructors who are required to hold professional licenses to practice in Louisiana must have these licenses inspected annually by appropriate campus administration.
EMPLOYEE CATEGORIES AND BENEFITS
The College employs individuals within employment categories.  Each employee is categorized within the Human Resources System. The categories include (1) Unclassified Full-time (2) Classified Full-time (3) 12 month faculty (4) 9-month faculty (5) Part-Time Adjunct Faculty (6) Part-Time, Regular Staff
An employee's employee category determines his/her eligibility for benefits as established by the Board of Supervisors for the Louisiana Community and Technical College System, the Louisiana Department of State Civil Service, and the Louisiana Office of Group Benefits.  

LEAVE

Leave policies for classified employees is mandated by the Louisiana Department of State Civil Service. Leave for grant employees are mandated by regulations of the granting authority.  For unclassified, non-civil service employees, the College has formally adopted the Louisiana Community and Technical College System (LCTCS) Policy II.3.003 Leave Record Establishment and Regulations for all Unclassified, Non-Civil Service Employees as its official policy.  Regulations regarding all forms of leave for unclassified faculty and staff (sick leave, annual leave, faculty leave, sabbatical leave, advanced degree leave, military leave, special/civil/emergency/other leave including bereavement/funeral leave, family medical (FMLA) leave, educational leave, administrative leave, compensatory leave, leave without pay, workmen's compensation leave, leave of absence without pay) as are addressed in LCTCS Policy#II.3.003

INSURANCE

The Office of Group Benefits provides hospital and life insurance for employees and their dependents at state group rates.  Numerous coverage options are now available.  Details of the state plan, enrollment and claim forms, and coverage options are housed with NTCC Human Resources.

RETIREMENT BENEFITStc \l2 "RETIREMENT BENEFITS
Retirement benefits and contribution requirements for NTCC employees are mandated by the Teachers' Retirement System of Louisiana and the Louisiana State Employees' Retirement System (LASERS).  Employees who begin employment prior to the age limit set for acceptance within each system are eligible for membership.

CREDIT UNION

All faculty and staff are eligible to join and enjoy the multitude of services offered as a member of a credit union.  Information and application forms for membership may be obtained through NTCC Human Resources.

PAYROLL INFORMATIONtc \l1 "PAYROLL INFORMATION
PAYROLL SCHEDULE

Pay Schedules are published annually at LCTCS. The calendar shows the payment period and the date payroll checks are released.

In order to receive a payroll check, new NTCC employees must complete and submit the appropriate forms to the Office of Human Resources.   The Office of Human Resources has all forms that must be completed by the new employee and his/her immediate supervisor in order to be paid.  These forms include, but are not limited to, state and federal tax forms, general information forms, applications, and employment eligibility forms.  It is important that the appropriate forms are completed thoroughly and correctly in order for new employee to be paid properly and in a timely fashion.

In addition, each employee must sign his/her bi-weekly timesheet at the end of each pay period in order to be paid.

WITHHOLDING TAXEStc \l2 "WITHHOLDING TAXES

Federal and State Taxes

Each employee is subject to pay federal withholding taxes based on the information provided on the Form W-4.  Federal tax withholdings are taken in accordance with the most recent Internal Revenue Service Circular and are calculated based on annual earnings.  It is important that all employees complete a Form W-4 in order to be paid properly.  If a Form W-4 is not on file for an employee, the maximum tax deduction will be made from the employee's payroll check based on the Circular.  

Each employee is subject to pay state withholding taxes based on the information provided on the employee's Form L-4.  The Form L-4 indicates the number of withholding exemptions and credits claimed.  State tax withholding is taken in accordance with the most recently completed Form L-4 on file in the Office of Human Resources.  State taxes will be withheld at the maximum amount allowed if no Form L-4 is on file.


FICAtc \l2 "FICA
If an employee is subject to contribute to the FICA (Federal Insurance Compensation Act) system, which is the combined current social security tax rate and the current Medicare tax rate, the employee must pay the current percentage of his/her gross taxable wage base up to the current salary level established by Congress.

Medicare Taxestc \l2 "Medicare Taxes
Employees who qualify for a state retirement plan must pay Medicare taxes.  There is no limit on the wages subject to the Medicare tax, and, therefore, all covered wages are subject to the current Medicare tax rate.

RETIREMENT CONTRIBUTIONStc \l2 "RETIREMENT CONTRIBUTIONS
The percentage contribution of each employee to his/her retirement plan is matched with a certain percentage by the College.  Annually, the percentages for the State Retirement Plan, Teachers' Retirement Plan, and the Optional Retirement Plan (ORP) are set by each plan.  For more specific information regarding retirement contributions, contact the Office of Human Resources.

PERFORMANCE EVALUATION
PERFORMANCE EVALUATION OF UNCLASSIFIED STAFF

Evaluation of all staff members will be performed annually by appropriate campus administration with assistance of department heads in supervisory positions. The evaluation process should provide a climate for encouraging each employee to reach his/her maximum potential.  The goal of an evaluation is to ensure fairness and equity of performance appraisal through the establishment of mutual trust and open communication.

Implicit in evaluation is the idea that expectations are clearly defined, written, discussed and agreed upon the individual and the supervisor.  The ultimate value of evaluation is overall improvement of the individual and the College.   The College has adopted the LCTCS Professional/Administrative Evaluation and Planning Form for Unclassified Employees Form for its annual unclassified evaluation process.

PERFORMANCE EVALUATION OF FACULTY 

The formal evaluation process is composed of three parts:

a. Self-Evaluation

b. Evaluation by immediate supervisor or department head

c. Evaluation by appropriate administrative personnel.

After all evaluation instruments have been completed, a meeting is held with the employee, the department head or immediate supervisor when applicable, and appropriate campus administration to review the evaluation.

A rating of Needs Improvement for the overall evaluation is used if the employee has met some requirements but there are areas where he/she needs improvement to meet requirements of the position, or where performance fluctuates between satisfactory and unsatisfactory.  An overall rating of Needs Improvement requires that a Performance Improvement Plan be established for the employee with a follow-up performance evaluation required 90 days from the date of the Needs Improvement performance rating.

Evaluation of all faculty members will be performed at the end of each term by students in each instructor’s class.  Appropriate campus administration will supervise the student evaluations and discuss them with the instructors.

PERFORMANCE EVALUATION OF CLASSIFIED STAFF (SERVICE RATINGS)

Annual Service Ratings are conducted on all permanent classified employees as required by the State of Louisiana Civil Service Rules.

CHANGES IN EMPLOYMENT STATUS
UNCLASSIFIED STAFF MOBILITY

Unclassified staff members are encouraged to apply for other positions for which they believe they are qualified.  The College posts job vacancies in the Office of Human Resources and on its website.  Existing employees must apply for other positions through the Office of Human Resources, and they are treated as any other applicant throughout the application and selection process.

CLASSIFIED STAFF MOBILITY

Classified staff members are also encouraged to apply for other positions for which they believe they are qualified.  Classified staff must meet the requirements of the position as defined by the Department of Civil Service.  They must also have a certifiable score for the position.  Existing employees must apply through the Office of Human Resources, and they are treated as any other applicant throughout the application and selection process.  The College posts job vacancies in the Office of Human Resources and on its website

SUSPENSION/ TERMINATION

Depending on an employee's classification--classified staff, unclassified staff, tenured faculty, or non-tenured faculty--the College follows specific suspension and termination procedures.  These procedures are in accordance with LCTCS Employment Relationship for All Employees policy and LCTCS Discipline – for All Employees policy.  For specific information regarding the suspension and termination of employees, contact the Office of Human Resources.

STAFF REDUCTION/ FINANCIAL EXIGENCY

The LCTCS Board of Supervisors recognizes circumstances that may indicate a need for staff reduction at the College, such as financial exigency.   The Board has outlined specific procedures to follow in case of such a financial emergency in its Financial Exigency/Reduction of Staff policy.  For specific information regarding staff reduction due to emergency circumstances, contact the Office of Human Resources.

RESOLVING CONFLICTS AT THE WORKPLACE
GRIEVANCE PROCEDURES

It is the policy of Northshore Technical Community College to maintain a satisfied and efficient work force.  It may be expected, however, that misunderstandings or dissatisfaction may occur in day-to-day relationships between employees or between employees and their supervisors.  The College recognizes the right of its employees to express themselves and request solutions concerning disagreements between themselves and their supervisors, without fear of the loss of position or status.  The Office of Human Resources is available to any employee, supervisor, or department head for consultation before, during, or following any of the steps of the grievance process.

Quick and equitable resolution of differences is considered most desirable at the level of the employee and his/her immediate supervisor whenever possible.  Open communication is encouraged between supervisors and employees in order that differences can be resolved before they become grievances. 

Grievance Procedures are handled according to the employee’s classified, unclassified or faculty status.  

SEXUAL HARASSMENT

The College is committed to having a positive learning and working environment for its students and employees and does not tolerate sexual harassment of its members.  Sexual harassment is a form of discrimination that is illegal under Title VII of the Civil Rights Act of 1964 and Title IX of the Elementary/Secondary Education Act of 1972.  

Northshore Technical Community College will not tolerate sexual harassment of its employees at the workplace.  The College has established procedures for employees who believe they have experienced sexual harassment to receive due process.  These procedures are outlined in the College’s Sexual Harassment policy.
PERSONS WITH DISABILITIES

In accordance with Section 504 of the Rehabilitation Act of 1973 as amended in 1992, and the Americans with Disabilities Act of 1990, it is the general policy of Northshore Technical Community College to assure equal opportunity for all qualified persons in admission or participation in, or employment in the activities which the College operates.  

The College maintains that regulations that prohibit exclusion and discrimination on the basis of disability may necessitate different or special treatment of persons with disabilities.  Services and benefits should be equally as effective or equivalent to those provided to others.  Services and benefits to persons with disabilities must be in the most integrated setting appropriate to the persons' needs in order to be non-discriminatory.  For more information see the College’s ADA policy. 

VIOLENCE IN THE WORKPLACE

Employees are Northshore Technical Community College’s most valuable resource and their safety and security are essential to carrying out their responsibilities.  Every employee has a reasonable expectation that he/she will be able to perform assigned duties in an atmosphere free of threats and assaults.  Recognizing the increasing incidence of violence in the workplace, the Governor of the State of Louisiana issued an executive order committing the Governor and Northshore Technical Community College to work toward a violence-free workplace for all employees, students and visitors.  Northshore Technical Community College fully supports this effort and is committed to a violence-free workplace.  See the College’s Violence in the Workplace policy for mores specific information.
COLLEGE POLICIES
In accordance with the LCTCS Code of Conduct policy, employees shall adhere to all federal, state, and municipal laws and ordinances.  They shall also adhere to all college and system policies and procedures, as well as other guidelines and rules of all regulating agencies or entities having jurisdiction over College activities. 

Administrative policies are promulgated to serve the best interest of the students and staff.  These policies are a combination of policies from the LCTCS Board of Supervisors, NTCC, and the administration of each campus.  Each employee is expected to consistently and uniformly support all College policies.  It is imperative that a united front be presented to the students and the public.  Each employee must put aside personal as well as departmental interests and consider that which is beneficial to the total operation of the institution.

REFERRAL STATEMENT PERTAINING TO NEW POLICIES ISSUED BY LCTCS

The Louisiana Community and Technical College System revises its policies as needed and maintains the most current revision on its website.  Northshore Technical Community College is part of this System and also maintains its own policies on its website.

Due to this constant change, please refer to the following websites for current policies:

LCTCS policies:  http://www.lctcs.edu/policies.html.

Click on links to departmental sections:


Academic

Student Services
eLearning
Facilities


Finance

Human Resources
Information Technology

NTCC Website policies:  www.NorthShoreCollege.edu/policies.html  
Click on links to departmental sections:


Academics

Students

Facilities and Property


Finance and Budget
Human Resources
Information Technology

All faculty and staff are requested to review these policies periodically.

While employees are responsible for adhering to all College policies and procedures published in any form, as a convenience to employees, some pertinent College’s policies are provided as follows. 

EMPLOYMENT OUTSIDE THE COLLEGE SETTING

The College recognizes that certain outside employment activities are of benefit to the College, to the State of Louisiana, to the private sector, as well as to the employees themselves.  Although the College recognizes the right of employees to engage in outside employment, as required by L.R.S. 42:1123(9), LCTCS policy, Outside Employment , requires that such outside employment be disclosed and submitted for administrative review and approval.  

DRUG-FREE COLLEGE

The College’s Drug-Free College policy prohibits the abuse of drugs at its facilities.  It is unlawful to possess, use, or distribute illicit drugs on NTCC property or at any College-sponsored event, whether or not the event occurs on campus. In addition, NTCC prohibits the use of alcohol on campus, except as allowed for at College-sponsored events with the proper approvals.  The College offers referral information to students, faculty, and staff who seek help with substance abuse problems.  

SAFETY
NTCC’s Safety program is designed to support and reinforce each operating unit's safety efforts. 

All employees are expected to follow established College safety procedures--including faculty members, who have direct responsibility for the personal safety and health of their students.  Any hazardous conditions or equipment in the classroom as well as any safety precautions to be followed must be explained orally and covered in written handouts to the students.  For more information see the NTCC Safety Manuel.

HAZARDOUS MATERIAL

All employees responsible for hazardous materials at the College will rigorously enforce safety regulations governing the handling and storage of these materials.   

EMERGENCY PREPAREDNESS PLAN

Northshore Technical Community College has a Emergency Preparedness Plan to minimize injury to personnel, students, visitors and/or neighbors and damage to facilities, equipment and records in the event of an emergency.  An emergency condition may be weather-related (e.g., hurricanes, storms, extensive flooding, etc.) or may be any condition that can cause extensive damage to facilities or loss of life (e.g., bomb threat, workplace violence, fire, etc.).

SMOKE-FREE BUILDINGS 

In response to recent scientific studies on the harmful effects of second-hand smoke and the Louisiana Office Indoor Clear Air Law, Act 1106, effective January, 1993, Northshore Technical Community College became a smoke-free environment. Smoking is permitted only outside of College buildings in accordance with the College’s Smoke-Free policy.

PARKING AND DRIVING REGULATIONS

Each employee driving or parking motor vehicles, motorcycles, motor scooters or motor bikes on any facility of the College must register these vehicles with Campus Police on his/her campus.  Each person operating a vehicle on campus must comply with the driving and parking regulations of the campus.  NTCC campuses are not responsible for any theft or damage to vehicles parked on campus grounds.
USE OF BUILDINGS, EQUIPMENT AND SUPPLIES
Requisitioning

Supplies and equipment are requisitioned upon an assessment of need as determined by the instructor in consultation with the department head and campus administration.

Please refer to NTCC Purchasing Policy for complete details. 

Maintenance

Proper maintenance of all equipment and economic use of supplies is one of prime consideration in industry and is considered doubly important for technical college instructors.

Instructors are to exercise preventative measures to avoid costly and time-wasting repairs.  All equipment or other items requiring repair should be reported to the department head and/or campus administration.  An Equipment Repair form must be completed.

Maintaining adequate supplies is necessary in order to prevent interruption of instruction.  Department heads and instructors must maintain an inventory of all supplies assigned to their respective department.

Lost or Stolen Property

Whenever any property is lost, stolen, damaged or destroyed, this should be reported to the Department Head and, as appropriate, to Campus Police.

Relocation of Property

State-owned property may not be moved from one property location to another without prior approval of the Property Control Manager.  A Transfer and/or Disposition of Property form must be submitted to the Property Control Manager.
DRIVER SAFETY PROGRAM/ USE OF COLLEGE VEHICLES

Employees are Northshore Technical Community College’s most valuable resource and their safety and security are essential to carrying out their responsibilities.  The Driver Safety Program is designed to protect the health and welfare of employees, reduce the number and severity of accidents and thereby minimize the financial impact on the college and the state.   The program is implemented in accordance with the State of Louisiana Office of Risk Management Driver Safety Program, Louisiana Division of Administration General Travel Regulations, and Louisiana Revised Statute 39:362, Policies for Fleet Vehicles; Purchases of Vehicles; Specifications; Exceptions, and Louisiana Administrative Code Title 34, Part XI, Government Contracts, Procurement, and Property Control.
DEFENSIVE DRIVING REQUIREMENTS

Faculty and staff members must be scheduled for a Defensive Driving Course every three years. This a state policy reviewed annually for compliance by the Office of Risk Management through the Annual Safety Audit.  For additional information, please contact the Defensive Driving Coordinator at your campus.
PERSONAL USE

College supplies and equipment should not be used for personal gain.  College equipment should not be removed from the premises for personal reasons.


Telephone


Employees are expected to keep personal telephone calls to an absolute minimum.


Instructors should take care of training and related business, such as phone calls, either before school, after school, or during scheduled breaks.  However, if instructors are expecting important training related business calls that will require immediate response during scheduled classes, they must inform the Administrative Office. Otherwise, the caller will be directed to the instructor’s voice mailbox.

INVENTORY- GENERAL

Instructors and department heads are responsible for maintaining inventory control over equipment and supplies assigned to their program and department.  Equipment and supplies are furnished to the College by the State.  These items are to be used for training purposes, and for the upkeep, repair or maintenance of the College.  Unauthorized use of equipment, tools, and supplies is prohibited.

Anytime an employee of this technical college is made aware of or concludes that property is stolen/missing, he/she shall immediately complete the Notification of Stolen/Missing Property form. This form is to be submitted to the Property Control Manager, who will in turn notify campus administration of the missing/stolen property.  Break-ins or unauthorized entries into the facilities should also be reported immediately.
TRAVEL

Faculty and Staff should comply with the NTCC Travel Policy when on travel and requesting travel reimbursements. 

PUBLIC INFORMATION AND COMMUNITY RELATIONS PLAN

NTC actively endeavors to enhance public awareness of career and workforce development through qualified and dedicated professionals and to consistently respond to workforce needs through provision of qualified employees to support business and industry needs in the regional service area.


Objectives:

1. To inform, inspire, and recruit prospective students through communication and cooperation between the College and the community.

2. To inform citizens within the service area of the opportunities available in technical education.

3. To maintain a positive working relationship with business/industry, government, and private organizations.


Functions:

1. Campus administration is responsible for the organization, implementation, and evaluation of the Public Information and Community Relations Program.  This includes conducting and documenting bi-annual Advisory Council meetings, coordinating services between WIA and GED offices and this facility, reviewing department Occupational Advisory Committee meeting minutes and other department activities, informing local newspapers, radio, and television stations of current events and programming, reviewing placement and follow-up records, reviewing feedback from business and industry, other educational institutions, and public and private community organizations.

2. The Office of Student Affairs is responsible for attending and participating at local school career planning events.

3. The Office of Student Affairs is responsible for supplying the Chamber of Commerce, the Employment Security Office, schools, and individuals with current brochures and publications, arranging and conducting tours of the school for interested groups and/or individuals.

4. Each department coordinator is responsible for updating individual program brochures and services offered, conducting and documenting bi-annual departmental Occupational Advisory Committee meetings, planning and documenting types and amounts of public information and community relations activities for the department.
5. Each faculty and staff member is responsible for maintaining interaction with business and industry relating to their department, assisting with informing and recruiting students via formal and informal contacts, documenting participation in community activities and involvement of community representatives in classroom activities.

6. Campus administration, Office of Student Affairs, and department coordinators are responsible for effectively involving student volunteers in local business fairs and other community-sponsored activities.
7. Clerical and supportive services staff are responsible for greeting and assisting all students, prospective students, and the general public in a professional and courteous manner as they enter out institution.  Clerical and supportive services staff are also responsible for the accurate dissemination of information for all parties interested in NTCC Campuses.

JOB DESCRIPTIONS OF NORTHSHORE TECHNICAL COMMUNITY COLLEGE
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Accounting Manager

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Chief Business Officer

DEPARTMENT: 
Fiscal Affairs

LOCATION:
Sullivan Main Campus
JOB SUMMARY:

The Accounting Manager shall report directly to the Chief Business Officer. The Accounting Manager is responsible for ensuring that the fiscal affairs of the college are processed in accordance with college policies & procedures.  

Responsible for maintaining a working relationship with the LCTCS System’s Office finance staff.

Responsible for ensuring that all financial transactions are proper and are posted in a timely manner.  

Responsible for the development and dissemination of revenue and expense reports to all campuses within the college. 

RESPONSIBILITIES: 
1. Keeps the Chief Business Officer apprised of the current state of fiscal affairs at all campuses within the college.

2. Implements college financial policies for all campuses within the college.

3. Monitors the status of all financial transactions for the college and ensures that all transactions are posted in a timely manner.  This involves following up with campus personnel and/or the system’s office staff to insure that all issues are addressed so that journals can be posted.

4. Serves as the liaison between the LCTCS System’s finance staff and the campus financial personnel.

5. Develops college-wide fiscal procedures in accordance with college policy and the appropriate state and federal regulations to insure the fiscal integrity of the campuses within the college.

6. Supervises college-wide budgetary functions in accordance with college policy.

7. Implements and supervises internal control processes.

8. Coordinates the training for campus personnel in the use of the college’s financial system.

9. Assists campus personnel with budget questions, proper expense coding, document processing and/or other related accounting questions.

10.  Prepares and distributes monthly revenue and expense reports for all campuses within the college.

11.  Responsible for the timely and accurate reporting of various schedules for year-end financial statement reporting for the college.  This may include schedules for capital assets, accounts receivable, federal and state revenue, compensated absences valuation, etc.

12.  Coordinates with the purchasing staff.

13. Responsible for the overall supervision of accounts payable. Ensures all payables are in compliance with State, Federal, LCTCS and NTCC guidelines.

14. Responsible for monitoring all PeopleSoft processes and reports within the college.

15. Responsible for ensuring timely and accurate billing and recording of receivables. 

16. Monitors college-wide receivables and responsible reporting and collection of receivables.

17. Submit Integrated Postsecondary Education Data System (IPEDS) reporting information to the applicable person(s) on an annual basis.

18. Monitor departmental budgets and prepares necessary budget revision forms when needed.

19. Assist with the preparation of the yearly operating budget.

20. Performs other duties assigned by the Chief Business Officer.

QUALIFICATIONS:  


Required: Bachelor’s degree in Accounting required and 5 years experience in governmental accounting.

Preferred: CPA and experience in a post-secondary educational institution. 

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Accounting Technician

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Accounting Manager

DEPARTMENT:
Fiscal Affairs

LOCATION:
Sullivan Main Campus
JOB SUMMARY:

The Accounting Technician reports directly to the Accounting Manger and is responsible for maintaining and processing accounts payables for all campuses within the Northshore Technical Community College, for analyzing and ensuring all payable laws and procedures are followed in accordance with state statutes, administrative codes, revised statutes and NTCC/LCTCS policy.

Responsible for maintaining a working relationship with the Campus Deans, the Accounting Manager, the accounting staff, other campus staff, and external agencies.
RESPONSIBILITIES: 
1. Makes payments for all purchase order and other non PO payments into PeopleSoft for all campuses within Northshore Technical Community College. 
2. Maintains and balances current statements with vendors. Submits letters to vendors concerning any accounts payable issues and/or problems.

3. Responsible for completing quarterly energy reports and other reports related to accounts payables for all campuses within Northshore Technical Community College. 
4. Extracts other information and prepares weekly or biweekly financial reports and schedules for state and federal reports to be used by higher level accounting professionals. 
5. Prepares monthly financial projections for recurring accounts payables to be used by the Accounting Manager in preparing monthly revenue/expenditure analysis reports.
6. Assists in the development, evaluation, review, and implantation of policies and procedures to improve efficiency and economy for all campuses within Northshore Technical Community College. 
7. Establishes and maintains a proper setting controls related to accounts payable.

8. Collects and analyzes statistical data and related information to assist in resolving accounts payable problems and recommends solutions to the Accounting Manager. 
9. Coordinates work flow between accounts payable and other departments within fiscal affairs.

10. Assists with campus registration and collecting tuition & fees for NTCC students.

11. Communicates concisely both orally and in writing to external and internal parties. 
12. Other special assignments delegated by the Accounting Manager.
QUALIFICATIONS:  


Any of the following will qualify: 

OPTION 1: 
Twelve semester hours in accounting plus four years of experience in bookkeeping, accounting or payroll duties.

SUBSTITUTIONS FOR OPTION 1: 
Two additional years of experience in bookkeeping, accounting or payroll duties may be substituted for the twelve semester hours in accounting.

Completion of single proprietorship, partnership, and corporation accounting practice sets in a recognized business school or technical institute may be substituted for one year of the required experience.

College training may be substituted for the experience on the basis of thirty semester hours for one year of experience.

Completion of Computerized Accounting Training at Southeast Louisiana Area Health Education Center (formerly offered at Southeastern Louisiana University) through Job Training Partnership Act (JTPA) which includes single proprietorship, partnership, and corporation accounting practice sets will substitute for one year of the experience.

Completion of Computerized Accounting Training at a technical institute through JTPA which includes single proprietorship and partnership accounting practice sets will substitute for one year of experience.

Completion of an Accounting Technician program of at least twelve months duration approved by the Department of Civil Service from a business school or technical institute may be substituted for one year of experience. All training must have been resident study.

OPTION 2: 
An Associate Degree in Accounting Technology from a Louisiana Technical College plus one year of experience in bookkeeping, accounting or payroll duties. This program has been accredited by the Accrediting Commission of the Council on Occupational Education.

OPTION 3: 
An Associate Degree in Accounting from an accredited college or university plus one year of experience in bookkeeping, accounting, or payroll duties.

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Administrative Assistant 2

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Campus Dean

DEPARTMENT:
Administration

LOCATION:
Florida Parishes Branch Campus
RESPONSIBILITIES: 
1. Relieves administrator of all minor administrative matters and serves as confidential secretary.  
2. Assesses importance of issues or conflicts, and briefs supervisor.  
3. Prepares routine memoranda for the administrator informing staff of administrative decisions and matters of policy.  
4. Responds to requests for information, may require interpretation of department rules and regulations.  
5. Prepares correspondence relative to administrative activities.  
6. Independently composes and types correspondence involving complex, sensitive, and non-routine matters.  Edits correspondence and reports for administrator’s review.  
7. Responsible for handling incoming and outgoing mail, routes mail to proper divisions. 

8. Performs a variety of administrative tasks such as organizing appointment calendar, screening visitors and telephone calls by answering or referring routine questions, and making travel arrangements.  
9. Greets visitors, maintaining visitor log, and directs visitors to proper departments.

10. Checks in and out school property by maintaining property log for employees.

11. Schedules conferences and meetings, prepares materials needed for meeting such as an agenda, handouts, etc., and takes or transcribes minutes of meetings. 
12. Acts as administrative liaison between administrator and staff.  
13. Assists Safety Coordinator with annual safety audit.

14. Accepts cash and enters receipts into QuickBooks.

15. Enters student financial data into QuickBooks and works with Student Services and Financial Aid personnel to verify accuracy in preparing reports to be submitted to Sullivan Campus 
16. Compiles employees B&I contact reports into monthly report and submits to Region.

17. Prepares and makes deposits daily.

18. Handles paperwork in preparing requisitions, accepting deliveries and maintaining outstanding requisition file and vendor file. Submits requisitions and related paperwork to Purchasing. 
19. Collects and supervises the collection and preparation of data into reports. 
20. Compiles and types special reports by selecting relevant information from a variety of sources such as reports by selecting relevant information from a variety of sources such as reports, documents, correspondence, electronic files, etc.  
21. Types correspondence on reports, forms, manuals, bulletins, hearing, and other important documents.  
22. Complete staffing request forms for staffing needs of campus and submit to the HR Office.  Coordinate with HR office on obtaining proper staffing forms (i.e. PARs & Faculty Agreements).  Securing appropriate signatures, and track documents through the approval process.  
23. Performs administrative support activities such as maintaining files and central records, printing and duplication services, and security for administrative office.  
24. Assist staff with timesheet maintenance. 
25. Verifies time and attendance sheets and compile bi-weekly time entry spreadsheet for submittal to HR.  Calculate the number of hours each employee works during a pay period as well as annual, sick, compensatory and leave without pay for active employees.  Maintains leave records manually.
26. Assists Dean with preparation of restricted grants and outreach presentations.

27. Maintains inventory of front office on toners for copiers, copy paper, folders and all other supplies needed for administration.

28. Creates and maintains spreadsheet for Workkeys to insure proper payments.

29. Submits department craft committee meeting minutes to Region and maintains same records for campus.

30. Helps coordinate access to fleet vehicles, fleet keys and campus keys.

31. In charge of schools 2-way radios, charging and distributing.

32. Assists staff with preparing and submitting travel reimbursement paperwork. 

33. Performs other duties as assigned by Campus Dean.
QUALIFICATIONS:  


FLEXIBLE QUALIFICATIONS: 
One year of experience in which clerical work was a major duty.

SUBSTITUTIONS: 
Training in a business, office machines, secretarial science, or closely related curriculum in a business school or technical institute will substitute for the required experience on the basis of one month of full-time training for one month of experience.

Completion of a Secretary, Executive Assistant, or Office Systems Technology program of at least twelve months duration approved by the Department of Civil Service from a business school or technical institute will substitute for the required experience. For less than completion of the program, credit will be allowed under the first paragraph for substitutions. All training must have been resident study.

An Associate Degree in Office Systems Technology from a Louisiana Technical College will substitute for all of the required experience.

College training may be substituted for the required experience on the basis of thirty semester hours for one year of experience.

An Associate Degree in secretarial science or office administration will substitute for all of the required experience.

NOTE: 
Individual positions may require typing. Persons applying for those positions may be required by the hiring agency to take a typing test or otherwise demonstrate their typing skills.

NOTE: 
Any college hours or degree must be from a school accredited by one of the following regional accrediting bodies: the Middle States Association of Colleges and Secondary Schools; the New England Association of Schools and Colleges, Incorporated; the North Central Association of Colleges and Secondary Schools; the Northwest Association of Secondary and Higher Schools; the Southern Association of Colleges and Secondary Schools; the Western Association of Schools and Colleges.
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Administrative Assistant 2

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Department Head of Nursing

DEPARTMENT:
Health Occupations

LOCATION:
Hammond Area Branch Campus
JOB SUMMARY:

Administrative Assistant 2 will assist the Department Head of Nursing with administrative duties.
RESPONSIBILITIES: 
1. Prepares correspondence for Health Occupations Department Head/Coordinator including LA State Board paperwork.
2. Prepares all correspondence and paperwork for Health Occupations Advisory Council meetings.
3. Arranges instructor/student conferences.

4. Assists instructors with proctoring tests and/or grading tests.
5. Answers the phone for the Health Occupations department.
6. Completes other assignments made by the Health Occupations Department.

7.
Assists the Office of Student Affairs with Health Occupations student enrollment.

QUALIFICATIONS:  


FLEXIBLE QUALIFICATIONS: 
One year of experience in which clerical work was a major duty.

SUBSTITUTIONS: 
Training in a business, office machines, secretarial science, or closely related curriculum in a business school or technical institute will substitute for the required experience on the basis of one month of full-time training for one month of experience.


Completion of a Secretary, Executive Assistant, or Office Systems Technology program of at least twelve months duration approved by the Department of Civil Service from a business school or technical institute will substitute for the required experience. For less than completion of the program, credit will be allowed under the first paragraph for substitutions. All training must have been resident study.

An Associate Degree in Office Systems Technology from a Louisiana Technical College will substitute for all of the required experience.

College training may be substituted for the required experience on the basis of thirty semester hours for one year of experience.

An Associate Degree in secretarial science or office administration will substitute for all of the required experience.
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Administrative Assistant 3
POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Associate Student Affairs Officer

DEPARTMENT:
Student Affairs

LOCATION:
Hammond Area Branch Campus
JOB SUMMARY:

Administrative Assistant 3 will assist the Associate Student Affairs Officer with administrative duties.
RESPONSIBILITIES: 
1. Provides telephone assistance regarding, course information at this and other campuses, testing information at this and other campuses, testing information (dates, costs, and requirements), costs of programs (tuition, books, and supplies/fees), waiting lists for programs, and financial aid opportunities. 
2. Assists public and students at counter with information such as, testing (dates, costs, and requirements), courses offered at this and other campuses, costs of programs (tuition, books, and supplies/fees), waiting lists for programs, starting dates for programs, and financial aid opportunities.
3. Performs additional office duties: filing, faxing, mail metering, copying. 
4. Prepares orientation letters, student folders, brochures, transcripts, and other clerical assignments. 
5. Performs placement and follow-up activities regarding students that withdraw, get jobs, or graduate.
6. Administers Edu Test Challenge Science testing to individuals interested in enrolling in our school. 
7. Discusses test results with perspective students and advises them of availability of classes.

8. Assists administrative officer with collection of tuition, fees, etc. to ensure segregation of duties.
9. Performs any other duties as needed by the Student Affairs Officer, Instructors, and Campus Dean. 
10. Scans, processes, and manages archive files.
11. Maintains current consumer information in Office of Student Affairs and campus wide. Attends Student Affairs related meetings. 
12. Posts current job opportunities on campus bulletin boards.

13. Represents college at campus career fairs; by setting up booth with information. 
14. Provides tours of campus to student groups.


QUALIFICATIONS:  


FLEXIBLE QUALIFICATIONS: 
Two years of experience in which clerical work was a major duty.

SUBSTITUTIONS: Training in a business, office machines, secretarial science, or closely related curriculum in a business school or technical institute will substitute for the required experience on the basis of one month of full-time training for one month of experience.

Completion of a Secretary, Executive Assistant, or Office Systems Technology program of at least twelve months duration approved by the Department of Civil Service from a business school or technical institute will substitute for the two years of the required experience. For less than completion of the program, credit will be allowed under the first paragraph for substitutions. All training must have been resident study.

An Associate Degree in Office Systems Technology from a Louisiana Technical College will substitute for all of the required experience.

College training may be substituted for the required experience on the basis of thirty semester hours for one year of experience.

An Associate Degree in secretarial science or office administration will substitute for all of the required experience.
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Administrative Assistant 4

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Campus Dean

DEPARTMENT:
Administration

LOCATION:
Florida Parishes Branch Campus
JOB SUMMARY:

The administrative office of the Northshore Technical Community College – Florida Parishes Campus oversees the day-to-day operations of the campus including public relations, human resources, purchasing, and accounting. This position specifically serves as assistant and confidential secretary to the Campus Dean, and is responsible for all minor administrative matters.
RESPONSIBILITIES: 
1. Relieves administrator of all minor administrative matters and serves as confidential secretary.  
2. Assesses importance of issues or conflicts, and briefs supervisor.  
3. Prepares routine memoranda for the administrator informing staff of administrative decisions and matters of policy.  
4. Responds to requests for information, may require interpretation of department rules and regulations.  
5. Prepares correspondence relative to administrative activities.  
6. Independently composes and types correspondence involving complex, sensitive, and non-routine matters.  Edits correspondence and reports for administrator’s review.  
7. Routes mail to proper divisions, and composes correspondence not requiring attention of the administrator.  
8. Performs a variety of administrative tasks such as organizing appointment calendar, screening visitors and telephone calls by answering or referring routine questions, and making travel arrangements.  
9. Schedules conferences and meetings, prepares materials needed for meeting such as an agenda, handouts, etc., and takes or transcribes minutes of meetings.  
10. Acts as administrative liaison between administrator and staff.  
11. Maintains frequent contact for administer with public and private officials and professionals.
12. Assists Health Occupations Department with correspondence with Louisiana Practical Nurse Examiners Board. 

13. Assists Safety Coordinator with annual safety audit.

14. Enters student financial data into QuickBooks and works with Student Services and Financial Aid personnel to verify accuracy in preparing reports to be submitted to Sullivan Campus. 
15. Collects and supervises the collection and preparation of data into reports. 
16. Compiles and types special reports by selecting relevant information from a variety of sources such as reports by selecting relevant information from a variety of sources such as reports, documents, correspondence, electronic files, etc.  
17. Types correspondence on reports, forms, manuals, bulletins, hearing, and other important documents.  
18. Complete staffing request forms for staffing needs of campus and submit to the HR Office.  Coordinate with HR office on obtaining proper staffing forms (i.e. PARs & Faculty Agreements).  Securing appropriate signatures, and track documents through the approval process.  
19. Performs administrative support activities such as maintaining files and central records, printing and duplication services, and security for administrative office.  
20. Verifies time and attendance sheets and compile bi-weekly time entry spreadsheet for submittal to HR.  Calculate the number of hours each employee works during a pay period as well as annual, sick, compensatory and leave without pay for active employees.  Maintains leave records manually.
21. Assists Dean with preparation of restricted grants and outreach presentations.

22. Performs other duties as assigned by Campus Dean.



QUALIFICATIONS:  


FLEXIBLE QUALIFICATIONS: 
Three years of experience in which clerical work was a major duty.

SUBSTITUTIONS: 
Training in a business, office machines, secretarial science, or closely related curriculum in a business school or technical institute will substitute for the required experience on the basis of one month of full-time training for one month of experience.

Completion of a Secretary, Executive Assistant, or Office Systems Technology program of at least twelve months duration approved by the Department of Civil Service from a business school or technical institute will substitute for two years of the required experience. For less than completion of the program, credit will be allowed under the first paragraph for substitutions. All training must have been resident study.

An Associate Degree in Office Systems Technology from a Louisiana Technical College will substitute for all of the required experience.

College training may be substituted for the required experience on the basis of thirty semester hours for one year of experience.

An Associate Degree in secretarial science or office administration will substitute for all of the required experience.
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Administrative Assistant 4

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Assistant Dean/Chief Academic and Student Affairs Officer

DEPARTMENT:
Administration

LOCATION:
Hammond Area Branch Campus
JOB SUMMARY:

The administrative office of the Northshore Technical Community College – Hammond Area Campus oversees the day-to-day operations of the campus including public relations, human resources, purchasing, and accounting. This position specifically serves as assistant and confidential secretary to the Assistant Dean/Chief Academic and Student Affairs Officer, and is responsible for all minor administrative matters.
RESPONSIBILITIES: 
1. Relieves administrator of all minor administrative matters and serves as confidential secretary.  
2. Assesses importance of issues or conflicts, and briefs supervisor.  
3. Prepares routine memoranda for the administrator informing staff of administrative decisions and matters of policy.  
4. Responds to requests for information, may require interpretation of department rules and regulations.  
5. Prepares correspondence relative to administrative activities.  
6. Independently composes and types correspondence involving complex, sensitive, and non-routine matters.  Edits correspondence and reports for administrator’s review.  
7. Routes mail to proper divisions, and composes correspondence not requiring attention of the administrator.  
8. Performs a variety of administrative tasks such as organizing appointment calendar, screening visitors and telephone calls by answering or referring routine questions, and making travel arrangements.  
9. Schedules conferences and meetings, prepares materials needed for meeting such as an agenda, handouts, etc., and takes or transcribes minutes of meetings.  
10. Acts as administrative liaison between administrator and staff.  
11. Maintains frequent contact for administer with public and private officials and professionals.
12. Arranges professional workshops, professional luncheons and other events.

13. Collects and supervises the collection and preparation of data into reports. 
14. Compiles and types special reports by selecting relevant information from a variety of sources such as reports by selecting relevant information from a variety of sources such as reports, documents, correspondence, electronic files, etc.  
15. Types correspondence on reports, forms, manuals, bulletins, hearing, and other important documents.  
16. Complete staffing request forms for staffing needs of campus and submit to the HR Office.  Coordinate with HR office on obtaining proper staffing forms (i.e. PARs & Faculty Agreements).  Securing appropriate signatures, and track documents through the approval process.  
17. Performs administrative support activities such as maintaining files and central records, printing and duplication services, and security for administrative office.  
18. Verifies time and attendance sheets and compile bi-weekly time entry spreadsheet for submittal to HR.  Calculate the number of hours each employee works during a pay period as well as annual, sick, compensatory and leave without pay for active employees.  Maintains leave records manually.
19. Assists the campus security and property manager with annual safety and property reviews. 

20. Serves as Fleet Manager.

21. Performs other duties as assigned by Campus Dean.

QUALIFICATIONS:  


FLEXIBLE QUALIFICATIONS: 
Three years of experience in which clerical work was a major duty.


SUBSTITUTIONS: 
Training in a business, office machines, secretarial science, or closely related curriculum in a business school or technical institute will substitute for the required experience on the basis of one month of full-time training for one month of experience.

Completion of a Secretary, Executive Assistant, or Office Systems Technology program of at least twelve months duration approved by the Department of Civil Service from a business school or technical institute will substitute for two years of the required experience. For less than completion of the program, credit will be allowed under the first paragraph for substitutions. All training must have been resident study.

An Associate Degree in Office Systems Technology from a Louisiana Technical College will substitute for all of the required experience.

College training may be substituted for the required experience on the basis of thirty semester hours for one year of experience.

An Associate Degree in secretarial science or office administration will substitute for all of the required experience.
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Administrative Assistant 4

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Chief Workforce Development Officer

DEPARTMENT:
Workforce Development

LOCATION:
Hammond Area Branch Campus
JOB SUMMARY:

The administrative office of the Recovery Workforce Training Program – Hammond Area Campus oversees the day-to-day operations of the program including public relations, human resources, purchasing, and accounting.  The Administrative Assistant 4 specifically serves as assistant and confidential secretary to the Chief Workforce Development Officer, and is responsible for all minor administrative matters.

RESPONSIBILITIES: 
1. Relieves administrator and RWTP Coordinator of all minor administrative matters and serves as confidential secretary. 
2. Assesses importance of issues or conflicts, and briefs supervisor. 
3.  Prepares routine memoranda for the administrator informing RWTP staff of decisions and matters of policy.  
4. Responds to requests for information, may require interpretation of department rules and regulations.  
5. Prepares correspondence relative to administrative activities.  
6. Independently composes and types correspondence involving complex, sensitive, and non-routine matters.  Edits correspondence and reports for administrator’s review.  
7. Routes mail to proper divisions, and composes correspondence not requiring attention of the administrator.  
8. Performs a variety of administrative tasks such as organizing appointment calendar, screening visitors and telephone calls by answering or referring routine questions, and making travel arrangements.  
9. Schedules conferences and meetings, prepares materials needed for meeting such as agendas, handouts, etc., and takes or transcribes minutes of meetings.  
10.  Acts as administrative liaison between administrator and staff.  
11.  Maintains frequent contact for administrator with public and private officials and professionals.
12. Collects and supervises the collection and preparation of data into reports.    
13. Compiles and types special reports by selecting relevant information from a variety of sources such as reports, documents, correspondence, electronic files, etc.  
14. Types correspondence on reports, forms, manuals, bulletins, hearing, and other important documents.  
15. Secure appropriate signatures on required paperwork, and track documents through the approval process.  
16. Performs administrative support activities such as maintaining files and central records, and printing and duplication services.  
17. Other duties as assigned by Chief Workforce Development Officer and RWTP Coordinator.

QUALIFICATIONS:  


FLEXIBLE QUALIFICATIONS: 
Three years of experience in which clerical work was a major duty.

SUBSTITUTIONS: 
Training in a business, office machines, secretarial science, or closely related curriculum in a business school or technical institute will substitute for the required experience on the basis of one month of full-time training for one month of experience.

Completion of a Secretary, Executive Assistant, or Office Systems Technology program of at least twelve months duration approved by the Department of Civil Service from a business school or technical institute will substitute for two years of the required experience. For less than completion of the program, credit will be allowed under the first paragraph for substitutions. All training must have been resident study.

An Associate Degree in Office Systems Technology from a Louisiana Technical College will substitute for all of the required experience.

College training may be substituted for the required experience on the basis of thirty semester hours for one year of experience.

An Associate Degree in secretarial science or office administration will substitute for all of the required experience.
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Administrative Assistant 4

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Regional Director/Appointing Authority

DEPARTMENT:
Administration

LOCATION:
Sullivan Main Campus
JOB SUMMARY:

The administrative office of the Northshore Technical Community College – Sullivan Campus oversees the day-to-day operations of the campus including public relations, human resources, purchasing, and accounting. This position specifically serves as assistant and confidential secretary to the Regional Director/Appointing Authority, and is responsible for all minor administrative matters.
RESPONSIBILITIES: 
1. Relieves administrator of all minor administrative matters and serves as confidential secretary.  
2. Assesses importance of issues or conflicts, and briefs supervisor.  
3. Prepares routine memoranda for the administrator informing staff of administrative decisions and matters of policy.  
4. Responds to requests for information, may require interpretation of department rules and regulations.  
5. Prepares correspondence relative to administrative activities.  
6. Independently composes and types correspondence involving complex, sensitive, and non-routine matters.  Edits correspondence and reports for administrator’s review.  
7. A route mail to proper divisions, and composes correspondence not requiring attention of the administrator.  
8. Performs a variety of administrative tasks such as organizing appointment calendar, screening visitors and telephone calls by answering or referring routine questions, and making travel arrangements.  
9. Schedules conferences and meetings, prepares materials needed for meeting such as agendas, handouts, etc., and takes or transcribes minutes of meetings.  
10. Acts as administrative liaison between administrator and staff.  
11. Maintains frequent contact for administer with public and private officials and professionals.
12. Collects and supervises the collection and preparation of data into reports. 
13. Compiles and types special reports by selecting relevant information from a variety of sources such as reports by selecting relevant information from a variety of sources such as reports, documents, correspondence, electronic files, etc.  
14. Types correspondence on reports, forms, manuals, bulletins, hearing, and other important documents.  
15. Complete staffing request forms for staffing needs of campus and submit to the HR Office.  Coordinate with HR office on obtaining proper staffing forms (i.e. PARs & Faculty Agreements).  Securing appropriate signatures, and track documents through the approval process.  
16. Performs administrative support activities such as maintaining files and central records, printing and duplication services, and security for administrative office.  
17. Verifies time and attendance sheets and compile bi-weekly time entry spreadsheet for submittal to HR.  Calculate the number of hours each employee works during a pay period as well as annual, sick, compensatory and leave without pay for active employees.  Maintains leave records manually.
18. Performs other duties as assigned by Regional Director/Appointing Authority, Associate Dean, and Assistant Dean.
QUALIFICATIONS:  


FLEXIBLE QUALIFICATIONS: 
Three years of experience in which clerical work was a major duty.

SUBSTITUTIONS: 
Training in a business, office machines, secretarial science, or closely related curriculum in a business school or technical institute will substitute for the required experience on the basis of one month of full-time training for one month of experience.

Completion of a Secretary, Executive Assistant, or Office Systems Technology program of at least twelve months duration approved by the Department of Civil Service from a business school or technical institute will substitute for two years of the required experience. For less than completion of the program, credit will be allowed under the first paragraph for substitutions. All training must have been resident study.

An Associate Degree in Office Systems Technology from a Louisiana Technical College will substitute for all of the required experience.

College training may be substituted for the required experience on the basis of thirty semester hours for one year of experience.

An Associate Degree in secretarial science or office administration will substitute for all of the required experience.
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Administrative Coordinator 1

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Associate Dean

DEPARTMENT: 
Student Affairs Office

LOCATION:
Sullivan Main Campus
RESPONSIBILITIES: 
1. Answers telephone giving routine information and screens calls. 
2. Organizes and maintains various clerical files and records. 
3. Prepares, proofreads, and edits correspondence, reports, and other materials. 
4. Checks details on a variety of documents, reports, forms, and claims for accuracy and completeness. Searches files for records, and etc. 
5. Posts a variety of information and data to standardized forms. 
6. Maintains files and reference manuals/materials; ensures confidentiality of information, as necessary. 
7. Records amount of remittances, writes receipts for Testing Fees collected.
8. May use computer terminal to enter and retrieve information. 
9. May operate various office equipment (e.g. copy machine, calculator, and typewriter). 
10. May perform typing or routine and simple material not requiring the touch system (e.g. cards, labels, folders, envelopes, memoranda, and letters). 
11. Establishes and maintains electronic files for identifying, recording and classifying stored data; extracts, assembles and merges stored information to create new documents. 
12. Retrieve/email a variety of information to respective Students, Faculty, and Staff. 
13. Enter Students in SCEAS Master, Term Schedules, Register Students, and etc. involving SCEAS.
14. Performs related duties as assigned.

QUALIFICATIONS:  

	FLEXIBLE QUALIFICATIONS: 
No experience or training is required.

NOTE: 
Individual positions may require typing. Persons applying for those positions may be required by the hiring agency to take a typing test or otherwise demonstrate their typing skills.




NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Administrative Coordinator 2

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Assistant Dean/Student Affairs Officer

DEPARTMENT: 
Student Affairs Office

LOCATION:
Florida Parishes Branch Campus
RESPONSIBILITIES: 
1. Inputs all students in SCEAS (Student Data System). Prepare reports for campus, region, and state-wide reporting.

2. Prepares official transcripts for students and former students. Files and records student data in hard copy form.

3. Greets visitors and prospective students and assists them with course descriptions. Performs other duties as required by the Student Affairs Office and/or Campus Dean.
QUALIFICATIONS:
	FLEXIBLE QUALIFICATIONS: 
One year of experience in which clerical work was a major duty.

SUBSTITUTIONS: 
Training in a business, office machines, secretarial science, or closely related curriculum in a business school or technical institute will substitute for the required experience on the basis of one month of full-time training for one month of experience.

Completion of a Secretary, Executive Assistant, or Office Systems Technology program of at least twelve months duration approved by the Department of Civil Service from a business school or technical institute will substitute for the one year of required experience. For less than completion of the program, credit will be allowed under the first paragraph for substitutions. All training must have been resident study.

College training may be substituted for the required experience on the basis of thirty semester hours for one year of experience.


NOTE:
Individual positions may require typing. Persons applying for those positions may be required by the hiring agency to take a typing test or otherwise demonstrate their typing skills.

NOTE: 
Any college hours or degree must be from a school accredited by one of the following regional accrediting bodies: the Middle States Association of Colleges and Secondary Schools; the New England Association of Schools and Colleges, Incorporated; the North Central Association of Colleges and Secondary Schools; the Northwest Association of Secondary and Higher Schools; the Southern Association of Colleges and Secondary Schools; the Western Association of Schools and Colleges.
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NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Administrative Coordinator 2

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Associate Dean

DEPARTMENT: 
Student Affairs Office

LOCATION:
Sullivan Main Campus
RESPONSIBILITIES: 
1. Provides telephone assistance regarding, course information at this and other campuses, testing information at this and other campuses, testing information (dates, costs, and requirements), costs of programs (tuition, books, and supplies/fees), maintain and update waiting lists for programs, and financial aid opportunities. 
2. Assists public and students at counter with information such as, testing (dates, costs, and requirements), courses offered at this and other campuses, costs of programs (tuition, books, and supplies/fees), waiting lists for programs, starting and ending dates for programs, and financial aid opportunities. 
3. Enter students in SCEAS Master, Enter Term Schedules, Register Students, and etc. involving SCEAS.  
4. Assist with Registration. 
5. Serves as clerical assistant to Sullivan Student Affairs Officer, which could include keeping appointment schedule, preparing travel, issuing directives to others on their behalf, and relieving the SAO of administrative matters.  
6. Work with Dual Enrollment Students, High School Instructors, and River Parishes Community College.
7. Performs additional office duties: typing, filing, faxing, mail metering, copying. Prepares orientation, graduation, and probation letters for students.  
8. Student folders, brochures, transcripts, and other clerical assignments.
9. Performs placement and follow-up activities regarding students that withdraw, get jobs, or graduate.  
10. Compiles information from various sources and prepares specialized reports; formats reports according to department standards and specifications.  

11. Assist in administering Educational Test, such as Work-Keys testing to incarcerated individuals interested in enrolling in our school. 
12. Discusses test results with perspective students and advises them of availability of classes. Scans, processes, and manages archive files. 
13. Assist with Graduation and prepares Graduation Programs.   
14. Maintains current consumer information in Office of Student Affairs and campus wide. 
15. Attends Student Affairs related meetings. 
16. Posts current job opportunities on campus bulletin boards. 
17. Represents college at campus career fairs; by setting up booth with information.
18. Provides tours of campus to student groups.
19. Performs any other duties as needed by the Student Affairs Officer, Instructors, and Campus Deans.

QUALIFICATIONS:
	FLEXIBLE QUALIFICATIONS: 
One year of experience in which clerical work was a major duty.

SUBSTITUTIONS: 
Training in a business, office machines, secretarial science, or closely related curriculum in a business school or technical institute will substitute for the required experience on the basis of one month of full-time training for one month of experience.

Completion of a Secretary, Executive Assistant, or Office Systems Technology program of at least twelve months duration approved by the Department of Civil Service from a business school or technical institute will substitute for the one year of required experience. For less than completion of the program, credit will be allowed under the first paragraph for substitutions. All training must have been resident study.

College training may be substituted for the required experience on the basis of thirty semester hours for one year of experience.

NOTE: 
Individual positions may require typing. Persons applying for those positions may be required by the hiring agency to take a typing test or otherwise demonstrate their typing skills.

NOTE: 
Any college hours or degree must be from a school accredited by one of the following regional accrediting bodies: the Middle States Association of Colleges and Secondary Schools; the New England Association of Schools and Colleges, Incorporated; the North Central Association of Colleges and Secondary Schools; the Northwest Association of Secondary and Higher Schools; the Southern Association of Colleges and Secondary Schools; the Western Association of Schools and Colleges.
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NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Administrative Coordinator 3

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Health Occupations Department Head

DEPARTMENT:
Health Occupations

LOCATION:
Florida Parishes Branch Campus

JOB SUMMARY:

This position is responsible for implementing procedures and policies for Health Occupations programs. Responsible for coordination of all activities associated with Health Occupations.

RESPONSIBILITIES: 
1. Prepare paperwork associated with the:

· Practical Nursing (PN) program (The Florida Parishes Campus usually has two PN programs)

· Medical Assistant (MA) program

· Certified Nursing Assistant (CNA) program

2. Communicate (in person, via phone, fax and email) with prospective Health Occupations Department students providing detailed input regarding the admissions process, testing, score requirements, document requirements, etc.

3. Coordinate PN Prospective Student Workshop and PN Orientation for new PN students.

4. Develop, prepare, and distribute materials required for PN Prospective Student Workshop and PN Orientation for new PN students.

5. Compile and review documents submitted by prospective students providing input as to whether or not the documents provided are acceptable for the specific program.

6. Develop, produce, distribute and receive documents required from current and prospective students in the various Health Occupations programs including:

· Background Check

· Drug Screening

· Immunization Records

· Hepatitis B Records

· TB Skin Test

· Medical History

· Physical Exam

· Finger Prints

· Passport Photos

· CPR Certification

· Advanced Standing Documents

· College Transcripts

· LA State Police Background Forms

· Dress Code and Uniform Requirements

· Requirements Expected of Students

· Clinical Expectations and Guidelines

· Testing Policies

· Acknowledgement of Rules

· Student Information Sheet

7. Track student documents to ensure fulfillment of course requirements. Track the document dates to ensure they are current/updated for the program’s duration.  

8. Assist full-time and adjunct instructors by providing teaching assistant services including distributing assignments, posting grades, etc.

9. Facilitate completion of annual reports and all other reports requested during the year.  Type materials that involve knowledge of special terminology.  

10. Schedule and confirm interviews and appointments.  Provide interdepartmental communication.

11. Collaborate with Financial Aid Officer and Student Services personnel.

12. Serve as liaison between students and faculty/staff members.

13. Work with instructors to insure fulfillment of course requirements.

14. Collaborate for inventory management.  Perform administrative functions such as equipment, materials, and supply requisitions.  Maintain a par level of supplies.  Establish and maintain electronic files for identifying, recording and classifying stored data; extracts, assembles and merge stored information to create new documents.

15. Conduct internet research regarding new textbooks, instructional materials, resources, etc.

16. Respond to requests for information; requires interpretation of department rules and regulations.

17. Respond to questions from prospective students regarding admission into the various Health Occupations programs by interpreting department rules and regulations.  Explain the rules and regulations of each program to prospective students, answering questions and clarifying admission requirements.
18. Respond to questions from current students regarding the various Health Occupations programs policies and documentation requirements by interpreting department rules and regulations and each programs student handbook.

19. Independently compose and type correspondence involving complex, sensitive, and non-routine matters.

20. Independently compose and type correspondence for signature of Health Occupations supervisor regarding administrative matters, office policies, or programs.  Compile and type special reports by selecting relevant information from a variety of sources such as reports, documents, correspondence, electronic files, etc.  Type contracts, secure appropriate signatures, and track contracts through the approval process.

21. Represent Health Occupations supervisor in various matters, providing input.  Assess importance of issues or conflicts, and brief Health Occupations supervisor.  Organize and maintain files and reference manuals/materials; ensures confidentiality of information, as necessary.

22. Develop and prepare materials needed for meetings, such as agendas, handouts, binders, etc.  Attend meetings and transcribes minutes.  Prepare for Advisory Board Committee meetings.

23. Prepare contracts between NTCC-FPC and clinical sites for the Health Occupations Department

24. Track contracts to ensure all required signatures are received, are current and are updated as needed.

25. Communicate with prospective clinical sites to secure new contracts for the expanding Health Occupations class size and programs.

26. Assist faculty and students in the use of software and products including Microsoft Office software (Word, Excel, PowerPoint, and Publisher), Virtual Medical Office, Quizdom, Certified Background Check, Second Drug Screening, Blackboard, textbook publisher software, and Assessment Technology Institute (ATI).

27. Facilitate the use of and troubleshoots issues with simulators, hardware, software, and other products for Health Occupations Department faculty.

QUALIFICATIONS:  


FLEXIBLE QUALIFICATIONS: 
Two years of experience in which clerical work was a major duty.

SUBSTITUTIONS: 
Training in a business, office machines, secretarial science, or closely related curriculum in a business school or technical institute will substitute for the required experience on the basis of one month of full-time training for one month of experience.

Completion of a Secretary, Executive Assistant, or Office Systems Technology program of at least twelve months duration approved by the Department of Civil Service from a business school or technical institute will substitute for the two years of required experience. For less than completion of the program, credit will be allowed under the first paragraph for substitutions. All training must have been resident study.


College training may be substituted for the required experience on the basis of thirty semester hours for one year of experience.

NOTE: 
Individual positions may require typing. Persons applying for those positions may be required by the hiring agency to take a typing test or otherwise demonstrate their typing skills.

NOTE: 
Any college hours or degree must be from a school accredited by one of the following regional accrediting bodies: the Middle States Association of Colleges and Secondary Schools; the New England Association of Schools and Colleges, Incorporated; the North Central Association of Colleges and Secondary Schools; the Northwest Association of Secondary and Higher Schools; the Southern Association of Colleges and Secondary Schools; the Western Association of Schools and Colleges.


NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Administrative Coordinator 3

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Assistant Dean/Student Affairs Officer

DEPARTMENT:
Student Affairs

LOCATION:
Florida Parishes Branch Campus
RESPONSIBILITIES: 
1. Maintains SCEAS/SES database including all student data, term schedules, grades, attendance, student activities, and submits reports as needed. 

2. Assists public and students  at the front counter and provides information requested via telephone, email or in person, related to enrollment procedures, course information, testing (dates, costs and requirements), course availability and associated costs (tuition, books and supplies/fees).

3. Maintains waiting lists and starting dates for programs offered.

4. Refers students to Financial Aid Officer to discuss financial aid opportunities.

5. Performs additional office duties: filing, faxing, mail metering, copying. 
6. Prepares orientation letters, student folders, brochures, transcripts, and other clerical assignments. 
7. Performs placement and follow-up activities regarding students that withdraw, get jobs, or graduate.
8. Prepares correspondence relative to student affairs, including notices, enrollment status, etc.

9. Maintains enrollment/registration packets for distribution.

10. Updates, prints, and maintains supply of program brochures for distribution and display.
11. Scans, processes, and manages archive files.
12. Maintains current consumer information in Office of Student Affairs and campus wide. Attends Student Affairs related meetings. 
13. Posts current job opportunities on campus bulletin boards.

14. Assists Student Affairs Officer in preparation for campus career fairs; by setting up booth with information. 
15. Performs any other duties as needed by the Student Affairs Officer, Faculty Members and Campus Dean.

QUALIFICATIONS:  


FLEXIBLE QUALIFICATIONS: 
Two years of experience in which clerical work was a major duty.

SUBSTITUTIONS: 
Training in a business, office machines, secretarial science, or closely related curriculum in a business school or technical institute will substitute for the required experience on the basis of one month of full-time training for one month of experience.

Completion of a Secretary, Executive Assistant, or Office Systems Technology program of at least twelve months duration approved by the Department of Civil Service from a business school or technical institute will substitute for the two years of required experience. For less than completion of the program, credit will be allowed under the first paragraph for substitutions. All training must have been resident study.

College training may be substituted for the required experience on the basis of thirty semester hours for one year of experience.

NOTE: 
Individual positions may require typing. Persons applying for those positions may be required by the hiring agency to take a typing test or otherwise demonstrate their typing skills.

NOTE: 
Any college hours or degree must be from a school accredited by one of the following regional accrediting bodies: the Middle States Association of Colleges and Secondary Schools; the New England Association of Schools and Colleges, Incorporated; the North Central Association of Colleges and Secondary Schools; the Northwest Association of Secondary and Higher Schools; the Southern Association of Colleges and Secondary Schools; the Western Association of Schools and Colleges.


NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Administrative Coordinator 3

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Associate Academic Officer

DEPARTMENT: 
Student Affairs Office

LOCATION:
Hammond Area Branch Campus
RESPONSIBILITIES: 
1. Provides Student Affairs telephone, counter, and computer assistance to public and students regarding course information for all programs at this campus and within LTC:   testing information (dates, costs, and requirements), application; costs of programs (tuition, books, and supplies/fees), waiting lists for programs, and financial aid opportunities. 
2. Prepares all correspondence in Office of Student Affairs; prepares call-out letters to applicants for all programs; files all student records; faxes; scans for e-mail; meters outgoing mail;  copies/collates materials for dissemination to campus, public, and recruiting functions.
3. Maintains program waiting/call-out lists and prepares orientation letters, student folders, brochures, transcripts, and any other assignments coordinated by Student Affairs Officer.
4. Schedules individuals for testing and assists Student Affairs Officer as proctor for testing for all programs:  ACT COMPASS entrance test and Practical Nursing Edu-Test Science Challenge examination; prepares all test results and applications for placement on waiting lists; reviews test results with prospective applicants; notifies applicants regarding retesting and remediation needs (Developmental Education); refers to Student Affairs Officer for counseling those individuals with non-routine circumstances. 
5. Serves as campus recruiter at community and middle/high school campus career fairs; conducts tours of campus for visitors, schools, community.
6. Assists Administrative Officer with collection and processing of tuition and fees as assigned by LTC Region 9 Regional Accounting in order to ensure segregation of duties for auditing purposes. 
7. Scans, processes, and manages all archive files for electronic storage. 
8. Performs placement and follow-up activities for campus, LTC, state, and federal reports regarding students who graduate, complete, obtain employment, or withdraw. 
9. Performs any other duties as assigned by Student Affairs Officer and the Campus Dean.

QUALIFICATIONS:  


FLEXIBLE QUALIFICATIONS: 
Two years of experience in which clerical work was a major duty.

SUBSTITUTIONS: Training in a business, office machines, secretarial science, or closely related curriculum in a business school or technical institute will substitute for the required experience on the basis of one month of full-time training for one month of experience.

Completion of a Secretary, Executive Assistant, or Office Systems Technology program of at least twelve months duration approved by the Department of Civil Service from a business school or technical institute will substitute for the two years of the required experience. For less than completion of the program, credit will be allowed under the first paragraph for substitutions. All training must have been resident study.

An Associate Degree in Office Systems Technology from a Louisiana Technical College will substitute for all of the required experience.

College training may be substituted for the required experience on the basis of thirty semester hours for one year of experience.

An Associate Degree in secretarial science or office administration will substitute for all of the required experience.

NOTE: 
Individual positions may require typing. Persons applying for those positions may be required by the hiring agency to take a typing test or otherwise demonstrate their typing skills.

NOTE: 
Any college hours or degree must be from a school accredited by one of the following regional accrediting bodies: the Middle States Association of Colleges and Secondary Schools; the New England Association of Schools and Colleges, Incorporated; the North Central Association of Colleges and Secondary Schools; the Northwest Association of Secondary and Higher Schools; the Southern Association of Colleges and Secondary Schools; the Western Association of Schools and Colleges.

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Administrative Services Officer II – Human Resources

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Director of Human Resources

DEPARTMENT:
Human Resources

LOCATION:
Sullivan Main Campus
JOB SUMMARY:

The Administrative Services Officer – HR (ASO II – HR) shall report directly to the Northshore Technical Community College Director of Human Resources. The ASO II -- HR is responsible for ensuring that the human resource functions of the college are processed in accordance with LCTCS and College policy.  

Responsible for day-to-day operation, development, and implementation of all human resource functions within Northshore Technical Community College as they relate to the campuses within the college.  

RESPONSIBILITIES: 
1. Administer all the health and insurance benefit programs offered to NTCC faculty and staff.  Provide assistance to employees relative to their available insurance options and the rules, requirements, and benefits of each plan.  Assist employees who incur problems with health insurance claims on an ongoing basis.  Coordinate the processing of paperwork with benefit providers.  Review all applications and documents completed by employees for accuracy.

2. Administer the benefits orientation program for newly eligible employees.  Communicates with employees regarding benefit changes and new offerings.  Conduct fringe benefits workshops and seminars for departmental clerical and administrative personnel as requested.

3. Assists the Director of Human Resources in serving as a liaison between insurance providers and NTCC, coordinating and scheduling annual enrollment meetings and other information meetings as necessary.

4. Inform employees of their rights and responsibilities under the Family and Medical Leave Act.  Assist employees in the processing of FMLA application and monitor all applications to ensure proper procedures are followed.

5. Keep abreast of changes in federal law, state law, and/or NTCC policies that would affect the various benefit plans.

6. Works closely with all Campus Administrators within Northshore Technical Community College; prepares and assist in all functions related to human resources. 

7. Prepares correspondence, flyers, articles for newsletters to inform and update the faculty and staff of new benefits, changes to existing benefits and meetings being conducted relative to their benefit program. 

8. Enter and update benefit options to establish payroll deductions on PeopleSoft for insurance programs.  Coordinate with the LCTCS payroll department benefit premium changes affecting employee’s payroll.

9. Completes special projects as assigned by the Northshore Technical Community College Director of Human Resources.

10. In coordination with the Northshore Technical Community College Director of Human Resources, coordinates the receipt and review of applications to ensure that persons being employed in Northshore Technical Community College meet the qualifications for the position for which they are applying.

11. Schedules employment interviews for Northshore Technical Community College Administrative positions and may serve on the interview committee. May also assist Campus Administrators in the selection and hiring process for campus positions.

12. Assists the Northshore Technical Community College Director of Human Resources in the preparation of all other documents (e.g. board actions, personnel change forms, PeopleSoft entry forms, etc.).

13. Coordinates the preparation of job descriptions with the appropriate staff at the direction of the Northshore Technical Community College Director of Human Resources.

14. Interprets Civil Service rules and regulations and departmental policies and procedures regarding personnel actions for management, employees and applicants.

15. Manages the computerized employee administration functions required to process all personnel and payroll actions needed to complete appointments, merit increases, promotions, transfers, separations, etc. at the direction of the Northshore Technical Community College Director of Human Resources. Evaluates and determines priority of workload.

16. Ensures employment vacancies are advertised appropriately and in accordance with LCTCS and NTCC policy.

17. Other duties in these areas as assigned.


QUALIFICATIONS:  


Required: Bachelors Degree with three years administrative human resource management experience or High School diploma and five years of professional human resource experience.

Preferred: Experience in a post-secondary educational institution and state government human resource practices. 

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Adult Education Instructor/Coordinator

POSITION TYPE: 
Unclassified/Full-Time
REPORTS TO: 
Regional Director/Appointing Authority

DEPARTMENT:
Adult Education

LOCATION:
Sullivan Main Campus
Responsibilities: 
Instructional/Teaching Performance 
1. Utilize innovative, effective, and equitable teaching techniques 

2. Follow course syllabi and outlines 

3. Maintain time on task 

4. Receive favorable student evaluations of instruction 

5. Maintain teaching load practiced by college 

6. Meet deadlines related to this function 
Program Coordination/Instructional Development 
1. Develop Curriculum Guides, course syllabi and outlines, and other instructional materials 

2. Prepare course offering schedule based on Curriculum Guides 

3. Participate in curriculum meetings 

4. Meet all deadlines related to this function 

Program/Instructional Management 

1. Maintain appropriate student records, i.e., grades, attendance, LACES, placement, completion, and licensure statistics (if applicable), etc.

2. Meet all deadlines related to this function. 
School or Classroom Management 

1. Practice appropriate safety precautions 

2. Maintain student discipline 

3. Meet all deadlines related to this function 

Student Guidance/Advising Activities 

1. Provide career counseling and academic advising 

2. Follow Curriculum Guides in scheduling to insure timely completion of a program of studies. 

3. Serve special populations 

4. Make appropriate referrals to students with special needs 

5. Maintain appropriate number of students in class and in program 

6. Meet all deadlines related to this function 

College and/or Community Services 

1. Participate in recruitment activities, i.e. career fairs, etc.

2. Maintain program accreditation/certification or program licensure requirements


· Provide service to the college that may include some of the following activities:

· Sponsor student organizations

· Serve on or chair committees

· Conduct or coordinate teaching consultant activities

· Facilitate workshops

· Teaching consultant activities

· Teach continuing education or customized industry courses

· Provide routine equipment maintenance 

· Initiate and write new program proposals

· Serve on NTCC or Campus Committees

· Provide service to the community that may include

· Participate in health fairs

· Participate in charity or community activities

· Participate in community organizations, i.e. Chamber of Commerce, Rotary, Lions Club, Boy Scouts, 4-H Club, etc.

· Meet all deadlines related to this function

Professional Activities, Leadership, and Service

1. Participate in professional development activities that may include:

· Complete coursework or degrees

· Membership in professional organizations

· Serve on a Board or in an Office of professional association

· Present a paper or facilitate a workshop at a professional conference

· Participate in a Leadership Academy

· Serve on an external institutional or program accreditation team

· Participate in industry visits

· Exemplify Leadership role on NTCC or LCTCS Committees, Faculty Council, etc.

· Meet all deadlines related to this function.

Performs other related duties as assigned by campus administrator.

QUALIFICATIONS:  

Required: Bachelor’s degree in Adult and Continuing Education or a related field from a nationally or regionally accredited college or university with four years or the equivalent of full-time work experience in the field. Master’s degree preferred.       
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Assistant Dean/Associate Academic Affairs Officer

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Regional Director/Appointing Authority

DEPARTMENT:
Administration

LOCATION:
Sullivan Main Campus

JOB SUMMARY:

Responsible for the day-to-day administration and supervision of an individual campus and coordination of instructional and student affairs activities.
RESPONSIBILITIES: 
Administration

1. Monitors the operation of all campus instructional programs
2. Conduct faculty and staff evaluations for subordinates
3. Coordinates prison and apprenticeship training programs
4. Provide and implement appropriate procedures for handling complaints/grievances
5. Prepare and submit all contracts related to daytime instructional programs
6. Supervise extension programs and personnel
7. Assist in the preparation of budgets relating to day and extension instructional programs
8. Assist with coordination of Carl Perkins instructional programming
9. Perform all duties necessary to maintain the successful operation of the campus in accordance with all LTC policies and Region 9 procedures
10. Advise the Regional Director of all matters pertaining to the operation of LTC, which necessitate the initiation of corrective measures
11. Coordinates with the functioning campus facilities coordinator in regards to safety, transportation, and property control

12. Reviews and supervises all extra-curricular activities
13. Coordinates with the Regional Offices of Fiscal Affairs and Human Resources.
14. Performs other duties and responsibilities as assigned by the Regional Director. 
Instructional

15. Act as the liaison for the campus to insure compliance of faculty certification requirements
16. Serves as the campus COE Coordinator
17. Serves as the campus Carl Perkins liaison
18. Recommends to the Regional Director implementation of new programs 
19. Coordinates with instructors to establish new programs
20. Coordinates with instructors to establish and maintain a departmental resource center
21. Coordinates with instructors to establish and maintain effective craft and occupational Advisory committees
22. Provide in-service orientation to all new instructors
23. Recommends to the Regional Director the implementation of new extension programs
24. Coordinates the preparation and submission of all appropriate forms requesting authorization of extension programs
25. Develops professional improvement plans for deficient personnel
26. Coordinates with the development of extension faculty
27. Reviews and supervises all professional development activities for faculty
28. Coordinates with the Chief Academic & Student Affairs Officer and the Associate Academic Officer.
29. Performs other duties and responsibilities as assigned by the Regional Director.
Student Affairs

30. Serve as campus public relations liaison
31. Prepare and submit quarterly placement report
32. Supervise student disciplines for extension programs
33. Develop and implement procedures to increase student enrollment
34. Responsible for advertisements, interviewing, and recommendation of extension instructor employment
35. Assist with development of student handbooks
36. Works with Student Affairs to coordinate intake, testing, assessment, and program placements
37. Work with faculty in compiling information for brochures, catalogs, and student handbooks
38. Assist with facilitating the publishing of the same
39. Enforce student discipline in compliance with established campus/regional/college policies as well as state and federal policies
40. Coordinates with the Chief Academic & Student Affairs Officer and the Associate Student Affairs Officer.
41. Performs other duties and responsibilities as assigned by the Regional Director.
Workforce Development

42. Develops and monitors a plan to increase community awareness of programs at Louisiana Technical College
43. Works to develop, implement, and maintain instructional programs that meet the needs of area business, industry, and those seeking training or retraining to obtain or retain employment
44. Coordinates preparation of the business and industry reports
45. Coordinates with the Chief Workforce Development Officer.
46. Performs other duties and responsibilities as assigned by the Regional Director.
Academic Affairs
47. Serves as the LTC Region 9 initial point of contact for compliance with all academic policies and procedures, course substitutions, course waivers, prior learning 
assessments/college credits, challenge testing, etc.
48. Works with Regional Director and Campus Deans in preparation and implementation of an annual budget related to the goals and operational needs of the academic unit.
49. Works collaboratively with the Regional Director, and all other Deans, division chairpersons, and faculty in planning, development, implementation, supervision, and evaluation of all associated degree, diploma and certificate programs delivered by these units.
50. Assists Regional Director and Campus Dens with the approval for hiring of full-time, part-time and volunteer faculty.
51. Reviews, verifies, promotes and tracks the credentialing and professional development efforts of faculty.
52. Coordinates and supports all Academic Divisions of LTC Region 9.
53. Supports and facilitates the articulation processes for the enrollment of high school students via Tech Prep, Dual Enrollment and Concurrent Enrollment.
54. Coordinates with the Regional Director and Campus Deans to ensure the equitable distribution of effort within the academic unit.
55. Provides leadership to Academic Division Chairperson in the building of master schedules for course offerings.
56. Assists Division of IT/Grants Development with identity of computer and information technology needed to enhance the academic affairs unit.
57. Assists Chief Workforce Development Officer and Academic Division Chairpersons in the development of non-credit continuing education and customized industry training courses.
58. Provides leadership in the oversight of credit and non credit programs and course offerings designed to meet the needs of business and industry.
59. Provides leadership and assistance to faculty in the curriculum revision process.
60. Ensures the maintenance of Program Inventories for accrediting agencies, LCTCS, and Board of Regents.
61. Prepares academic reports as requested by internal and external sources.
62. Serves as the primary point of contact for developing MOUs with secondary system academic agencies.
63. Assists Deans with the supervision and evaluation of Academic Division Chairs.
64. Maintains effective communication with all other Divisions of the Technical Education Center to promote the overall effectiveness of the academic unit.
65. Maintains effective communication with other Academic Deans in the college system to enhance academic initiatives.
66. Serves as the LTC Region 9 coordinator for the National Occupational Center Testing Institute.
67. Serves as the LTC Region 9 coordinator for institutional accreditation activities.
68. Performs all other duties as assigned by the Regional Director.

QUALIFICATIONS:  


Required: All applicants must have a minimum of a Master’s Degree in Education, Administration and Supervision, or a related field plus three (3) years experience at senior-level administration and supervision. 

Preferred: Experience in technical education and/or a post-secondary educational institution.
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Assistant Dean/Chief Academic and Student Affairs Officer

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Regional Director/Appointing Authority

DEPARTMENT:
Administration

LOCATION:
Hammond Area Branch Campus

JOB SUMMARY:

Responsible for the day-to-day administration and supervision of an individual campus and coordination of instructional and student affairs activities.
RESPONSIBILITIES: 
Administration

1. Monitors the operation of all campus instructional programs
2. Conduct faculty and staff evaluations for subordinates
3. Coordinates prison and apprenticeship training programs
4. Provide and implement appropriate procedures for handling complaints/grievances
5. Prepare and submit all contracts related to daytime instructional programs
6. Supervise extension programs and personnel
7. Assist in the preparation of budgets relating to day and extension instructional programs
8. Assist with coordination of Carl Perkins instructional programming
9. Perform all duties necessary to maintain the successful operation of the campus in accordance with all LTC policies and Region 9 procedures
10. Advise the Regional Director of all matters pertaining to the operation of LTC, which necessitate the initiation of corrective measures
11. Coordinates with the functioning campus facilities coordinator in regards to safety, transportation, and property control

12. Reviews and supervises all extra-curricular activities
13. Coordinates with the Regional Offices of Fiscal Affairs and Human Resources.
14. Performs other duties and responsibilities as assigned by the Regional Director. 
Instructional

15. Act as the liaison for the campus to insure compliance of faculty certification requirements
16. Serves as the campus COE Coordinator
17. Serves as the campus Carl Perkins liaison
18. Recommends to the Regional Director implementation of new programs 
19. Coordinates with instructors to establish new programs
20. Coordinates with instructors to establish and maintain a departmental resource center
21. Coordinates with instructors to establish and maintain effective craft and occupational Advisory committees
22. Provide in-service orientation to all new instructors
23. Recommends to the Regional Director the implementation of new extension programs
24. Coordinates the preparation and submission of all appropriate forms requesting authorization of extension programs
25. Develops professional improvement plans for deficient personnel
26. Coordinates with the development of extension faculty
27. Reviews and supervises all professional development activities for faculty
28. Coordinates with the Chief Academic & Student Affairs Officer and the Associate Academic Officer.
29. Performs other duties and responsibilities as assigned by the Regional Director.
Student Affairs

30. Serve as campus public relations liaison
31. Prepare and submit quarterly placement report
32. Supervise student disciplines for extension programs

33. Develop and implement procedures to increase student enrollment
34. Responsible for advertisements, interviewing, and recommendation of extension instructor employment
35. Assist with development of student handbooks
36. Works with Student Affairs to coordinate intake, testing, assessment, and program placements
37. Work with faculty in compiling information for brochures, catalogs, and student handbooks
38. Assist with facilitating the publishing of the same
39. Enforce student discipline in compliance with established campus/regional/college policies as well as state and federal policies
40. Coordinates with the Chief Academic & Student Affairs Officer and the Associate Student Affairs Officer.
41. Performs other duties and responsibilities as assigned by the Regional Director.
Workforce Development

42. Develops and monitors a plan to increase community awareness of programs at Louisiana Technical College
43. Works to develop, implement, and maintain instructional programs that meet the needs of area business, industry, and those seeking training or retraining to obtain or retain employment
44. Coordinates preparation of the business and industry reports
45. Coordinates with the Chief Workforce Development Officer.
46. Performs other duties and responsibilities as assigned by the Regional Director.
Chief Academic and Student Affairs
47. Provides academic leadership and management.
48. Responsible for student instructional and/or academic concerns.

49. Coordinates with lead instructors and department heads, in planning, developing, organizing and administering academic programs.

50. Serves as resource person for academic division chairs and faculty.

51. Recommends hiring of new faculty and limited appointment and adjunct faculty, and hiring and orienting of all faculty in the academic division.
52. Coordinates the academic budget process and the development of divisional academic goals.

53. Supervises a faculty participation process for curriculum program review.

54. Supervises the preparation and revision of syllabi within the division.

55. Supervises the preparation of class schedules for the division and oversees teaching assignments (faculty loads)
56. Represents the region in articulation conferences with colleges.
57. Provides enrollment, ACT, graduation, and placement statistics.
58. Supervises drop-and-add registration
59. Assigns advisors and coordinates the advisement and counseling areas
60. Coordinates exit competencies for graduates.
61. Supervises and conducts counseling of students regarding requirements for degree or certificates
62. Reviews student evaluation of faculty, marks analysis, exit surveys, and matters of faculty credentialing and ranking
63. Supervises dual enrollment programs
64. Supervises the Division of Student Affairs and provides leadership within the department consistent with the mission of the college and the region.

65. Develops and administers departmental budget.
66. Serves on the accrediting body and steering committee.

67. Formulates college policies and procedures concerning students.
68. Administers the student discipline system.
69. Administers allocation process for funding student activities.

70. Formulates long range plans for the Division of Student Affairs.

71. Hears academic status appeals.

72. Manages student Financial Aid

73. Formulates policies and procedures relating to discipline.

74. Coordinates and supervises the admission process.

75. Edits Student Handbook and student affairs portions of catalogues.

76. Manages confidential files and release of privileged educational records.

77. Provides services, publications and workshops to respond to behavior issues (sexual assault, substance abuse, etc.)

78. Provides student reference and letters of recommendation.

79. Counsels and advises students.

80. Ensures the implementation and coordination of placement services.

81. Responsible for the coordination of all follow-up activities.

82. Performs other related duties as assigned by supervisor.

83. Other duties as assigned by the Regional Director
QUALIFICATIONS:  


Required: All applicants must have a minimum of a Master’s Degree in Education, Administration and Supervision, or a related field plus three (3) years experience at senior-level administration and supervision. 

Preferred: Experience in technical education and/or a post-secondary educational institution.
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Assistant Dean/Student Affairs Officer

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Campus Dean

DEPARTMENT:
Administration

LOCATION:
Florida Parishes Branch Campus

JOB SUMMARY:

The Assistant Dean/Student Affairs Officer is responsible for supervising and managing the advising, testing and retention programs including the following:  academic advising, career development, study skills laboratory, transfer center, testing, and special services for disabled students.  Responsible for the supervision and administration of institutional, federal, and state financial aid programs in accordance with all fundamental guidelines and requirements.  The Assistant Dean/Student Affairs Officer is responsible for supervision and administration of the LCTCS Adult Education Basic Federal Grant to provide GED training (State Grant Program).

The role as Assistant Dean is responsible for assisting the Campus Dean in the administration and supervision of an individual campus as well as the coordination of instructional and student affairs activities.

RESPONSIBILITIES: 
1. Supervises, develops and coordinates the activities and events necessary for implementation of the Advising Plan and supervises the advising staff. 
2. Supervises and is ultimately responsible for the activities of the following:  Career Services and Job Seeking Skills; the Testing and Special Student Services (disabled students); the Transfer Center and graduation exercises.
3. Serves on committees, participates in, and supports college-wide programs concerned with:  advising, student academic success, retention, satisfactory academic progress, orientation, enrollment management, and Basic GED State Grant Program.
4. Supervises advising of students transferring out to ensure students are accurately advised for the institution in which they intend to enroll.
5. Develops and implements programs to counsel and follow-up on at-risk students.
6. Coordinates efforts to meet needs of disabled students.
7. Collaborates with student affairs offices from other institutions to register/advise all incoming students.
8. Relieves Campus Dean of all minor administrative matters assigned by Dean.
9. Directs several agency programs on state and federal levels.
10. Serves as a major liaison function with surrounding public schools, community colleges, universities, and appropriate business/industry and community groups in forging partnerships to enhance academic opportunities for students.
11. Analyzes and prepares detailed reports on any phase of organizational activity, indicating recommendations for revising procedures to improve operations.
12. Prepares routine memoranda for the Campus Dean informing staff of administrative decisions and matters of policy.
13. Supervises student record activities such as maintaining student files and central records, transcripts, admissions, registration and graduation.
14. Collects and supervises the collection and preparation of data for various reports.
15. Coordinates and collects placement and follow-up information from students and employers; supervises the preparation of all student data reports.
16. Maintains contacts for the Campus Dean with public and private officials and professionals.
17. Handles student recruitment and advertisement.
18. Supervises and coordinates career, personal and financial counseling.
19. Supervises the various student financial aid programs.
20. Participates in Career Day activities at various schools and agencies.
21. Writes grants to acquire funds for various programs as assigned by Campus Dean.
22. Interacts with the public demonstrating a high degree of diplomacy and ethical standards.
23. Performs annual appraisal of faculty and staff and conducts faculty/staff evaluations.
24. Works closely with a diverse student body.
25. Supervises, collects, and distributes data in the area of Student Affairs.
26. Performs other duties as assigned by the Campus Dean.
QUALIFICATIONS:  

Required: A minimum of a Master’s Degree in Education or in a related field and/or three years experience at senior-level administration and supervision.
Preferred: Experience in technical education and/or a post-secondary educational institution.
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Associate Dean

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Regional Director/Appointing Authority

DEPARTMENT:
Administration

LOCATION:
Sullivan Main Campus

JOB SUMMARY:

Responsible for the day-to-day administration and supervision of an individual campus and coordination with Regional Director/Appointing Authority.
RESPONSIBILITIES: 
Administration

1. Monitors the operations of all campus instructional programs.

2. Conduct faculty and staff evaluations for subordinates
3. Conducts faculty/staff meetings

4. Provide and implement appropriate procedures for handling complaints/grievances
5. Provide new instructors with appropriate in-service training to business procedures.

6. Conduct checkout procedures for campus faculty and staff terminating employment.

7. Prepare and submit all contracts related to daytime instructional programs
8. Supervise extension programs and personnel
9. Verify instructor attendance for payroll

10. Assist in the preparation of budgets relating to day and extension instructional programs
11. Assist with facilitating the purchasing of all equipment and supplies with the regional purchasing staff.

12. Perform all duties necessary to maintain the successful operation of the campus in accordance with all LTC policies and Region 9 procedures
13. Advise the Regional Director of all matters pertaining to the operation of LTC, which necessitate the initiation of corrective measures
14. Coordinates with the functioning campus facilities coordinator in regards to safety, transportation, and property control
15. Reviews and supervises all extra-curricular activities
16. Coordinates with the Regional Offices of Fiscal Affairs and Human Resources.
17. Performs other duties and responsibilities as assigned by the Regional Director. 
Instructional

18. Act as the liaison for the campus to insure compliance of faculty certification requirements
19. Serves as the campus COE Coordinator
20. Serves as the campus Carl Perkins liaison
21. Recommends to the Regional Director implementation of new extension programs 
22. Coordinates with instructors to establish new programs
23. Coordinates with instructors to establish and maintain a departmental resource center
24. Coordinates with instructors to establish and maintain effective craft and occupational Advisory committees
25. Provide in-service orientation to all new instructors
26. Recommends to the Regional Director the implementation of new extension programs
27. Coordinates the preparation and submission of all appropriate forms requesting authorization of extension programs
28. Develops professional improvement plans for deficient personnel
29. Coordinates with the development of extension faculty
30. Reviews and supervises all professional development activities for faculty
31. Coordinates with the Chief Academic & Student Affairs Officer and the Associate Academic Officer.
32. Performs other duties and responsibilities as assigned by the Regional Director.
Student Affairs

33. Supervise student disciplines for extension programs
34. Develop and implement procedures to increase student enrollment
35. Responsible for advertisements, interviewing, and recommendation of extension instructor employment
36. Work with faculty in compiling information for brochures, catalogs, and student handbooks
37. Assist with facilitating the publishing of the same
38. Enforce student discipline in compliance with established campus/regional/college policies as well as state and federal policies
39. Coordinates with the Chief Academic & Student Affairs Officer and the Associate Student Affairs Officer.
40. Performs other duties and responsibilities as assigned by the Regional Director.
Workforce Development

41. Develops and monitors a plan to increase community awareness of programs at Louisiana Technical College
42. Works to develop, implement, and maintain instructional programs that meet the needs of area business, industry, and those seeking training or retraining to obtain or retain employment
43. Coordinates preparation of the business and industry reports
44. Coordinates with the Chief Workforce Development Officer.
45. Performs other duties and responsibilities as assigned by the Regional Director.
QUALIFICATIONS:  


Required: All applicants must have a minimum of a Master’s Degree in Education, Administration and Supervision, or a related field plus three (3) years experience at senior-level administration and supervision. 

Preferred: Experience in technical education and/or a post-secondary educational institution.
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Associate Director of Financial Aid

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Regional Director

DEPARTMENT:
Student Services

LOCATION:
Sullivan Main Campus
JOB SUMMARY:

The role of the Financial Aid Officer is to direct the accurate maintenance of student financial aids records, compilation of statistical reports, and solving technical problems in the area of recordkeeping and office procedures, performs related work as required.
RESPONSIBILITIES: 
Year-Round Responsibilities:

1. Cancellations and withdrawals and refund calculations. Prepares a memo to Finance for each campus.

2. Provide leadership in the administering and oversight of financial aid programs.
3. Ensure services delivered in affective and timely manner.

4. Support and enhance mission and purpose of institution. 
5. Responsible for planning, organizing and overseeing the Financial Aid office college-wide.

6. Counsel and assist students and families on financial aid matters and processes. 
7. Monitoring compliance with all aspects of federal, state and institutional guidelines/regulations.

8. Reviews and communicates federal and state legislative issues and regulation changes to appropriate colleagues, supervisors, Deans, and Regional Director. 
9. Act as main point of contact for Deans and Regional Director of other departments on financial aid matters.

10. Tracking and management of all financial aid funds and award budgets.

11. Monthly reports such as Pell reporting. 
12. Arrange and coordinate training of financial aid office staff and possibly other department staff (such as Admissions and Business Office staff).
13. Respond to various surveys, such as US News, Petersons, PACCON, and NACUBO as needed.

14. Update the Program Participation Agreement (PPA) as needed.

15. Review and update as changes occur to the financial aid policies and procedures manual.

16. SSCR Reports due – Remind Campuses

17. Provide financial aid presentations at Admissions orientation and visitation days.

18. Recruitment and Retention

19. Prepare narrative and technical reports for a variety of offices and uses (i.e. Board of Regents).

20. Actively involved in State, Regional, and National Financial Aid Associations.

21. Various times of year run Satisfactory Academic Progress (SAP) reports (i.e. at end of each term.

22. Reading/Reviewing/Awarding of files

23. Verification of files

24. Review of additional information received and professional judgment requests.

25. Meetings

26. Update Calendar and forms on college web site.

27. Organize committee work

28. Legislative work/State Advisory board work including testimony, meetings, and preparation of statistics.

Annual Responsibilities: 

1. Annual Audit within 6 months of end of fiscal year.

2. Submit A-133 within 9 months of end of college’s fiscal year

3. File any report

4. Campus safety report – request

5. Drug & Alcohol Prevention information distributed.

6. FERPA information distributed

7. Publish and make available general school and financial aid information.

8. Conferences and workshops put on by ED, State, Regional, National Associations and Vendors for training and networking.

Every 5 years:

1. Renewal of Program Participation Agreement (PPA)

2. Master Plan review of Self-Study for re-accreditation


January:

1. Finalize awarding policies for the next academic year

2. Finalize budgets (i.e. tuition & fees, room & board, etc.)

3. Train office staff on following year’s awarding policies and file review procedures. Do this every year to ensure staff are updated and trained. Things change year to year.

4. Financial aid processing begins for following academic year

5. Communicate to students the timelines and deadlines for applying for aid for next academic year.

6. Process withdrawals and cancellations including refund of aid (R2T4).

7. Processing of financial aid applications for spring and summer term starters.

8. Review & evaluate special circumstances and PJ cases for spring and summer term starters

February:

1. Submit correction of data, submit IDC and/or PRI challenge

2. Submit appeal of campus-based program allocations due February 15th


3. Communicate reminder to students about deadline to apply for next academic year.

4. Work on processing files for next academic year.


March:

1. Pell Grant Administrative Cost Allowance available

2. Schedule annual audit for current academic year (typically over the summer at end of fiscal year)

3. Work on processing files for next academic year.

4. For quarter schools work on processing applications for spring term starters.

5. Process withdrawals and cancellations including refund of aid (R2T4).

6. Process Satisfactory Academic Progress report (for end of winter term)


April:

1. Processing of financial aid applications

2. Prepare for annual audit


May:

1. IPEDS report due

2. Prepare for annual audit

3. Receive SAP for semester from all campuses for end of spring semester. (Must be maintained in a separate binder or file.) Also, decision documents must be placed in students file.

4. Continue processing of aid applicants

5. Start of summer semester

6. Finalize awarding aid information for close of fiscal year (depends on if summer crossover payments for year round Pell)

7. Processing of aid applications.


June:

1. For semester run SAP report for either end of year or fall/spring semester

2. Prepare annual audit

3. End of fiscal year and end of year award

4. Processing of aid applications.


July:

1. New federal award year begins

2. Draw downs for new year can begin (Year-round Pell), Check student EFC

3. Report completion, graduation, and transfer out rates for general student body and athletes via IPEDS

4. Processing of aid applications.

5. Maintains records for annual audit.


August:

1. Start of fall semester

2. Process withdrawals and cancellations, including refunds of aid (R2T4)

3. Review awarding policies and prepare preliminary awarding policies for next academic year (so Admissions recruiting staff have information for initial recruiting visits starting in September)


September:

1. Process withdrawals and cancellations, including refunds of aid (R2T4)

2. Freeze statistical data for college campuses

3. Work on statistical data for reports based on frozen data

4. Last date to send origination/disbursement records to COD for previous academic year.


October:

1. Campus Security Report due to ED and students/employees

2. Review previous year’s awarding policies ad application procedures

3. Prepare application policies for the next award year so can prepare revisions to online applications and physical paper applications if necessary, so ready for application cycle in December and January

4. Review informational publications

5. Order FASFA on the web brochures and pre-application worksheets if applicable

6. Federal satellite video conference

7. Survey’s (Peterson’s, Nacubo, etc.)


November:

1. Regulations published by November 1st


2. Finalize application and awarding policies for next academic year   

3. High School financial aid night presentations

4. Communicate to students information about deadlines to apply for financial aid for next academic year and scholarship search tips (and scam information)

5. Surveys (US News)


December:

1. ED sends appeal procedures for campus-based awards to school

2. ED notifies institutions of needed hardware and software changes

3. Institutions return any needed FISAP edits to ED

4. High School financial aid night presentations 

5. Run SAP report for fall term

QUALIFICATIONS:  


Bachelor degree required.  Must have experience working with an online financial aid management system.  Two years experience in a financial aid officer preferred.  Possess proficient knowledge of Federal and State regulations.  Must be able to manage a large diverse caseload.  Excellent oral and written communication skills.
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Associate Student Affairs Officer

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Assistant Dean/Chief Academic and Student Affairs Officer

DEPARTMENT:
Administration

LOCATION:
Hammond Area Branch Campus

JOB SUMMARY:

Associate Student Affairs Officer will assist Counselors and FAOs in planning, developing, and implementing services that promote academic achievement, retention, personal and social growth, and development for a diverse student population.
RESPONSIBILITIES: 
Administrative:

1. Providing leadership to the student affairs unit consistent with the mission of the college.
2. Ensuring institutional effectiveness efforts are implemented throughout student affairs units 
3. Promoting the development, implementation, and evaluation of effective student affairs programs and services
4. Promoting and developing student affairs processes and procedures that foster student success 
5. Assisting in preparing, implementing, and managing an annual budget related to the goals and operational needs of the student affairs unit 
6. Ensuring compliance with all student affairs policies and procedures 
7. Providing input in the formulation and interpretation of federal, state, and system policies affecting student affairs
8. Completes SEVIS processing and all required reports.
9. Prepares and submit an annual report to the CAO summarizing the outcomes of the unit’s annual activities and its plans for the coming year.
10. Assists with the annual budget for the Division of Student Affairs

Enrollment Management:

11. Developing, implementing, and evaluating an annual Enrollment Management & Retention plan for LTC Region 9
12. Plans, develops and coordinates the activities and events necessary for implementation of the Campus Enrollment Management Plan and supervises the student affairs staff.
13. Integrating student organizations (SGA and SkillsUSA) into the recruitment and retention processes
14. Serving as the regional point of contact for Cross Enrollment coordinators and working with campus cross enrollment coordinators to ensure effectiveness of this process
15. Supervising financial aid, student recruitment and orientation, admissions and records, testing, registration, academic and career advising and counseling, student activities and organizations, multi-cultural affairs, and student affairs personnel at the main, branch, and extension campuses/sites
16. Serves on committees, participates in, and supports college-wide programs concerned with advising, student academic success, retention, satisfactory academic progress, orientation, and enrollment management.
17. Working with Tech Prep Coordinators to develop the high school relations program.
18. Determines and notifies students of academic status.
19. Performs and supervises the international student admissions process; reviews applications; determines admission requirements; follows-up on inquiries; keeps abreast on immigration requirements concerning international students; maintains records of students admitted.
20. Performs duties for and supervises the records office at the campus/site level including semester records’ activation, front counter services, transcript services, the processing of class rosters, grade/division/major/program and demographic changes; imaging and housing of records; adds/drops; withdrawals, job placement; verification processing and graduation process.
21. Reviews requests for academic amnesty and residency changes.
22. Serves on the Academic Appeals Committee.
23. Provides enrollment, ACT, graduation, and placement statistics.
Advising, Counseling & ADA Compliance:

24. Serving as regional coordinators for Sexual Harassment, Title VII Civil Rights, Title IX Sex Bias, ADA/Section 504, and Substance Abuse and Domestic Violence
25. Develops and implements programs to counsel and follow-up on at-risk students. 
26. Performs and supervises the advising of students transferring out to ensure students are accurately advised for the institutions in which they intend to enroll.
27. Responsible for advising/registering all incoming students and plans, organizes, and coordinates registration processes.

Student Life:

28. Serving as regional Student Government Advisor
29. Serving as the head of the regional Graduation Committee

General:

30. Promoting and/or delivering the professional development of student affairs personnel
31. Makes presentations at student orientations, new adjunct faculty orientations and special events.

32. Performs other duties and responsibilities as assigned by the Regional Director and/or Campus Dean and/or Chief Academic & Student Affairs Officer
QUALIFICATIONS:  

Required: Master’s Degree required with three (3) years student services experience in a post-secondary environment. Must possess excellent oral and written communication skills. Must have good computer skills. Must be personable with the ability to deal with students.
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Campus Dean

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Regional Director/Appointing Authority

DEPARTMENT:
Administration

LOCATION:
Florida Parishes Branch Campus

JOB SUMMARY:

Responsible for the day-to-day administration and supervision of an individual campus and coordination of instructional and student affairs activities.

RESPONSIBILITIES: 
1. Prepares and submits to the Board of Regents the College’s budgets, according to the Louisiana Community and Technical College System Board of Supervisors procedures and deadlines

2. Develops and manages campus budget and fiscal affairs in coordination with appropriate staff

3. Maintains accounting procedures that comply with State Regulations

4. Implements purchasing procedures in compliance with State Purchasing Law

5. Maintains inventory of all equipment

6. Responsible for facility maintenance and security

7. Establishes and maintains routine inspections for plant, equipment, and grounds

8. Implements preventive maintenance of physical plant and equipment

9. Make regular safety inspections

10. Conducts fire and disaster drills as required by State Fire Marshall

11. Recruits and recommends for employment competent and fully certified instructors, guidance counselors, and assistant directors

12.  Secures competent clerical and maintenance staff

13. Evaluates all employees according to the LCTCS Board of Supervisors Policy on Personnel Evaluation and Civil Services

14. Implements programs for staff development and in-service training

15. Cooperates with other State agencies providing in-service training

16. Recommends termination of employees

17. Administers admissions to school in accordance with LCTCS Board of Supervisors Policy

18. Provides proper guidance to students for program selection and placement within vocational programs

19. Maintains student record system including an up-to-date placement record

20. Provides job placement assistance to students

21. Provides orientation for all new students

22. Conducts annual follow-up on all school leavers

23. Provides student guidance and counseling services

QUALIFICATIONS:  

Required: All applicants must have a minimum of a Master’s Degree in Education, Administration and Supervision, or a related field plus three (3) years experience at senior-level administration and supervision. 

Preferred: Experience in technical education and/or a post-secondary educational institution.
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Care and Development of Young Children 





Instructor/Coordinator

POSITION TYPE: 
Unclassified/Full-Time
REPORTS TO: 
Associate Dean

DEPARTMENT:
Care and Development of Young Children

LOCATION:
Sullivan Main Campus

JOB SUMMARY:

Coordinate and implement the Care and Development of Young Children program. Teaching courses in varying formats, times/locations. Provide assistance and professional development to instructors.  Assure compliance with federal, state and district requirements.  Actively seek national certification for the program.
Responsibilities: 
Instructional/Teaching Performance 
1. Utilize innovative, effective, and equitable teaching techniques 

2. Follow course syllabi and outlines 

3. Maintain time on task 

4. Receive favorable student evaluations of instruction 

5. Maintain teaching load practiced by college 

6. Meet deadlines related to this function 
Program Coordination/Instructional Development 
1. Develop Curriculum Guides, course syllabi and outlines, and other instructional materials 

2. Prepare course offering schedule based on Curriculum Guides 

3. Participate in curriculum meetings 

4. Meet all deadlines related to this function 

Program/Instructional Management 

1. Maintain an active advisory committee with required composition of membership, and hold a minimum of two meetings annually 
2. Maintain appropriate student records, i.e., grades, attendance, placement, completion, and licensure statistics (if applicable), etc. 

3. Meet all deadlines related to this function. 
School or Classroom Management 

1. Practice appropriate safety precautions 

2. Maintain student discipline 

3. Meet all deadlines related to this function 

Student Guidance/Advising Activities 

1. Provide career counseling and academic advising 

2. Follow Curriculum Guides in scheduling to insure timely completion of a program of studies. 

3. Serve special populations 

4. Make appropriate referrals to students with special needs 

5. Maintain appropriate number of students in class and in program 

6. Meet all deadlines related to this function 

College and/or Community Services 

1. Participate in recruitment activities, i.e. career fairs, etc.

2. Maintain program accreditation/certification or program licensure requirements


· Provide service to the college that may include some of the following activities:

· Sponsor student organizations

· Serve on or chair committees

· Conduct or coordinate teaching consultant activities

· Facilitate workshops

· Teaching consultant activities

· Teach continuing education or customized industry courses

· Provide routine equipment maintenance 

· Initiate and write new program proposals

· Serve on NTCC or Campus Committees

· Provide service to the community that may include

· Participate in health fairs

· Participate in charity or community activities

· Participate in community organizations, i.e. Chamber of Commerce, Rotary, Lions Club, Boy Scouts, 4-H Club, etc.

· Meet all deadlines related to this function

Professional Activities, Leadership, and Service

Participate in professional development activities that may include:

· Complete coursework or degrees

· Membership in professional organizations

· Serve on a Board or in an Office of professional association

· Present a paper or facilitate a workshop at a professional conference

· Participate in a Leadership Academy

· Serve on an external institutional or program accreditation team

· Participate in industry visits

· Exemplify Leadership role on NTCC or LCTCS Committees, Faculty Council, etc.

· Meet all deadlines related to this function.
Duties specific Child Care Program:
1. Projects a professional image.
2. Recruits students.
3. Develops enrollment projections and annual budget with administration.
4. Coordinates semester schedules and student registration.
5. Advises students.
6. Demonstrates the ability to prepare and make presentations verbally and in writing at an advanced level.
7. Communicates and is a resource to diverse members of the community using tact and diplomacy.
8. Collaborates with industry partners and/or prospective student employers to facilitate/manage an ongoing review of developmental appropriateness within curriculum materials and best practices in relation to CDYC by use of an advisory committee.
9. Selects books, equipment and other instructional materials appropriate for the program.
10. Selects materials and experiences in the classroom that are culturally appropriate and represent diversity. 
11. Plans sessions with all CDYC staff to ensure well-coordinated and effective delivery of services to meet program objectives.
12. Supervises and provides leadership and support for CDYC instructors.
13. Supervises instructors with annual evaluations required.
14. Arranges for the provision of staff development for CDYC instructors and staff.
15. Prepares reports for programs as necessary.
16. Literate use of a computer and the internet. (Online experience desired)
17. Performs other related duties as assigned by Assistant Dean/Academic and Affairs Officer.
QUALIFICATIONS:  

Required: Early Childhood Education or Elementary Education bachelor’s degree with commitment to complete Masters within three years.  
Preferred: Early Childhood Education or Elementary Education Masters 
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Case Manager/Graduate Coordinator

POSITION TYPE: 
Unclassified/Full-Time
REPORTS TO: 
YouthBuild Program Manager

DEPARTMENT:
YouthBuild Bogalusa

LOCATION:
Sullivan Main Campus (YouthBuild Facility)

JOB SUMMARY:

To manage participant records for the program.  To collect program data and statistics to assist Program Director with grant reporting.  To build an employer network in the community, in order to assist qualified trainees in securing employment.  To provide post-program placement and follow up on all participants of the YouthBuild Bogalusa Program

Responsibilities: 
1. With other members of the YouthBuild Bogalusa Team, interview applicants for inclusion in the YouthBuild Bogalusa program.
2. Maintain trainee records according to LTC and grant requirements.
3. Implement and maintain the YouthBuild USA WEBSTA database. 
4. Collect data appropriate to assessing participation outcomes and based upon this data develop program impact reports. 
5. Serve as a student mentor.
6. Meet with trainees at regular intervals to assess their job and career goals, or immediate work needs.
7. Connect qualified trainees with viable job or other placement opportunities as per program policy.
8. Instruct trainees in presenting a positive image by providing help with resume writing, personal appearance, and interview techniques.  Conduct follow-up assessments
9. Market the program to potential employers, determining their requirements, and soliciting consideration for YouthBuild trainees for job vacancies.
10. Participate in weekly staff meetings and Youth Leadership meetings as required.
11. Provide Program Director with weekly progress reports on YouthBuild trainees.
12. With the Counselor, advocate with human services, health, court, and criminal justice systems to resolve issues facing young people.

13. Implement and maintain tracking plans for each participant based on the grant(s) they were served by, following the trainee’s exit from the program.
14. Develop and implement an alumni organization with an initial goal of an annual alumni event. 
15. Coordinate graduation/and other celebratory ceremonies.
16. Other assignments as directed by the YouthBuild Bogalusa Program Director.

Performance Outcome Responsibilities:

As a vital member of the YouthBuild Bogalusa team you are responsible for the achievement of the performances standards outlined below, please note that majority 

of your performance evaluation will be based on these outcomes.

	Performance Standard
	Excellent
	Very Good
	Satisfactory

	Student

Monthly attendance
	93%

24 students
	85%

22 students
	80%

20 students

	Student

Retention
	82%

21 students
	71%

18 students
	63%

16 students

	Placement of completers
	90%


	86%


	79%



	Placement of enrollees
	N/A
	N/A
	50%

12 students

	 Wage of completers

 (% above minimum wage)
	51%


	25%


	15%




QUALIFICATIONS:  

Required: As a minimum an associate’s degree or two years of experience in counseling, crisis intervention, or career training with young adults. Strong commitment to helping young people succeed in an innovative training program to reorient their lives and nurture their leadership skills. Excellent organizational skills. Strong computer skills and knowledge of database systems. Knowledge of job and other placement opportunities. Ability to establish rapport and relate sensitively to a multiracial and multicultural group of young people. Understanding of issues facing young people who are high school drop- outs and their socioeconomic challenges. Knowledge of human service, health, court, and criminal justice systems’ programs, regulations and procedures. Knowledge of local issues impacting participants. Experience in providing employability skills. Excellent public speaking, listening, and communication skills. Ability to work with a team

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Chief Business Officer

POSITION TYPE: 
Unclassified/Full-Time
REPORTS TO: 
Regional Director/Appointing Authority

DEPARTMENT:
Administration

LOCATION:
Sullivan Main Campus
JOB SUMMARY:

This position is responsible for College-wide functions and operations of human resources; safety; facilities management; budgeting; purchasing; fiscal affairs; audits; construction; risk management; and Information Technology.

Responsibilities: 

1. Represents the College at appropriate functions, meetings and committees as directed
2. Provides leadership by planning, implementing and supervising all aspects of the administrative affairs of the College
3. Provides support to campuses to ensure accurate and timely financial reporting, quality compliance with GAAP, and tight internal controls (both preventative and detective)
4. Communicate effectively orally and in writing; communicate and interpret for faculty and staff and college policies and procedures in finance, human resources, purchasing, audits, IT, and facility related matters. Knowledge of all LCTCS and LTC policies and procedures in order to respond appropriately to operational issues
5. Monitor the College’s financial performance and determine fiscal requirements; coordinate operational and financial reporting; monitor all budgets within the College; review and approve budget actions; investigate variances and recommend solutions
6. Direct and coordinator budget preparation/administration, and forecast/variance reporting for the College; distribute budget information to appropriate staff and make budget presentations to Campus Deans, Regional Director, and others as needed
7. Communicates regularly with all areas of the College to ensure compliance in all areas of responsibility to federal, state, system, college and College law, policy and procedure
8. Responsible for the integrity and accuracy of the College and individual campus accounting, student financial, human resource system, including ultimate responsibility for internal and external financial statements and reports, ledgers, position management and control, property, employee benefits and payroll

9. Provides overall management of personnel within the College; coordinates human resources activities and LCTCS and LTC policies and procedures on each campus, including approval of college positions to be filled
10. Provides oversight, coordinates, develops, and analyzes all contracts, business proposals, special projects and grant applications; review financial implications and advises Regional Director of findings.
11. Communicates directly with the Office of Contractual Review as it relates to all College contracts.
12. Evaluate and approve capital expenditures before submission to the Regional Director; evaluate and maintain capital acquisition plans
13. Oversee and manage all capital improvements projects (construction, renovations, acquisition of property, furnishings and equipment) and the purchasing of goods and services needed to support the operations of the College.
14.  Provides overall management of facilities management and safety programs for the College
15. Facilitates training and development of all staff through active support measures
16. Provides leadership in developing and supporting quality training and initiatives, and performance results within the College
17. Evaluates and monitors areas under charge for production quality, cost effectiveness in resources allocation, and efficiency in operations; recommends and develops strategies for general cost control and reduction
18. Controls unbudgeted and budgeted funds and provides regular status reports to the Regional Director
19. Evaluates performance of College level administrative services personnel
20. Provides administrative leadership in the selection, installation, implementation and maintenance of suitable accounting and administrative systems to properly carry out the business and administrative functions of the College.
21. Supervises and develops the operations and staff of the Information Technology Department.
22. Coordinates the interaction with Internal Auditors, Legislative Auditors, Federal Auditors and all other auditors that perform audits at the College.
23. Serve as audit liaison for the College and appropriate committees & boards.
24. Performs other duties and responsibilities as assigned by the Regional Director

QUALIFICATIONS:  

Required: Bachelor’s degree in Accounting or related field from an accredited institution; five years senior-level administrative and financial management experience in higher education, government or business

Preferred: Certified Public Accountant and/or Master’s Degree in Business Administration or other appropriate field

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Chief Information Technology Officer

POSITION TYPE: 
Unclassified/Full-Time
REPORTS TO: 
Chief Business Officer

DEPARTMENT:
Administration

LOCATION:
Sullivan Main Campus
JOB SUMMARY:

This position is responsible for development, implementation and supervision of all IT functions within Northshore Technical Community College (NTCC).   

The Chief IT Officer plans, coordinates, directs designs and provides direct support for IT-related activities of the organization, and provides administrative direction and support for daily operational activities of the IT Department.

The Chief IT Officer works closely with decision makers in other departments and LCTCS Information Systems to identify, recommend, develop, implement, and support cost-effective technology solutions for all campus-controlled aspects of the organization.  This person also defines and implements local IT policies in collaboration with LCTCS policies, directives and best practices related to campus IT activities.

Responsibilities: 

1. Lead IT Department operational and tactical planning, including fostering innovation, planning projects, and organizing and negotiating the allocation of resources.

2. Manage and when necessary participate in the deployment, monitoring, maintenance, development, upgrade, and support of all IT systems, including servers, PCs, operating systems, hardware, software, and peripherals.

3. Manage and when necessary directly support security administration functions for the college and campuses.  Ensures appropriate information systems are in place to protect the integrity of records and reports.

4. Develop, manage, and maintain a structure utilizing management techniques, human resources, and technology tools for support of one or more remote campuses.

5. Support LCTCS Information System policies, directives, and guidelines.

6. Provide on-site, directed support from LCTCS Information Systems for systems, and infrastructure controlled by LCTCS.

7. Benchmark, analyze, report on, and make recommendations for the improvement and growth of the IT infrastructure and IT systems in collaboration with LCTCS Information Systems.

8. Oversee and when necessary directly provide end-user services, including help desk and technical support services.

9. Monitor status of all IT systems for the college.

10. Work with stakeholders to define business and systems requirements for new technology implementations.

11. Direct and conduct research on potential technology solutions in support of procurement efforts.

12. Keep current with the latest technologies with especially in regard to desktop support, local area networks, local security administration, office productivity applications, campus server support, virus and intrusion detection.

13. Manage financial aspects of the IT Department, including purchasing, budgeting, and budget review.

14. Develop business case justifications and cost/benefit analyses for IT spending and initiatives.

15. Approve and oversee projects and project portfolio.

16. Develop and implement all IT policies and procedures, including those for architecture, security, disaster recovery, standards, purchasing, and service provision.  Such policies should conform to LCTCS Information Systems standards.

17. Develop and supervise internal audit processes as they relate to IT.

18. Develop requests for proposals.

19. Negotiate and administer vendor, outsourcer, and consultant contracts and service agreements with appropriate LCTCS Information Systems oversight.

20. Practice asset management for IT hardware, software, and equipment.

21. Manage IT staffing, including recruitment, supervision, scheduling, development, evaluation, and disciplinary actions.

22. Establish and maintain regular written and in-person communications with the organization’s executives, department heads, and end users regarding pertinent IT activities.  Keep Chief Business Officer apprised of the current status of IT affairs at all campuses within the college.

23. Adhere to directives and policies established by the LCTCS and the College.

24. Performs other duties as assigned by the Chief Business Officer.

QUALIFICATIONS:  

Required: Bachelor’s degree from an accredited university in the field of Computer Science, Computer Information Systems, Information Systems Decision Science or a related field, and five years related work experience; or Associate’s Degree with ten (10) years related work experience.
Preferred: Master of Business Administration with technology as a core component preferred.

Additional Requirements:

Strong technical knowledge of network and PC operating systems.

Strong technical knowledge of current network hardware, protocols, and standards.

Desired application support experience with MS-Word Applications, COMPASS, Blackboard, ACT, Intranet support, Share point, CISCO VPN, Interactive Mathematics.

Proven experience in IT local infrastructure planning and development.

Excellent understanding of the organization’s goals and objectives.

Knowledge of applicable data privacy practices and laws.

Strong understanding of human resource management principles, practices, and procedures.

Strong understanding of project management principles.

Strong leadership skills.

Excellent written and oral communication skills.

Excellent interpersonal skills.

Ability to conduct and direct research into IT issues and products as required.

Ability to present ideas in business-friendly and user-friendly language.

Highly self-motivated and directed.

Keen attention to detail.

Proven analytical, evaluative, and problem-solving abilities.

Ability to effectively prioritize and execute tasks in a high-pressure environment.

Exceptional customer service orientation.

Extensive experience working in a team-oriented, collaborative environment.

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Chief Workforce Development Officer

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Regional Director/Appointing Authority

DEPARTMENT:
Administration

LOCATION:
Hammond Area Branch Campus

JOB SUMMARY:

This position is responsible for developing workforce training programs to meet the needs of business and industry. Responsible for the supervision and management of the Division of Workforce Development to include formulation of planning documents, and supervision and evaluation of professional staff. Responsible for coordination of all activities associated with workforce training and economic development.

RESPONSIBILITIES: 
1. Serve as LTC Region 9 active member and representative on the LCTCS Workforce Development Council under the direction of the Sr. VP of Workforce Development for LCTCS.
2. Develop external partnerships with community, business, and industry groups
3. Provide leadership in workforce development training programs in a complex, multi-campus environment within the District
4. Develop grants and contracts that fund technical and workforce education and training programs
5. Represent the region in community and economic development ventures in the region
6. Collaborate with organizations and councils to design and implement regionally-focused strategic workforce initiatives
7. Work with the local Department of Labor, WIA, Chambers, etc. on workforce and economic initiatives in the District
8. Develop and maintain relationships and collaboration with local and state organizations and agencies
9. Provide leadership and commitment to training regional administrators and instructional leaders on the development and implementation of workforce initiatives

10. Perform other duties as assigned by the Regional Director/Campus Dean

QUALIFICATIONS:  

Required: Bachelor’s Degree and three (3) years of experience in workforce development and training, customized training programs, rapid response team or quick start or program and/or contract training.  Knowledge of writing business plans and grants proposals. Must possess strong leadership, organizational and communication skills.

Preferred: Master’s Degree preferred.

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Computer Network Instructor/E-Learning Coordinator

POSITION TYPE: 
Unclassified/Full-Time
REPORTS TO: 
Assistant Dean/Chief Academic and Student Affairs Officer

DEPARTMENT:
Computer Network

LOCATION:
Hammond Area Branch Campus

Responsibilities: 
Instructional/Teaching Performance 
1. Utilize innovative, effective, and equitable teaching techniques 

2. Follow course syllabi and outlines 

3. Maintain time on task 

4. Receive favorable student evaluations of instruction 

5. Maintain teaching load practiced by college 

6. Meet deadlines related to this function 
Program Coordination/Instructional Development 
1. Develop Curriculum Guides, course syllabi and outlines, and other instructional materials 

2. Prepare course offering schedule based on Curriculum Guides 

3. Participate in curriculum meetings 

4. Meet all deadlines related to this function 

Program/Instructional Management 

1. Maintain an active advisory committee with required composition of membership, and hold a minimum of two meetings annually 
2. Maintain appropriate student records, i.e., grades, attendance, placement, completion, and licensure statistics (if applicable), etc. 

3. Meet all deadlines related to this function. 
School or Classroom Management 

1. Practice appropriate safety precautions 

2. Maintain student discipline 

3. Meet all deadlines related to this function 

Student Guidance/Advising Activities 

1. Provide career counseling and academic advising 

2. Follow Curriculum Guides in scheduling to insure timely completion of a program of studies. 

3. Serve special populations 

4. Make appropriate referrals to students with special needs 

5. Maintain appropriate number of students in class and in program 

6. Meet all deadlines related to this function 

College and/or Community Services 

1. Participate in recruitment activities, i.e. career fairs, etc.

2. Maintain program accreditation/certification or program licensure requirements


Duties specific Information Technology Department:
1. E-Learning Coordinator for Northshore Technical Community College
2. Attend meetings concerning e-learning

3. Provide training for Instructors & Students on LMS (Moodle or any future system)

4. Create Courses, Instructors, & Students account for New Moodle system

5. Help Instructors & Students during evening hours with issues regarding Moodle

6. Ask to be on the Helpdesk Team for LCTCS online for Fall 2010 semester

7. Provide training to instructors and students for dual-enrollment classroom and online based
IT for the Hammond Campus 

8. Repair hardware, software, & network issues at the campus

9. Install smart boards & projectors inside classrooms

10. Wired telephone and network in office space due to personnel moving to another classroom or office

11. Install electronic document scanners to email system

12. Install lcd TVs & wireless internet on the campus

13. Help co-worker with hardware & software issue related to their field of studies

14. Backup data on server & net drives

15. Maintain iPrism updates

16. Help with hardware and software related P.O.

17. Install and update new ID software and badges for student registration

18. Provide training for faculty concerning new technology issues

19. Maintain the Led sign on front of the campus

20. Stay updated to maintain an Microsoft Academy for the campus

21. Stay updated to maintain an Cisco Network Academy for the campus

22. Maintain the VUE and Prometric Testing Center for the campus (which provides business certified testing for the students and instructors in the Northshore area.

 

QUALIFICATIONS:  

Required: High School Diploma or GED and an Associate Degree from a nationally or regionally accredited college or university in the teaching discipline with four years or the equivalent of full-time work experience in the field. 

Preferred: Bachelor’s degree 
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

YouthBuild Counselor

POSITION TYPE: 
Unclassified/Full-Time
REPORTS TO: 
YouthBuild Program Manager

DEPARTMENT:
YouthBuild Bogalusa

LOCATION:
Sullivan Main Campus (YouthBuild Facility)

JOB SUMMARY:

Provide ongoing counseling support, advocacy, and guidance to program trainees in order to help them deal with their personal, legal, and social service needs, especially those that interfere with their ability to meet the program requirements and their personal goals. Provide life-skills training and work closely with the entire staff to build the youths’ leadership skills.

Responsibilities: 
1. With other members of the YouthBuild Bogalusa team, interview program applicants for inclusion in the YouthBuild Bogalusa program.
2. Assess personal needs of YouthBuild participants and help find resources to meet their needs.
3. Provide individual and group counseling to YouthBuild participants.
4. Facilitate weekly community sessions.
5. Advocate with human service, health, court, and criminal justice systems to resolve issues facing young people.
6. Schedule parent meetings, as appropriate, to assess needs and support young people. 
7. Participate in weekly staff meetings and Youth Leadership meetings as required.
8. Provide Program Director with weekly progress reports on YouthBuild participants.
9. Coordinate training designed to improve life and leadership skills.
10. Meet regularly with staff to develop and maintain a consistent approach to supporting and expanding the personal growth and leadership skill of young people.
11. Identify and expose youth to cultural, political, and social events or activities that may take place after work hours, and organize youth participation.
12. Keep service records of contacts with youth.
13. Provide Life Skills training and evaluation for YouthBuild participants.

14. Take responsibility for particular leadership development activities as defined by the Program Director.
15. Collaborate with Developmental Educational Instructor to plan educational outings that strengthen both leadership and academic abilities.
16. Undertakes recruitment and public outreach in order to attract potential program participants.
17. Assist in the coordination and implementation of graduation/and other celebratory ceremonies.
18. Other assignments as directed by the YouthBuild Bogalusa Program Director.

Performance Outcome Responsibilities:
As a vital member of the YouthBuild Bogalusa team you are responsible for the achievement of the performances standards outlined below, please note that majority

of your performance evaluation will be based on these outcomes.

	Performance Standard
	Excellent
	Very Good
	Satisfactory

	Student

Monthly attendance
	93%

24 students
	85%

22 students
	80%

20 students

	Student

Retention
	82%

21 students
	71%

18 students
	63%

16 students

	Student

Leadership Development and Voter Registration
	N/A
	N/A
	95% of those eligible

24 students


QUALIFICATIONS:  

Required: At least four years’ counseling, job development, or crisis intervention experience with young adults. Bachelor’s degree in counseling, psychology, or related field, or equivalent experience and training. Strong commitment to helping young people succeed in an innovative training program to reorient their lives, nurture their leadership skills, and enable them to make a difference in their community. Ability to establish rapport and relate sensitively to a multiracial and multicultural group of young people. Knowledge of human service, health, court, and criminal justice systems’ programs, regulations, and procedures, and alternative programs. Excellent interpersonal and problem-solving skills; ability to relate to a wide range of issues, people, and institutions. Understanding of the issues facing young people in the community where the program is located. Excellent public speaking, listening, and written communication skills. Sense of humor and nonjudgmental attitude. Willingness to teach young people about service systems and decision-making processes. Willingness to learn from young people. Ability to work as part of a team. Knowledge of American history and the history of the racial and ethnic groups participating in YouthBuild, along with an ability to apply that knowledge in work with young people.

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Criminal Justice Instructor/Coordinator

POSITION TYPE: 
Unclassified/Full-Time
REPORTS TO: 
Campus Dean

DEPARTMENT:
Criminal Justice

LOCATION:
Florida Parishes Branch Campus

Responsibilities: 
Instructional/Teaching Performance 
1. Utilize innovative, effective, and equitable teaching techniques 

2. Follow course syllabi and outlines 

3. Maintain time on task 

4. Receive favorable student evaluations of instruction 

5. Maintain teaching load practiced by college 

6. Meet deadlines related to this function 
Program Coordination/Instructional Development 
1. Develop Curriculum Guides, course syllabi and outlines, and other instructional materials 

2. Prepare course offering schedule based on Curriculum Guides 

3. Participate in curriculum meetings 

4. Meet all deadlines related to this function 
Program/Instructional Management 

1. Maintain an active advisory committee with required composition of membership, and hold a minimum of two meetings annually 
2. Maintain appropriate student records, i.e., grades, attendance, placement, completion, and licensure statistics (if applicable), etc. 

3. Meet all deadlines related to this function. 
School or Classroom Management 

1. Practice appropriate safety precautions 

2. Maintain student discipline 

3. Meet all deadlines related to this function 

Student Guidance/Advising Activities 

1. Provide career counseling and academic advising 

2. Follow Curriculum Guides in scheduling to insure timely completion of a program of studies. 

3. Serve special populations 

4. Make appropriate referrals to students with special needs 

5. Maintain appropriate number of students in class and in program 

6. Meet all deadlines related to this function 

College and/or Community Services 

1. Participate in recruitment activities, i.e. career fairs, etc.

2. Maintain program accreditation/certification or program licensure requirements


· Provide service to the college that may include some of the following activities:

· Sponsor student organizations

· Serve on or chair committees

· Conduct or coordinate teaching consultant activities

· Facilitate workshops

· Teaching consultant activities

· Teach continuing education or customized industry courses

· Provide routine equipment maintenance 

· Initiate and write new program proposals

· Serve on NTCC or Campus Committees

· Provide service to the community that may include

· Participate in health fairs

· Participate in charity or community activities

· Participate in community organizations, i.e. Chamber of Commerce, Rotary, Lions Club, Boy Scouts, 4-H Club, etc.

· Meet all deadlines related to this function

Professional Activities, Leadership, and Service

Participate in professional development activities that may include:

· Complete coursework or degrees

· Membership in professional organizations

· Serve on a Board or in an Office of professional association

· Present a paper or facilitate a workshop at a professional conference

· Participate in a Leadership Academy

· Serve on an external institutional or program accreditation team

· Participate in industry visits

· Exemplify Leadership role on NTCC or LCTCS Committees, Faculty Council, etc.

· Meet all deadlines related to this function.
Duties specific Criminal Justice Program:
1. Coordinates the scheduling of all Criminal Justice classes (on site and off site) with all Criminal Justice faculty

2. Coordinates work force development including placement and follow-up

3. Provides academic advising for Criminal Justice students

4. Coordinates recruitment of prospective students

5. Conducts Criminal Justice Advisory Council Meetings twice a year

6. Any other assignments requested by the Campus Dean (Administrator)

QUALIFICATIONS:  

Required: Bachelor’s degree in Criminal Justice from a nationally or regionally accredited college or university with four years or the equivalent of full-time work experience in the field. 
Preferred: Master’s degree 
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Custodian 1

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Maintenance Repairer Master

DEPARTMENT:
Maintenance

LOCATION:
Hammond Area Branch Campus
RESPONSIBILITIES: 
1. Cleans bathrooms, offices, hallways and any other assigned areas by sweeping, mopping, scrubbing, and polishing. 

2. Empties and decontaminates trash containers.

3. Move, rearrange, and dust furniture and fixtures.

4. Mixes or blends routine cleaning solutions to proper concentrations as necessary for various tasks.

5. Cleans and waxes floors using industrial-size mops and/or machines. Strip and polish floors using buffing machines. 

6. Washes blinds, windows, and walls with prescribed solutions.

7. Operates wet/dry vacuum for cleaning and shampooing carpeted areas.

8. Performs any custodial-related duties necessary to maintain cleanliness and sanitary conditions.

9. Sweeps sidewalks, porches, and tiled surfaces. Cut grass, trim shrubs, water plants and perform related duties on the grounds.

10. Performs many varied custodial tasks in the upkeep of buildings and grounds. 

11. Maintains equipment; report needs for painting and minor building repair to supervisor. 

12. Removes dead tree timber and other debris from campus grounds.

13. Plants flowers and shrubs.

14. Other duties as assigned by Maintenance Repairer Master or Campus Dean.
QUALIFICATIONS:  


MINIMUM QUALIFICATIONS: 
Physical ability to perform manual work.

NOTE: 
May be required to demonstrate ability to perform manual work.

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Developmental Education Instructor

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
YouthBuild Program Manager

DEPARTMENT:
YouthBuild Bogalusa

LOCATION:
Sullivan Main Campus (YouthBuild Facility)

JOB SUMMARY:

To teach basic skills (reading, writing, mathematics) and GED preparation, modifying the curriculum and materials as required; addressing individual and program needs.  To coordinate, develop or adapt a career-oriented curriculum in cooperation with the YouthBuild Bogalusa team.

RESPONSIBILITIES: 
1. With other members of the YouthBuild Bogalusa team, interview program applicants for inclusion in the YouthBuild Bogalusa program.
2. Conduct evaluation of participant aptitudes, abilities, interests and achievements to develop individualized student educational plans.
3. Teach basic skills to students at various academic levels integrating information from these areas:  construction work, the racial and cultural heritages of trainees, and community history or issues 
4. Adapt curriculum and develop additional materials according to the needs of the program and trainees
5. Develop learning contracts/individualized lesson plans for each trainee, and assess trainee academic progress by reviewing and updating plans regularly.
6. Modify curriculum and materials in conjunction with construction and counseling staff
7. Integrate group instruction, self-paced classroom instruction, and computerized instruction
8. Coordinate with outside entities to reinforce subject matter
9. Participate in special projects
10. Serve as student mentor
11. Implement attendance policies and procedures consistently
12. Work as a member of the total staff team integrating basic skills with construction site activities
13. Collaborate with the counselor to deliver and otherwise coordinate training designed to improve life and leadership skills
14. Collaborate with Developmental Educational Instructor to plan educational outings that strengthen both leadership and academic abilities.
15. Participate in weekly staff meetings and Youth Leadership meetings as required
16. Provide Program Director with weekly progress reports on YouthBuild trainees
17. Provide liaison between YouthBuild Program and Technical College on matters 
pertaining to basic education and GED activities associated with the YouthBuild Program
18. Provide student appraisal and test interpretation
19. Collect and evaluate data on participants to evaluate student progress and program accomplishments
20. Assist in the coordination and implementation of graduation/and other celebratory ceremonies
21. Other assignments as directed by the YouthBuild Bogalusa Director

Performance Outcome Responsibilities:

As a vital member of the YouthBuild Bogalusa team you are responsible for the achievement of the performances standards outlined below, please note that a majority 

of your performance evaluation will be based on these outcomes.

	Performance Standard
	Excellent
	Very Good
	Satisfactory

	Student
Monthly attendance
	93%
24 students
	85%
22 students
	80%
20 students

	Student
Retention
	82%
21 students
	71%
18 students
	63%
16 students

	Two Level Grade Increase
	N/A
	N/A
	80%
20 students

	GED attainment
	76%
19 students
	61%
16 students
	46%
12 students


QUALIFICATIONS:  
Required: A minimum of a Bachelor’s degree in education or related field and two years experience.  A teaching certificate and experience in adult basic education are pluses. Experience in creative curriculum planning and development. Knowledge of computerized and non-computerized educational materials designed to develop basic skills and to prepare students to take the GED tests. Ability to use multiple media in teaching basic skills and GED preparation. Respect for the ideas and intelligence of young adults. Understanding of issues facing young people who are high school drop- outs and their socioeconomic challenges. Ability to establish rapport and relate sensitively to a multiracial and multicultural group of young people. Excellent oral and written communication skills. Demonstrated ability to work as a team member .Strong commitment to helping young people succeed in an innovative training program to reorient their lives and nurture their leadership skills. Excellent organizational skills. Strong computer skills and knowledge of database systems. Ability to work with a team.
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Director of Human Resources

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Chief Business Officer

DEPARTMENT: 
Human Resources

LOCATION:
Sullivan Main Campus
JOB SUMMARY:

The role of the Director is to develop, coordinate, and implement all aspects of Human Resources and Payroll functions for Northshore Technical Community College and to report to the Chief Business Officer to promote institutional effectiveness. The incumbent of this position performs diversified and technical tasks at a professional level in the maintenance of human resource management functions for the College. The incumbent is responsible, but not limited to the duties in the following areas:

RESPONSIBILITIES: 
1. The incumbent is responsible for the day-to-day and long-range operations of human resources.
2. Reviews and evaluates pending legislation, legal mandates, regulations and guidelines which may affect the College’s programs and systems which includes EEOC, staff diversity, equal opportunity and anti-discrimination; responsible for analysis, interpretations and compliance with federal and state laws and regulations relating to human resources (e.g. Americans with Disabilities Act, EEOC, Fair Labor Standards, Drug Free Workplace, Workers’ Compensation).
3. Investigates complaints of discrimination under College, federal and state procedures and prepares responses, including coordination with attorneys who may represent the College; provides leadership in representing the College in employee disciplinary actions, grievance resolution, hearings and representation before various agencies.

a) Advises Campus Deans on employee disciplinary issues. Encourages progressive discipline when appropriate, ensuring that actions adhere to all relevant rules and policies.

b) Strictly follows establishes procedures related to confidentiality of data.

c) Discusses potential grievance-related concerns with employees in order to identify options or resolve issues.

d) Correctly advises employees on grievance procedures.
4. Supervise and evaluate the performance of assigned staff; interview and select employees and recommend reassignment, termination, and disciplinary actions; plan, coordinate and arrange for appropriate training of subordinates.
5. Interpret monitor and assure compliance with various federal and state laws, rules and regulations related to Human Resources functions; develop policies and procedures related to compliance.
6. Develops, implements and maintains appropriate employee recruitment, screening, selection and evaluation processes, including the adherence to minimum qualification standards, recruiting a sufficiently diverse pool of applicants for all College vacancies and organizing screening and selection committees pursuant to College policies and procedures.

a) Ensures position classification, recruitment, and employee selections are accomplished within acceptable time frames and in accordance within acceptable time frames and in accordance with established guidelines and policies. Consults with Campus Deans and supervisors to initiate recruitment activities.

b) Analyzes staffing issues and consults with Campus Deans to develop strategies that meet organizational needs. 
7. Work with State of Louisiana Civil Service contacts to direct the classified job classification process; advise on and monitor salary placements; assist with position development and position planning including appropriate job descriptions.
8. Work with Office of Group Benefits to administer the employee health and welfare program; assure compliance with appropriate laws and policies; comply with requests needed to administer the COBRA health benefits continuation program.

a) Provides and disseminates benefits information.  Counsels, informs, and advises employees in benefit selection.

b) Conducts and/or supervises the annual “open enrollment” process within the directed time frames.

c) Ensures benefits programs are effectively communicated to employees and administered according to established guidelines.

d) Ensures that all necessary paperwork is completed in an accurate and timely manner.

e) Ensures payment of OGB retiree invoices, monitoring/exception reports, and prior year correction completion.

f) Keeps Chief Business Officer abreast of discrepancies and related problems.
9. Work with State of Louisiana retirement systems to administer retirement benefits.

a) Ensures timely entry of new hires in appropriate retirement system e-enrollment systems.

b) Ensures accurate completion of prior year corrections, exception reports, questionable years, and leave certification.

c) Responds to all employment and compensation information requests from retirement systems.

d) Assist/counsel employees on retirement or refund procedures.
10. Work directly with Louisiana Workforce Commission on requests for unemployment information.  Represent college during unemployment hearings. Ensure timely payment of unemployment invoices.

11. Coordinate with college diversity committee to administer the diversity plan, and apply related guidelines and legislation in hiring decisions.
12. Direct the preparation and maintenance of a variety of narrative and statistical reports, records and files related to assigned activities and personnel (e.g. BOR reports, CUPA compensation analysis, Civil Service PPR reports, etc as required).
13. Provides or ensures the provision of appropriate training for managers and supervisors.
14. Oversees the maintenance of employees’ personnel files and other confidential files.
15. Directs staff in the processing of personnel/payroll transactions.  Assists staff with problems encountered and observes for accuracy and completeness of appropriate documentation/forms.

a) Oversees the timely entry of data into the appropriate system, including information pertaining to employee separations, appointments, leave transfers, benefits, payroll, etc.

b) Oversees the proper administration of personnel payroll functions including salary changes, contract adjustments, compensation assessments, etc.

c) Oversees administration of the leave program, including proper distribution, receipt and review of leave reconciliation for accuracy and completeness.

d) Directs staff in accurate interpreting applicable policies and procedures for employees and/or supervisors.
16. Ensures accuracy of all forms related to processing of personnel/payroll transactions.  Obtain Appointing Authority approval on appropriate forms needed for personnel actions.
17. Conduct/oversee New Hire Orientation.  Provides induction documents to new employees, providing guidance and a general overview of each document; follows up to ensure new employee timely completes all required forms.  Obtains and verifies necessary identification documents and certifies U.S. Department of Justice Employment Eligibility Verification (I-9) Form.
18. Conduct audits of campus timesheets and leave records in compliance with College policies and procedures.
19. Administers the College’s midpoint reviews and performance management process.

a) Properly distributes appropriate mid-point reviews and performance management forms/tools to supervisors in a timely manner.

b) Properly and tactfully advises managers on compliance with applicable policies and procedures and deadlines.

c) Reviews performance management forms for appropriate signatures and thoroughly checks forms for completeness and accuracy.

d) Calculates proposed salary adjustments for accuracy and appropriateness.

e) Ensures performance management information is entered into appropriate HR Information System accurately and timely.
20. Leads and manages multiple institutional initiatives and performs special studies and other administrative tasks as necessary and assigned.
21. Perform other work related duties as assigned.

QUALIFICATIONS:  


Required: Baccalaureate degree in Human Resources, Management, Business, Organization Development, or related; and a minimum of four years full time human resources work experience is required. Must demonstrate completion of at least one SHRM (Society of Human Resources Management) certificate program such as Essentials of HR Management Certificate or HR Generalist Certificate or current PHR (Professional in Human Resources) certification from the HR Certification Institute or other human resource certificates.  Preferred PHR (Professional in Human Resources) or SPHR (Senior Professional in Human Resources) certification.   Proficiency in Microsoft applications – Word and Excel – required.  Knowledge of automated timekeeping and payroll/human resources software required.  SAP (ISIS/HR) and PeopleSoft experience desired.
.

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Director of Institutional Research

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Regional Director/Appointing Authority

DEPARTMENT:
Administration

LOCATION:
Sullivan Main Campus
JOB SUMMARY:

The role of the Director of Institutional Research is to develop, submit, and oversee regional research reports on behalf of the campuses within the region for both internal management and external agencies. The information provided must be consistent with the role, scope, and mission of the System. In this role, the coordinator reports to the Campus Dean and Northshore Technical Community College Director. The position is responsible for developing, submitting, and overseeing regional research reports on behalf of the campuses within their region for both internal management and external agencies. The information provided must be consistent with the role, scope, and mission of Northshore Technical Community College. This position also coordinates all facets of the operations of the Registrar within the Academic and Student Affairs functions including student registration and records, class schedules, instructional space assignments, graduation clearance, and other related matters.

RESPONSIBILITIES: 
1. Prepare periodic reports for management decision-making.

2. Perform institutional cost studies and work with regional staff in campus budget allocations.

3. Maintain knowledge of the databases for the campuses to facilitate the collection, maintenance, and retrieval of the data.

4. Assist campuses in preparing and reviewing of IPEDS data submissions.

5. Assists with the coordination and review of COE submissions for the campuses within their region.

6. Maintain a regional inventory of data submissions to and from the LCTCS IR Office.

7. Work with the LCTCS IR Office in the development of assessment reports for the purposes of self-study and program accreditation.

8. Train campus personnel on use of the student database, SCEAS, and provide on-going training as necessary within the district.

9. Notification to campus SCEAS operators of when reports are due and follow through to ensure that each campus in the region submitted the databases/information as required.

10. Check databases submitted by campuses to ensure work is taking place in the correct database.

11. Hold regional SCEAS operator meetings as necessary to disseminate information, answer questions, and share best practice information.

12. Attend system IR meetings as required.

13. Directs the daily operations of the Registrar’s functions and serves as an internal consultant and implements faculty academic policies.

14. Recommends and participates in the development and implementation of college policies and procedures regarding student registration, records, class schedules, instructional space scheduling, residency requirements, and graduation requirements.

15. Maintains and upgrades the College’s academic information infrastructures including academic records archives, databases and information systems.

16. Develops and publishes major College information documents including, but not limited to, college Catalogues’ and class schedules.

17. Recommends and participates in the development of College policies and procedures.

18. Upgrades professional knowledge, evaluates new technologies, and recommends implementation as appropriate.

QUALIFICATIONS:  

Required: Baccalaureate or higher-level degree from an accredited university, minimum of three (3) years of experience with the analysis of data and databases, minimum of two (2) years experience in a supervisor/leadership position, strong analytical, quantitative, written, and oral communication skills, demonstrated proficiency in word processing, spreadsheet, database, and statistical analysis applications, experience in managing multiple projects, problem solving, and working with diverse groups, ability to work independently in the development of written reports to include conclusions and recommendations based on factual and objective analysis.

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Executive Director

POSITION TYPE: 
Unclassified/Part-Time
REPORTS TO: 
Regional Director/Appointing Authority

DEPARTMENT:
YouthBuild Bogalusa

LOCATION:
Sullivan Campus
Responsibilities: 
1. To serve as liaison between college and industry to identify employment trends, job opportunities, and employer needs in the work force.
2. To compile reports of surveys and interviews which summarize findings on job needs, job trends, and job skills.
3. To assist the director in obtaining resources to develop training programs to meet changing workplace demands.
4. To promote and market the concepts of non-traditional employment.
5. To maintain liaison with parish schools and outside agencies to promote non-traditional and educational opportunities for special populations.
6. Perform any other duties assigned by the Director and/or Program Manager.
7. Serves as Executive Director, YouthBuild Bogalusa, with overall responsibility for managing the YouthBuild Bogalusa program.

8. Writes grants and secures supports for the YouthBuild Bogalusa Program through federal, state and community partners.

9. Assists program partners with securing funding necessary to provide critical aspects of the YouthBuild education and development program.

10. Interfaces with national and state YouthBuild Officials and the U.S. Department of Labor on implementing new YouthBuild initiatives.

11. Conducts special projects supporting the YouthBuild Bogalusa program.

12. Works with finance office officials in the management of YouthBuild budgets and expenditures.

13. Serves as Northshore Technical Community College Regional Director for Carl D. Perkins Basic Grant programming;  coordinating the programming of the Main Campus (Sullivan), two branch campuses (Hammond Area and Florida Parishes), and an Instructional Center at the Rayburn Correctional Center.

14. Develops annual Carl D. Perkins Local Area Plan with campus directors, program directors, employers, secondary representatives, et.al.

15. Annually presents and defends Annual Local Area Plan before the Louisiana Community and Technical College System.

16. With the finance office, monitors expenditures to ensure that all expenditures (equipment, professional development, supplies, professional contracts, etc.) conform to the Local Area Plan Budget.
17. With the Northshore College and Career Transition Coordinator, plans and implements quarterly meetings of campus and public school personnel responsible for Carl Perkins programming.

18. With the Restricted Funds Accountant, prepares and submits quarterly and annual progress reports to the Louisiana Community and Technical College System.
QUALIFICATIONS:  
Required: Master of Arts Degree in Technical Writing, Bachelor’s Degree with certification through the Grant Professionals Certification Institute or The American Grant Writer’s Association, or eight years of experience in writing and managing grants over $100,000.A minimum of two years of grant or project management experience in addition to 1, above.

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Facilities and Property Control Manager

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Chief Business Officer

DEPARTMENT: 
Facilities

LOCATION:
Sullivan Main Campus
JOB SUMMARY:

This position is responsible for the region-wide functions and operations of facilities management; safety; and property.

The Facilities and Property Control (F&PC) Manager shall report directly to the Chief Business Officer. The F&PC Manager directs and coordinates property functions as prescribed by Title 39 of the LA Revised Statutes for NTCC, serves as the College Safety Officer, and ensures compliance with all regulatory requirements regarding vehicle maintenance and reporting. The incumbent of this position is responsible for coordination of campus staff employees responsible for property control, facilities, and safety. In addition the Facilities and Property Control Manager will assist the Chief Business Officer with capital outlay and deferred maintenance budget requests and helps monitor projects from design through construction for NTCC.

RESPONSIBILITIES: 
Facility Management
1.
Assists the Chief Business Officer with the preparation of the capital outlay and deferred maintenance budgets for NTCC.
2.
Directs the preparations, updating and maintenance of the college facilities inventory and utilization.

3.
Participates in development of the master plan for NTCC facilities.

4.
Reviews all contracts for renting and leasing equipment and facilities.

5. Participates in the reviews of contracts, architectural plans and specifications of all construction projects of Facility Planning and makes recommendations to the Chief Business Officer. 

6. Participates in the establishment of guidelines for deferred maintenance programs and devises appropriate and fair method by which any funding is distributed among the campuses. 

7. Meets with external agencies as needed, regarding capital outlay projects and facilities matters.

8. Inspects campuses periodically at least annually to determine needs for capital outlay and deferred maintenance requests. Reports this information to the CBO.

9. Coordinates and performs periodic campus audits for the on-going, college-wide collection of information and inspections to ensure compliance of all Office of Risk Management requirements, to include;

· Equipment Management Plan

· User Training Program

· Equipment Risk Inclusion Criteria Policy

· Equipment Inventory

· Preventive Maintenance

· Work Order Procedures

· Personal Protection Equipment

· Confine Space Entry

· Lock Out/Tag Out

· Boiler Certificates

· Electrical Equipment Maintenance

· Elevators & Keys

· Asbestos Program

· Quarterly Exposure Report

· General Property Exposure

· Space Utilization Report

· Flying Flags

10.  Coordinates the development of Emergency Preparedness Plan for NTCC, to include;

· General Plan

· Hazard Vulnerability Analysis (HVA)

· Hurricane Plan

· Hostage Situation

· Bomb Threat

· Terrorism

· Emergency Closings

· Evacuation

· Tornado

· Utility Disruption Plans

· Emergency Vendor Contact List

· Communications

· Air Condition Systems

· Heating Systems

· Electrical Systems

· Water Supply

· Plumbing/Sewer

· Fire Systems

· Elevators

· Natural Gas

11. Participates in the development of Fire Prevention Plans for each campus in the college, to include;

· Fire Plan

· Evacuation Plan

· Fire Drills

· Fire Safety Testing and Inspection of Equipment

· Interim Life Safety Measures

· Fire Watch

11.
Regularly attends and participates in the Facilities and Property Committee meetings.
Safety Management
1. Responsible for the implementation and monitoring of the College Safety Program. Participates in developing safety programs, policies and procedures. 

2. Coordinates and performs periodic campus audits the on-going, college-wide collection of information and inspections to ensure compliance of all Office of Risk Management requirements, to include;


· A Safety Plan

· Safety Inspections

· Hazard Control Logs

· Job Safety Analysis (JSA)

· Safety and Training Meetings

· General Rules & Regulations

· Hazardous Materials Program

· Substance Abuse Awareness Program

· Employee Assistance Program (EAP)

· Vehicle Inspections & Repair

· Recognition Program
· ORM annual self audit

3. Coordinates with the NTCC Human Resources Staff to ensure compliance with the following risk management requirements:

· Driving Records & Forms

· Accident/Incident Investigation forms (Forms DA2000 & DA 2041)
· First Aid & Blood Borne Pathogens Program
· Drug Free Workplace Policy
· Return to Work Program
· Driver Safety Program
· Defensive Driver Training
· Violence in the Workplace
· Sexual Harassment
· Substance Abuse
· American with Disabilities Act (ADA)

4. Monitors compliance of faculty and students adhering to curricular safety practices and procedures.

5. Works to promote a clean and safe environment of learning for all faculty, students and staff.
6. Coordinates and performs periodic campus audits for the on-going, region-wide collection of information and inspections to ensure compliance of all Security Management requirements, to include;

· Key Controls
· Risk Assessment

· Security Policy and Crime Statistics

· Records Retention and Disposal Policy
Property and Transportation Management
1. Directs and coordinates district property functions as prescribed by Title 39 of the LA Revised Statutes.

2. Coordinates and directs the regional annual equipment inventory, and reviews certification documents for submission to the State Division of Administration.

3. Participates in the development of policies and procedures that relate to property and transportation management.

4. Performs physical inventories of movable property to ensure proper accounting procedures, storage and security of movable property.

5. Monitors compliance of campus property managers with applicable state and federal regulations regarding property.

6. Coordinates and performs periodic campus audits for the on-going, region-wide collection of information and inspections to ensure compliance of all Property Control Regulations, to include;

· Internal Procedures

· Tagging Property

· Transmitting to LPAA

· Disposal of Property

· AM18 Asset Management System Reports (Replace AM18 with Protégé)

7. Coordinates and performs periodic campus audits for the on-going, college-wide collection of information and inspections to ensure compliance of all Fleet Management Regulations, to include; 

· LA State employee driver safety program authorization/Driving History Form (DA2054)(Coordinates with NTCC Human Resources)

· Request for Personal Assignment and/or home storage of state-owned vehicle (MV-2)

· Daily Vehicle Logs (MV-3)

· Preventive Maintenance Records (MV-4)

· Reimbursement for Personally-Owned Vehicle Use (MV-7)

· Vehicle Update/Deactivate Forms (MV-9)

· Serial Number Correction Forms (MV-10)

QUALIFICATIONS:  


Required: A baccalaureate degree in a related field from an accredited institution. At least three years coordinating and monitoring two of four programs related to Facilities, Safety, Property or Transportation at a Campus level. Some travel will be required for this job. An Associate’s degree plus 10 years of facilities and safety experience may replace the bachelor’s degree requirement.

Preferred: A baccalaureate degree in Engineering or related field from an accredited institution. At least three years directing, coordinating and monitoring the Facilities, Safety, Property and Transportation Programs at a regional level. 

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Financial Aid Officer

POSITION TYPE: 
Unclassified/Full-Time
REPORTS TO: 
Assistant Dean/Student Affairs Officer

DEPARTMENT:
Student Affairs

LOCATION:
Florida Parishes Branch Campus
JOB SUMMARY:

The role of the Financial Aid Officer is to direct the accurate maintenance of student financial aids records, compilation of statistical reports, and solving technical problems in the area of recordkeeping and office procedures, performs related work as required.

Responsibilities: 
1. Advises students regarding their eligibility for various programs so that they can determine the aid for which they will apply through interpreting and explaining financial aid application, award and distribution regulations and procedures.
2. Administers the student loan program so that loans are processed in a timely and accurate manner by conducting interviews with applicants to provide loan counseling about debt management and the appropriateness of borrowing, reviewing applications and tax forms for complete and current information, calculating eligibility, certifying applicant for the loan, completing necessary forms, and approving loan checks for disbursement to students.
3. Directs the maintenance of a comprehensive record keeping system to assure compliance with federal, state, and local laws and/or regulations as well as auditor’s requests by establishing procedures, monitoring confidentiality of records, coordinating forms and procedures with the Student Affairs Office.
4. Determines type and amount of award based on students’ needs and college resources to assure the best use of funds by reviewing applications for completeness and accuracy, initiating correspondence to clarify information, calculating student eligibility according to federal and state regulations and college operating procedures, notifying student of the award, and authorizing the release of financial aid checks.
5. Submits financial aid reports as required to federal, state, or local agencies to comply with existing regulations by compiling statistics, writing and formatting reports, and meeting mandated deadlines.
6. Authorizes deferment of tuition and release of financial aid checks so that eligible students can register for classes and pay related educational expenses by evaluating student records for number of registered credits and grade point average, monitoring academic progress, coordinating with the Student Affairs Office.
7. Meets with college faculty and staff to promote a better understanding of financial aid by participating in orientation sessions.
8. Collaborates with the Student Affairs Officer in the development and implementation of policies and procedures and informational publications so they are readable, usable, and up-to-date by designing brochures, writing text, drafting policies and procedures, and designing forms.
9. Other duties as assigned by Student Affairs Officer and Campus Dean/Assistant Dean
QUALIFICATIONS:  

Required: Bachelor degree required. Must have experience working with an online financial aid management system. Two years experience in a financial aid officer preferred. Possess proficient knowledge of Federal and State regulations. Must be able to manage a large diverse caseload. Excellent oral and written communication skills.

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Health Occupations Department Head/Instructor

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Assistant Dean/Chief Academic and Student Affairs Officer

DEPARTMENT:
Health Occupations

LOCATION:
Hammond Area Branch Campus
JOB SUMMARY:

This position oversees and supervises all credit and noncredit Health Occupations Programs at the Hammond Area Campus. This person is responsible for coordinating programmatic aspects between the NTCC, and all Health Occupation Programs.

RESPONSIBILITIES: 
Curriculum Planning and Preparation 
1. Supervise the development, implementation, and monitoring of a' comprehensive subject area action plan for each phase of the curriculum cycle including curriculum assessment, program support, and staff development. 

2. Supervise activities in the subject area related to its placement on the curriculum cycle. 

3. Supervise the planning and facilitation of student activities to support instructional practice. 

Communication
1. Maintain and submit upon request complete records that document action planning. 

2. Establish timely meetings: 

· with health occupation staff to develop, implement, and monitor an action plan for each health occupation. 

· with departmental instructors to review lesson plans, schedules of classroom and clinical activities.

· to discuss the curriculum cycle process and other program aspects. 

· with High School principal and counselors of affiliated schools to enhance cross curricular articulation, measure effectiveness, efficiency, and quality of programs. 

· to involve parents of high school/FPC dually enrolled students. 

· with L TC-FPC department heads to fulfill goals as part of FP-L TC team to keep them informed of progress. 

· with Advisory Committee to facilitate forecasting and demand for services, and productivity, at least twice annually and arrange for minutes to be recorded and distributed to department members, administration, and Advisory Committee members.  

3. Provide NTCC-FPC Dean a copy of the minutes of all department meetings.

Curriculum Development 
1. Define, promote awareness of, and maintain adopted curriculum guides, course syllabi, other instructional materials and program support.

2. Maintain and/or revise instructional materials based on current research and department/school.

3. Philosophy, participating in curriculum meetings, and meeting deadlines for this function. 3. Prepare course offering schedule based on Curriculum Guides.

4. 0rientate and mentor instructors to ensure instructor competence in classroom and clinical performance in the following areas: 

· Utilize innovative, effective, and equitable teaching techniques.

· Follow course syllabi and outlines.

· Maintain time on task.

· Receive favorable student evaluations of instruction.

· Maintain teaching load practiced by college.

PROGRAM EVALUATION 

Instructional Management 
1. Supervise and maintain an active advisory committee with required composition of membership, and hold a minimum of two meetings annually for all Health Occupations Programs. 

2. Supervise and maintain appropriate student records, i.e., grades, attendance, placement, completion, and licensure statistics (if applicable), etc. 

3. Gather and analyze evidence about the quality of the programs with respect to the Louisiana State Regulations and the expected L TC-FPC Health Occupations Department Action Plan Outcomes.

4. Coordinate data gathering and analysis and reporting the results for the purpose of developing an action plan. 

5. Develop an action plan for program improvement. 

6. Insure all deadlines related to this function are met. 

Promote Collegial Sharing 
1. Upon mutual agreement, observe instructors in the classroom, lab and clinical settings: 

· Collect effective ideas and techniques to share with others. 

· Provide feedback to instructors regarding various effective approaches/techniques. 

Reporting 
1. Work closely with the Health Occupations Practical Nursing Coordinator and Health Occupations Department Instructors to: 

· keep him/her informed regarding efforts, projects, feedback, etc.

· secure support in establishing meetings with faculty.

· provide information regarding implementation of the curriculum and the subject area action plan.

· follow-up on curricular decisions.

· provide accurate, substantive feedback in a timely manner.

Resource Management 
1. Request new materials and equipment and supplies in order to provide instructional support to instructors in their attempts to meet curricular outcomes. 

2. Assess the need for instructional resources based on instructor input as required by the curriculum cycle.

3. Facilitate and be knowledgeable of information resources, simulations, and technology use for instruction.

4. Maintain current equipment, supplies, and material inventory. 

Safety Management 
1. Provide student and instructor guidance to practice appropriate safety precautions.

2. Supervise and support instructors to maintain student discipline.

3. Supervise and maintain all deadlines related to this function are met. 

Student Guidance/Advising Activities 
1. Provide career counseling and academic advising for all Health Occupations Programs.

2. Supervise and maintain Curriculum Guides in scheduling to insure timely completion of all Health Occupations Programs.

3. Serve special populations.

4. Make appropriate referrals to students with special needs.

5. Supervise and maintain appropriate number of students in all Health Occupations Programs.

6. Supervise and maintain all deadlines related to this function are met.

COLLEGE AND/OR COMMUNITY SERVICES 
1. Participate in recruitment activities, i.e. career fairs, etc. 

2. Maintain program accreditation/certification or program licensure requirements for all Hammond Area Campus Health Occupations Programs.

3. Performs other related duties as assigned by Campus Dean (administrator).

DUTIES SPECIFIC TO PN PROGRAM 
1. Supervise the PN Coordinator to make sure all duties specific to the PN program are met. 

2. Supervise all Nursing Assistant instructors to make sure all duties and responsibilities to the Nursing Assistant Program are met.

3. Supervise all Patient Care Technician instructors to make sure all duties and responsibilities to the Patient Care Technician Program are met. 

QUALIFICATIONS:  

Required: Current Louisiana Registered Nurse license is required as well as approval of Louisiana State Board of Practical Nurse Examiners (LSBPNE) 

.

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Health Occupations Department Head/Instructor

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Regional Director/Appointing Authority

DEPARTMENT:
Health Occupations

LOCATION:
Sullivan Main Campus
JOB SUMMARY:

This position oversees and supervises all credit and noncredit Health Occupations Programs at the Sullivan Campus. This person is responsible for coordinating programmatic aspects between the NTCC, and all Health Occupation Programs.

RESPONSIBILITIES: 
Curriculum Planning and Preparation 
Supervise the development, implementation, and monitoring of a' comprehensive subject area action plan for each phase of the curriculum cycle including curriculum assessment, program support, and staff development. 

\Supervise activities in the subject area related to its placement on the curriculum cycle. 

Supervise the planning and facilitation of student activities to support instructional practice. 

Communication
Maintain and submit upon request complete records that document action planning. 

Establish timely meetings: 

· with health occupation staff to develop, implement, and monitor an action plan for each health occupation. 

· with departmental instructors to review lesson plans, schedules of classroom and clinical activities.

· to discuss the curriculum cycle process and other program aspects. 

· with High School principal and counselors of affiliated schools to enhance cross curricular articulation, measure effectiveness, efficiency, and quality of programs. 

· to involve parents of high school/FPC dually enrolled students. 

· with L TC-FPC department heads to fulfill goals as part of FP-L TC team to keep them informed of progress. 

· with Advisory Committee to facilitate forecasting and demand for services, and productivity, at least twice annually and arrange for minutes to be recorded and distributed to department members, administration, and Advisory Committee members.  

Provide NTCC-FPC Dean a copy of the minutes of all department meetings.

Curriculum Development 
1. Define, promote awareness of, and maintain adopted curriculum guides, course syllabi, other instructional materials and program support.

2. Maintain and/or revise instructional materials based on current research and department/school.

3. Philosophy, participating in curriculum meetings, and meeting deadlines for this function. 3. Prepare course offering schedule based on Curriculum Guides.

4. 0rientate and mentor instructors to ensure instructor competence in classroom and clinical performance in the following areas: 

· Utilize innovative, effective, and equitable teaching techniques.

· Follow course syllabi and outlines.

· Maintain time on task.

· Receive favorable student evaluations of instruction.

· Maintain teaching load practiced by college.

PROGRAM EVALUATION 

Instructional Management 
1. Supervise and maintain an active advisory committee with required composition of membership, and hold a minimum of two meetings annually for all Health Occupations Programs. 

2. Supervise and maintain appropriate student records, i.e., grades, attendance, placement, completion, and licensure statistics (if applicable), etc. 

3. Gather and analyze evidence about the quality of the programs with respect to the Louisiana State Regulations and the expected L TC-FPC Health Occupations Department Action Plan Outcomes.

4. Coordinate data gathering and analysis and reporting the results for the purpose of developing an action plan. 

5. Develop an action plan for program improvement. 

6. Insure all deadlines related to this function are met. 

Promote Collegial Sharing 
Upon mutual agreement, observe instructors in the classroom, lab and clinical settings: 

· Collect effective ideas and techniques to share with others. 

· Provide feedback to instructors regarding various effective approaches/techniques. 

Reporting 
Work closely with the Health Occupations Practical Nursing Coordinator and Health Occupations Department Instructors to: 

· keep him/her informed regarding efforts, projects, feedback, etc.

· secure support in establishing meetings with faculty.

· provide information regarding implementation of the curriculum and the subject area action plan.

· follow-up on curricular decisions.

· provide accurate, substantive feedback in a timely manner.

Resource Management 
1. Request new materials and equipment and supplies in order to provide instructional support to instructors in their attempts to meet curricular outcomes. 

2. Assess the need for instructional resources based on instructor input as required by the curriculum cycle.

3. Facilitate and be knowledgeable of information resources, simulations, and technology use for instruction.

4. Maintain current equipment, supplies, and material inventory. 

Safety Management 
1. Provide student and instructor guidance to practice appropriate safety precautions.

2. Supervise and support instructors to maintain student discipline.

3. Supervise and maintain all deadlines related to this function are met. 

Student Guidance/Advising Activities 
1. Provide career counseling and academic advising for all Health Occupations Programs.

2. Supervise and maintain Curriculum Guides in scheduling to insure timely completion of all Health Occupations Programs.

3. Serve special populations.

4. Make appropriate referrals to students with special needs.

5. Supervise and maintain appropriate number of students in all Health Occupations Programs.

6. Supervise and maintain all deadlines related to this function are met.

COLLEGE AND/OR COMMUNITY SERVICES 
1. Participate in recruitment activities, i.e. career fairs, etc. 

2. Maintain program accreditation/certification or program licensure requirements for all Sullivan Campus Health Occupations Programs.

3. Performs other related duties as assigned by Campus Dean (administrator).

DUTIES SPECIFIC TO PN PROGRAM 
1. Supervise the PN Coordinator to make sure all duties specific to the PN program are met. 

2. Supervise all Nursing Assistant instructors to make sure all duties and responsibilities to the Nursing Assistant Program are met.

3. Supervise all Patient Care Technician instructors to make sure all duties and responsibilities to the Patient Care Technician Program are met. 

QUALIFICATIONS:  

Required: Current Louisiana Registered Nurse license is required as well as approval of Louisiana State Board of Practical Nurse Examiners (LSBPNE) 

.

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Human Resources Analyst B

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Director of Human Resources



DEPARTMENT:
Human Resources

LOCATION:
Sullivan Main Campus
JOB SUMMARY:

The HR Analyst shall report directly to the Director of Human Resources. The HR Analyst is responsible for ensuring that the human resource functions of the college are processed in accordance with LCTCS and College policy.  

RESPONSIBILITIES: 
1. Payroll processing: Ensures that timesheets are entered correctly, one-times are processed, and pay rate changes reflect an accurate payroll check.  
2. Addresses pay issues and ensures resolution in a timely manner.  
3. Maintains payroll process by running queries, verifying reports and employee administration functions through PeopleSoft payroll system. 
4. Confirms payroll with LCTCS central office.
5. Administer all the health and insurance benefit programs offered to LTC faculty and staff.  
6. Provide assistance to employees relative to their available insurance options and the rules, requirements, and benefits of each plan.  
7. Coordinate the processing of paperwork with benefit providers.  Review all applications and documents completed by employees for accuracy. 
8. Researches problems relative to employee benefit issues.
9. Administer the benefits orientation program for newly eligible employees.  
10. Communicates with employees regarding benefit changes and new offerings.  
11. Conduct fringe benefits workshops and seminars for departmental clerical and administrative personnel as requested.  

12. Assists the Director of Human Resources in serving as a liaison between insurance providers and NTCC, coordinating and scheduling annual enrollment meetings and other information meetings as necessary. 
13. Assists with entering personnel actions in PeopleSoft and ISIS-HR, including hiring, merit increases, promotions, transfers, and separations. 
14. Processes employee requests for change of information, including name and address, direct deposit, tax withholding, etc. 
15. Keeps up to date with HR policies, procedures, rules and regulations pertaining to Civil Service, Louisiana Department of Labor, NTCC/LCTCS System, Teachers Retirement System of Louisiana, LASERS retirement system, Office of Group Benefits, and other vendors. 
16. Attends training courses, seminars, workshops, and other training as required by supervisor, Regional Director and/or LCTCS System Office HR.

QUALIFICATIONS:  


MINIMUM QUALIFICATIONS: 
A baccalaureate degree plus one year of professional level human resources experience.

SUBSTITUTIONS:

Eight years full-time work experience in any field may be substituted for the degree only.

Candidates without a baccalaureate degree may combine work experience and college credit to substitute for the baccalaureate degree, as follows: 

A maximum of 90 semester hours can be combined with experience to substitute for the baccalaureate degree.

15 to 29 semester hours credit will substitute for one year of experience towards the baccalaureate degree.
30 to 44 semester hours credit will substitute for two years experience towards the baccalaureate degree.
45 to 59 semester hours credit will substitute for three years experience towards the baccalaureate degree.
60 to 74 semester hours credit will substitute for four years experience towards the baccalaureate degree.
75 to 89 semester hours credit will substitute for five years experience towards the baccalaureate degree.
90 or more semester hours credit will substitute for six years experience towards the baccalaureate degree.

College credit earned without obtaining a baccalaureate degree can be substituted for a maximum of six years full-time work experience. Candidates with 90 or more semester hours of credit, but without a degree must also have at least two years full-time work experience to substitute for the baccalaureate degree only.


b. A Masters in Business Administration, Public Administration, Human Resources/Personnel, Industrial/Organizational Psychology, or Organizational Behavior may be substituted for the one year of professional experience. (The college transcript must indicate the major as business administration, public administration, human resources/personnel, etc. Masters degrees in fields such as marketing, economics, etc. are not acceptable.)

A Ph.D. in Business Administration, Public Administration, Human Resources/Personnel, Industrial/Organizational Psychology, or Organizational Behavior may be substituted for the one year of professional experience.

c. Certification by the Society for Human Resource Management (SHRM) as a Professional in Human Resources (PHR) or as a Senior Professional in Human Resources (SPHR) may be substituted for the one year of professional human resources experience.

d. Possession of a Juris Doctorate may be substituted for the one year of professional level experience.
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Instructor

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Campus Dean and/or Department Head

DEPARTMENT: 
Varies

LOCATION:
All Campuses

SCOPE:  


All instructors are carefully selected, and must possess the education, occupational experience, or specialized certifications based on the courses they teach. 

RESPONSIBILITIES: 
Instructional/Teaching Performance

· Utilize innovative, effective, and equitable teaching techniques 

· Follow course syllabi and outlines 

· Maintain time on task 

· Receive favorable student evaluations of instruction 

· Maintain teaching load practiced by college 

· Meet deadlines related to this function 

Instructional Development

· Develop Curriculum Guides, course syllabi and outlines, and other instructional materials 

· Prepare course offering schedule based on Curriculum Guides 

· Participate in curriculum meetings 

· Meet all deadlines related to this function 

Instructional Management

· Maintain an active advisory committee with required composition of membership, and hold a minimum of two meetings annually 

· Maintain appropriate student records, i.e., grades, attendance, placement, completion, and licensure statistics (if applicable), etc. 

· Meet all deadlines related to this function. 

School or Classroom Management

· Practice appropriate safety precautions 

· Maintain student discipline 

· Meet all deadlines related to this function 

Student Guidance/Advising Activities

· Provide career counseling and academic advising 

· Follow Curriculum Guides in scheduling to insure timely completion of a program of studies. 

· Serve special populations 

· Make appropriate referrals to students with special needs 

· Maintain appropriate number of students in class and in program 

· Meet all deadlines related to this function 

College and/or Community Services

· Participate in recruitment activities, i.e. career fairs, etc. 

· Maintain program accreditation/certification or program licensure requirements 

Provide service to the college that may include some of the following activities:

· Sponsor student organizations
· Serve on or chair committees
· Conduct or coordinate teaching consultant activities
· Facilitate workshops
· Teaching consultant activities
· Teach continuing education or customized industry courses
· Provide routine equipment maintenance
· Initiate and write new program proposals
· Serve on NTCC or Campus Committees
Provide service to the community that may include: 

· Participate in health fairs

· Participate in charity or community activities

· Participate in community organizations, i.e. Chamber of Commerce, Rotary, Lions Club, Boy Scouts, 4-H Club, etc. …

Meet all deadlines related to this function 

Professional Activities, Leadership, and Service

Participate in professional development activities that may include:

· Complete coursework or degrees

· Membership in professional organizations

· Serve on a Board or in an Office of a professional association

· Present a paper or facilitate a workshop at a professional conference

· Participate in a Leadership Academy

· Serve on an external institutional or program accreditation team

· Participate in industry visits

· Exemplify Leadership role on NTCC or LCTCS Committees, Faculty Council, etc.

Meet all deadlines related to this function. 

Other Related Duties as Assigned
MINIMUM ACCEPTED QUALIFICATIONS:
Transferable General Education Faculty

Masters Degree from a regionally accredited college or university in the teaching discipline, OR Masters Degree that includes 18 graduate credit hours in the teaching discipline. 

Non-Transferable General Education Faculty

Bachelors Degree, from a regionally accredited college or university, that includes 15 credit hours in the teaching discipline. 

Career Preparation Faculty

High School Diploma or GED

  AND 

Associate of Applied Science Degree from a nationally or regionally accredited college or university.  (In exceptional cases, documented experience may be used for initial employment.  Faculty must develop and pursue a professional development plan to include an Associates Degree.)  Bachelors Degree is preferred.

  AND 

Licensure or certification for the profession.  Refer to list of programs and professional licensures and certifications noted.  A valid state and/or national license or certification must be held for the following courses/programs:

	Course/Program Listing 
	Program Accreditation 
	Instructor Certifications 

	 Accounting Technology 
	
	AAS 

	 Air Conditioning and Refrigeration 
	HVAC Excellence 
	Louisiana Certified HVACR Educator

	 Automotive Technology 
	NATEF 
	ASE / AAS 

	 Aviation Maintenance Technology 
	FAA 
	Airframe & Power Plant Mechanic certification (Minimum) / AAS 

	
	
	Others:  Inspection Authorization / IA Designated Mechanic Examiner / DME 

	 Aviation (AD) 
	FAA 
	Certified Flight instructor CFI 

	 Barber Styling 
	
	

	 Biomedical Equipment Technology (AD) 
	NAIT 
	

	 Civil, Surveying and Mapping Technology 
	ABET 
	AAS 

	 Clinical Laboratory Technician (AD) 
	NAACLS 
	AAS 

	 Collision Repair Technology 
	NATEF 
	ASE / I-CAR 

	 Commercial Diving 
	
	

	 Commercial Vehicle Operation 
	
	Commercial Drivers License A with T, P, X endorsements 

	
	DMV 
	CDL Third Party Tester 

	 Communications Electronics 
	NAIT 
	AAS 

	 Computer Networking, Computer Specialist 
	CCNA – Cisco 
	MCSA / MCSE / A+ / NET+ / iNET+ / AAS 

	 Computer Programmer 
	
	

	 Consumer Electronics Technology
	
	

	 Cosmetology 
	State Boards 
	State License / AAS 

	 Criminal Justice 
	
	AAS 

	 Culinary Arts and Occupations 
	ACF 
	CCE / AAS 

	 Diesel Powered Equipment Technology 
	NATEF 
	ASE 

	 Dietary Manager 
	
	

	 Drafting & Design Technology (AD) 
	NAIT 
	AAS 

	 Early Childhood Education 
	
	AAS 

	 EMT/Paramedic  
	CAAHEP/JRC-EMT 
	

	Forest Technology
	
	AAS

	 Graphic Communication 
	
	AAS 

	 Graphic Communications & Desktop Publishing (AD) 
	NAIT 
	AAS 

	 Heating and Ventilation 
	
	

	Hospitality/Tourism-Guest Services Agent 
	
	

	 Industrial Electronics Technology (AD) 
	NAIT
	

	 Industrial Instrumentation Technology (AD) 
	NAIT 
	

	 Marine Operations 
	
	

	 Marketing Management
	
	

	 Nondestructive Testing Technology
	
	

	 Occupational Education 
	
	

	Office System Technology 
	
	

	 Outdoor Power Equipment 
	EETC 
	EETC 

	 Practical Nursing 
	LSBPNE 
	

	 Process Technology 
	
	

	 Pulp & Paper Technology (AD) 
	NAIT 
	

	 Respiratory Care Technician
	
	

	 Respiratory Therapist (AD) 
	CAAHEP/JRC-RTE 
	AAS 

	 Surgical Technology 
	CAAHEP 
	AAS 

	Welding (AD) 
	NAIT 
	AWS / CWE 


May substitute successful completion of the National Occupational Competency Testing Institute (NOCTI) examination, if licensure or certificate is unavailable.  A bachelors degree or higher may be substituted for the NOCTI.

   AND 

Four years or the equivalent of Four years full-time work experience in the field

   AND 

Qualifications required for mandatory program accreditation. 

Developmental Education Faculty

Bachelors Degree from a regionally accredited college or university in the discipline or closely related field OR bachelors degree that includes 15 credit hours in the teaching discipline. 

(Faculty hired prior to July 1, 2003 who do not meet the above qualifications will develop a professional development plan with established deadlines in order to meet the stated minimum acceptable qualifications.) 
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Maintenance Repairer 1

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Maintenance Repairer 2

DEPARTMENT:
Maintenance

LOCATION:
Sullivan Main Campus
RESPONSIBILITIES: 
1. Makes minor repairs to the interior/exterior of buildings and facilities and maintains furniture and equipment employing basic skills in the plumbing, carpentry, electrical, mechanical and related fields.
2. Performs plumbing repairs in the main facility, shop buildings, and horticulture building. This includes maintenance of ten (10) bathrooms.
3. Repairs outside faucets and drains.
4. Completes minor carpentry repairs in all areas of the facility.
5. Repairs door closures and thresholds.
6. Replaces ceiling tile when necessary.
7. Maintains and makes minor repairs to small lawn mowers, appliances, chainsaws, pumps, cars, tractors including lubricant levels, timing, replacing and adjusting minor worn or damaged parts (belts, plugs, fuses, hoses, etc.).Paints interior and exterior surfaces of the facility.
8. Assists in cleaning, waxing, and buffing floors in hallways and classrooms.
9. Cleans windows in facility.
10. Aids in keeping sidewalks and patios clean.
11. Collects all trash and garbage at the facility and delivers to parish landfill in campus vehicle.
12. Responsible for routine maintenance of the building in the absence of the Maintenance Repairer II.
13. Disperses incoming freight to the different departments.
14. Starts, operates and checks for safety and maintenance of a wide variety of small engines, lawn mowers, hand tools, pumps, chainsaws, pickup trucks, tractors, farm machinery and implements.
15. Cleans and replaces filters on window air conditioners and simple central heating and air conditioning systems.
16. Performs basic road maintenance by clearing drainage, spreading road surface material, filling pot holes, placement of signs, repairing fences, removing trees, etc. Paints yellow stripes for parking lot.
17. Performs other duties as assigned by the supervisor.
QUALIFICATIONS:  


MINIMUM QUALIFICATIONS: 
One year of experience or training in the building construction trades, general building maintenance, or in the repair or maintenance of mechanical equipment.

NOTE: 
Custodial building maintenance is not qualifying.

Examples of building construction trades include cabinetmaker, carpenter, concrete finisher, electrician, HVAC controls technician, HVAC mechanic, ironworker, millwright, painter, pipefitter, plasterer, plumber, refrigeration mechanic, roofer, sheet metal worker, steamfitter, tile setter and welder.

Examples of general building maintenance include Maintenance Repairer 1/2, B/G/E Maintenance Repairer 1/2 and Maintenance Repair Foreman.

Examples of repair/maintenance of mechanical equipment include Operating Engineer 1/2, auto mechanic, Mobile Equipment Maintenance Mechanic, Mobile Equipment Overhaul Mechanic and Mobile Equipment Master Mechanic.



NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Maintenance Repairer 2

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Facilities and Property Control Manager

DEPARTMENT:
Maintenance

LOCATION:
Sullivan Main Campus
RESPONSIBILITIES: 
1. Cleans, waxes, and buffs floors.
2. Supervises the maintenance program at Sullivan Campus
3. Supervises and assigns work to student labor in cleaning the facility and grounds. Maintains and signs timesheets for student help.
4. Performs any other duties as assigned by the campus dean and/or assistant deans.
5. Responsible for securing the building at the close of the business each day (makes sure certain equipment is turned off, checks and locks all doors, activates vandal alarm system).Cleans and dust furnishings.
6. Performs and supervises painting around the facility. (Doors, hallways, student center.)Changes light bulbs and light fixtures as needed. Makes minor repairs to plumbing and equipment.
7. Cleans faculty lounge and restrooms.
8. Requisitions janitorial supplies and equipment. Maintain inventory or janitorial supplies and issues as needed.
9. Assists plumber, carpenter, and electrician in making necessary repairs.
10. Exterminates for pests.
11. Delivers incoming packages to proper departments.
QUALIFICATIONS:  

	MINIMUM QUALIFICATIONS: 
Two years of experience or training in the building construction trades, general building maintenance, or in the repair or maintenance of mechanical equipment.

NOTE: 
Custodial building maintenance is not qualifying.

Examples of building construction trades include cabinetmaker, carpenter, concrete finisher, electrician, HVAC controls technician, HVAC mechanic, ironworker, millwright, painter, pipefitter, plasterer, plumber, refrigeration mechanic, roofer, sheet metal worker, steamfitter, tile setter and welder.

Examples of general building maintenance include Maintenance Repairer 1/2, B/G/E Maintenance Repairer 1/2 and Maintenance Repair Foreman.

Examples of repair/maintenance of mechanical equipment include Operating Engineer 1/2, auto mechanic, Mobile Equipment Maintenance Mechanic, Mobile Equipment Overhaul Mechanic and Mobile Equipment Master Mechanic.

NOTE:
When an employee occupies a Maintenance Repairer 2 position and has an official job description (SF3) supporting that at least 30% of the duties claimed were in painting, or plumbing, or carpentry, etc., he will be given journeyman level credit in the appropriate trade.



NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Maintenance Repairer Master

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Campus Dean

DEPARTMENT:
Maintenance

LOCATION:
Florida Parishes Branch Campus

JOB SUMMARY:

Responsible for the supervision of five inmate trustees that are responsible for the maintenance and upkeep of the Northshore Technical Community College – Florida Parishes Campus, which consists of the main administrative/classroom/shop building, Allied Health Building, Maintenance Storage Facility, parking lot, and approximately one and half acres of ground space. 
RESPONSIBILITIES: 
1. Cleans or supervises the cleaning of each facility daily, check and maintains each restroom on a daily schedule, cuts grass on a weekly schedule and maintains all heating and cooling equipment on a schedule basis.
2. Surveys the assigned jobs and insures that sufficient and proper materials and tools are on hand to complete each day’s work.
3. Directs the sequence of work and assigns tasks to subordinates.
4. Repairs or supervises the performance of all custodial duties such as cleaning, polishing, dusting, mopping, sweeping, and other household chores.
5. Responsible for the inventory and storage of all materials and supplies used in the maintenance of the facility and grounds. 
6. Responsible for the operation, maintenance, and security of all school owned lawn tractor, lawnmowers, trimmers, etc.
7. Responsible for the maintenance, repairs, and security of all State owned vehicles.
8. Maintains sanitary facilities and proper disposal of all refuse.
9. Responsible for the security of the facility and grounds which includes open and closing of the building, office, and classroom space every day.
10. Keeps records as required by the Division of Administration, Office of Risk Management, and supervisor.
11. Works closely with the Campus Safety Coordinator to maintain all surveillance equipment.
12. Employee reports all potential risks to Dean on a regular basis.
13. All other duties and responsibilities as assigned by Campus Dean.
QUALIFICATIONS:  

MINIMUM QUALIFICATIONS: 
Three years of experience or training in building construction or maintenance or in the repair or maintenance of mechanical equipment.


NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Maintenance Repairer Master

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Assistant Dean/Chief Academic and Student Affairs Officer

DEPARTMENT:
Maintenance

LOCATION:
Hammond Area Branch Campus

JOB SUMMARY:

This position is responsible for 50,000 sq. ft. building, parking lot and 12 acres that comprise the Hammond Area Campus of NTCC. This includes regular inspections of the facilities and grounds, maintenance of equipment; supervision of Custodian 1 and student workers.
RESPONSIBILITIES: 
1. Inspect building, premises and equipment to determine needed maintenance work/repairs; make estimates of cost of materials and labor; prepare requisitions and generally secure materials needed for projects; personally perform work or direct and supervise work in progress for compliance with standards.
2. Make sketches and simple specifications and estimates and requisition materials needed for all janitorial and maintenance supplies; keep inventory of same.
3. Maintain two 60-ton air conditioning and heating units with 6 air handling units.
4. Daily maintenance is required, such as lubricant checks, belt tightening, etc.
5. Maintenance of private water well and sewage treatment plant that accommodates the campus.
6. Supervise custodial worker and student workers in the cleaning of the building and grounds and keep time records, approve leave, and prepare payroll sheets.
7. Supervise and often assist in the grounds maintenance work, including landscaping, fertilizing, seeding, and pruning, trimming, and cutting the grass on the campus.
8. Secure estimates, when necessary, from tradesman (carpenters, plumbers, electricians, etc.) needed to perform a repair or construct a project.
9. Monitor repairs, verify and approve hours worked if hired by the hour; or, when work is contracted, verify that contract specifications are met.
10. Maintains maintenance logs.
11. Assist with annual safety review.
12. Maintain parking areas, control traffic. 
13. Serve on the Safety Committee and make inspections of the building and campus to locate and evaluate hazardous conditions and then make recommendations to correct any deficiencies noted.
14. When requested, make trips (sometimes out of town) to pick up materials and supplies.
15. Perform maintenance jobs in classrooms or the administrative offices when requested by instructors/administrators.
16. Other duties as assigned by Assistant Dean/Chief Academic and Student Affairs Officer.
QUALIFICATIONS:  

MINIMUM QUALIFICATIONS: 
Three years of experience or training in building construction or maintenance or in the repair or maintenance of mechanical equipment.


NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Mentoring Coordinator

POSITION TYPE: 
Unclassified/Full-Time
REPORTS TO: 
YouthBuild Program Manager

DEPARTMENT:
YouthBuild Bogalusa

LOCATION:
Sullivan Campus
Responsibilities: 
1. Mentor recruitment, screening, orientation
· Formal recruitment plan
· Brochures and info material
· Presentations and partnerships
· Screening procedures
· Orientation and training

2. Care and support of matches
· Promoting mentoring to young people
· Setting up natural match informal meeting situations
· Hosting matching ceremonies, closing ceremonies
· Regular check-ins with each pair, separately and together
· Problem-solving as needed; re-matching when necessary
· Ongoing training for mentors
· Bi-monthly program events for all matches
· Mentor recognition lunches or dinners

3. Integrating mentoring into fabric of YB
· Ownership of mentoring component
· Coordination of a mentoring advisory committee
· Training all staff in evidenced-based practices of mentoring
· Getting all staff to promote the idea and activities of mentoring to youth
· Coordinate development and use of Life Plan
· Building the infrastructure, procedures, operations within YB
· Work with director to raise future funding for mentoring

4.
Evaluation, data collection, and record keeping to document results and tell 
the story.
· WebSTA-Q  (for basic demographics and program outcomes)
· 3 Assessments (beginning, graduation, at 15 months)
· DCTAT  (OJJDP’s MIS, every 6 months)
· Quarterly reports  (data, financial, narrative)
· Formal evaluation study. (Dr. Jeffrey Butts)
QUALIFICATIONS:  

Required: Bachelors degree in Education or related field with experience in working with volunteers and high risk youth.

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

MSHA Coordinator

POSITION TYPE: 
Unclassified/Part-Time
REPORTS TO: 
Campus Dean

DEPARTMENT:
MSHA

LOCATION:
Florida Parishes Branch Campus
Responsibilities: 
1. Maintains the MSHA office located at the NTCC – Florida Parishes Campus
2. Coordinates the MSHA grant through the NTCC – Florida Parishes Campus, LA Department of Natural Resources, the Federal MSHA program, and Mining Industry
3. Assists with the writing of the MSHA Grant
4. Composes correspondence for the MSHA Grant and follows-up with all correspondence.
5. Maintains all records for the MSHA Grant in compliance with the Northshore Technical Community College policy and Federal MSHA guidelines.
6. Schedules all MSHA classes and advises instructor of classes
7. Prepares MSHA certification requests
8. Recruits for the MSHA classes along with the MSHA instructor and NTCC personnel
9. Develops contacts with the Louisiana Mining Industry
10. Maintains a log of all inventories, tags inventory with location for both Florida Parishes Campus and the Hammond Area Campus.
11. Maintains attendance log detailing all activities.
12. Provides NTCC – Florida Parishes Administrative Office with a weekly work schedule of the next week by the close of business on Friday of each week.
13. Represents the Northshore Technical Community College in a professional manner at all times.
14. Any other duties as assigned by the Campus Dean.
QUALIFICATIONS:  
Required: High School Graduate/GED plus three years of clerical experience. Skills to include Microsoft Word and Excel. Good communication and customer service skills. 
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Office Systems Instructor/STEP Coordinator

POSITION TYPE: 
Unclassified/Full-Time
REPORTS TO: 
Regional Director/Appointing Authority

DEPARTMENT:
Office Systems

LOCATION:
Sullivan Main Campus

Responsibilities: 
Instructional/Teaching Performance 
1. Utilize innovative, effective, and equitable teaching techniques 

2. Follow course syllabi and outlines 

3. Maintain time on task 

4. Receive favorable student evaluations of instruction 

5. Maintain teaching load practiced by college 

6. Meet deadlines related to this function 
Program Coordination/Instructional Development 
1. Develop Curriculum Guides, course syllabi and outlines, and other instructional materials 

2. Prepare course offering schedule based on Curriculum Guides 

3. Participate in curriculum meetings 

4. Meet all deadlines related to this function 

Program/Instructional Management 

1. Maintain an active advisory committee with required composition of membership, and hold a minimum of two meetings annually 
2. Maintain appropriate student records, i.e., grades, attendance, placement, completion, and licensure statistics (if applicable), etc. 

3. Meet all deadlines related to this function. 
School or Classroom Management 

1. Practice appropriate safety precautions 

2. Maintain student discipline 

3. Meet all deadlines related to this function 

Student Guidance/Advising Activities 

1. Provide career counseling and academic advising 

2. Follow Curriculum Guides in scheduling to insure timely completion of a program of studies. 

3. Serve special populations 

4. Make appropriate referrals to students with special needs 

5. Maintain appropriate number of students in class and in program 

6. Meet all deadlines related to this function 

College and/or Community Services 

1. Participate in recruitment activities, i.e. career fairs, etc.

2. Maintain program accreditation/certification or program licensure requirements
· Provide service to the college that may include some of the following activities:

· Sponsor student organizations

· Serve on or chair committees

· Conduct or coordinate teaching consultant activities 

· Facilities workshops

· Teaching consultant activities 

· Teach continuing education or customized industry courses

· Provide routine equipment maintenance

· Initiate and write new program proposals

· Serve on NTCC or Campus Committees

· Provide service to the community that may include

· Participate in health fairs

· Participate in charity or community activities

· Participate in community organizations (i.e. Chamber of Commerce, Rotary, Lions Club, Boy Scouts, 4-H Club, etc.)

· Meet all deadlines in this function
Professional Activities, Leadership, and Service
1. Participate in professional development activities that may include
· Complete coursework or degrees
· Membership in professional organizations
· Serve on a Board or in an Office of a professional association
· Present a paper or facilitate a workshop at a professional conference
· Participate in a Leadership Academy
· Serve on an external institutional or program accreditation team
· Participate in industry visits
· Exemplify Leadership role on NTCC or LCTCS Committees, Faculty Council, etc.
· Meet all deadlines related to this function
Duties specific STEP Coordinator:
1. Serve as the primary point of contact who will lead as liaison for all services.
2. Coordinates orientation of Northshore Technical Community College with the STEP Student.
3. Completes the intake processes to include Workkeys pre-assessment and an EEAP action plan.
4. Coordinates the school registration for the student to include verifying PELL grant eligibility, deciding on a particular program and ordering books.
5. Maintains records on the STEP student’s attendance and submits to the Office of Family Support at the end of each month.
6. Submits at the end of each month Performance Indicators Report, Web-based report, and invoice to the LCTCS STEP Coordinator.
7. Conducts counseling once a month with STEP students.
8. Coordinates quarterly meetings with the Office of Family Support.

9. Attends quarterly meetings with the LCTCS STEP Coordinator

. 

10. Responsible for managing all case files on all STEP Students.

11. Participates in audits conducted by LCTCS STEP Coordinator and Legislative Auditors.
12. Coordinates the Workkeys Course and ensures all STEP students are enrolled annually.
13. Attends all Regional and Nation Workkeys conferences annually.
QUALIFICATIONS:  
Required: All applicants must have a minimum of an Associate’s degree and four years work experience in the field.

Preferred: Bachelor’s degree. Experience in technical education and/or post-secondary educational institution
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:
           College and Career Transitions Program Assistant

POSITION TYPE:
Unclassified/Part Time
REPORTS TO: 
NTCC College and Career Transitions Coordinator

DEPARTMENT: 
College and Career Transitions

LOCATION:
Sullivan Main Campus
JOB SUMMARY:

The College and Career Transitions Program Assistant reports directly to the College and Career Transitions Coordinator, and is responsible for assisting the Coordinator with various tasks. The Assistant will help in all College and Career Transitions initiatives within the Northshore Technical Community College’s College and Career Transitions Partnership. He/She will assist in facilitating meetings between secondary school districts, postsecondary colleges, and universities within the Consortium. He/She will work with the Coordinator in the revisions and updating of the articulated courses available to students, as well as working closely with Northshore Technical Community College concerning proper compliance with Perkins regulations.
RESPONSIBILITIES: 
1. Submit all required Perkins CCT reports in a timely manner.
2. Demonstrate and encourage professional growth and improvement.
3. Assist coordinator with local and state business and industry activities.
4. Demonstrate appropriate work ethic (attendance, cooperation, etc.)
5. Manage College and Career Transitions office and external affairs in the absence of Program Coordinator.
6. Assists the Program Coordinator in promoting the Northshore Technical Community College’s College and Career Transitions Education Partnerships between secondary school systems, Northshore Technical Community College Campuses, River Parishes Community College, and Southeastern Louisiana University.
7. Assist with the development and design of workshops, in-services, staff development, applied academics, and articulation agreements for all phases of the College and Career Transitions program.
8. Assist the Coordinator in preparation of funding proposals and budgets, including updates and revisions.
9. Assist the Coordinator in accomplishing goals and objectives of the partnership, such as developing workshop materials, articulation/dual enrolment agreements, and curriculum upgrading and blending.
10.  Assist in the coordination of College and Career Transitions activities for all students including special population and at-risk students. 
11. Represent coordinator at meetings or activities that coordinator cannot attend.

12. Assist in developing and disseminating newsletters, brochures, resource, recruitment, and workshop materials

13. Prepare, maintain, and distribute minutes of partnership meetings.

14. Assist with coordination of all in and out of state CCT funded travel for coordinators and Partners.

15.  Assist coordinator in obtaining, reporting, and maintain data regarding program activities, programs and expenses.
16. Perform any other duties assigned by the NTCC – Campus Dean and College and Career Transitions Coordinator



QUALIFICATIONS:  


Required: NTCC diploma with three years administrative experience or High School diploma and five years of administrative experience.

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

College and Career Transitions Coordinator

POSITION TYPE: 
Unclassified/Part-Time

REPORTS TO: 
Regional Director/Appointing Authority

DEPARTMENT:
College and Career Transitions

LOCATION:

Sullivan Main Campus
JOB SUMMARY:  

This is a part-time position responsible for providing college and career transitions leadership in the region served by Northshore Technical Community College. These services are provided in cooperation and collaboration with the College’s secondary and postsecondary partners in the areas of career pathways, dual enrollment/articulation, professional development, career awareness.  The Louisiana State Perkins Plan, LCTCS policies/initiatives, and input from business and industry provide the frame work for the activities mentioned above. The College and Career Transition Coordinator reports to the fiscal agent.  Policy guidance and accountability measures will be provided by the LCTCS Carl Perkins office
Responsibilities: 

1. Provide strategic College and Career Transition leadership to regional partners to promote collaboration and alignment of the regional goals and objectives between partners as it relates to college and career transitions.

2. Manage regional College and Career Transitions Local Application Plans (LAP) to ensure compliance of approved LAP submitted to the LCTCS office.

3. Develop and submit budget for approval including, processing the required budget paperwork and completing required fiscal reports.

4. Provide Career Pathway development leadership in the region by convening the necessary partners to complete secondary and postsecondary pathway templates.

5. Facilitate Career Pathway implementation by providing regional leadership and technical assistance to facilitate alignment and implementation of local, regional and statewide pathways.

6. Coordinate professional development opportunities in collaboration with state, local and regional institutions/partners for career and technical education teachers, postsecondary faculty and counselors related to career and technical education.

7. Assist with College and Career Transition services by working with secondary, postsecondary and business and industry partners to better understand how to secure and award articulation/dual enrollment scholarships, assist with transfer of articulation/dual enrollment documentation and provide assessment results information for placement when appropriate.

8. Facilitate dual enrollment/articulation/outreach and recruitment for secondary and postsecondary students on a regional level by maintaining relationships with secondary and postsecondary school administrators to align regional initiatives with local and state initiatives.

9. Support data collection and evaluation systems as they pertain to accomplishing College and Career Transitions data outcomes.

10. Pilot innovative practices which involve resource sharing and other learning projects.

11. Promote College and Career Transition services via website and any other publications and/or strategies.

12. Provide Career Awareness information to secondary and postsecondary students as well as other interested parties regarding career-planning opportunities at the postsecondary level.

13. Collaborate and communicate with state and local area school districts, postsecondary institutions, business and industry and other workforce development related agencies to plan and conduct outreach activities.  Encouraging secondary and postsecondary students to continue their education and career pursuits toward upwardly mobile career pursuits.

14. Support executions of statewide-related initiatives developed by the LCTCS Perkins office and attend at a minimum one quarterly meeting with the coordinator.

QUALIFICATIONS:  

Required: Masters degree. Minimum of five years work experience with program implementation. Skills in Microsoft Word, Excel, and PowerPoint required. Internet skills required. Excellent customer service skills required.

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Practical Nurse Instructor/Program Coordinator

POSITION TYPE: 
Unclassified/Full-Time
REPORTS TO: 
Health Occupations Department Head

DEPARTMENT:
Health Occupations

LOCATION:
Florida Parishes Branch Campus

Responsibilities: 
Instructional/Teaching Performance 
1. Utilize innovative, effective, and equitable teaching techniques 

2. Follow course syllabi and outlines 

3. Maintain time on task 

4. Receive favorable student evaluations of instruction 

5. Maintain teaching load practiced by college 

6. Meet deadlines related to this function 
Program Coordination/Instructional Development 
1. Develop Curriculum Guides, course syllabi and outlines, and other instructional materials 

2. Prepare course offering schedule based on Curriculum Guides 

3. Participate in curriculum meetings 

4. Meet all deadlines related to this function 

Program/Instructional Management 

1. Maintain an active advisory committee with required composition of membership, and hold a minimum of two meetings annually 
2. Maintain appropriate student records, i.e., grades, attendance, placement, completion, and licensure statistics (if applicable), etc. 

3. Meet all deadlines related to this function. 
School or Classroom Management 

1. Practice appropriate safety precautions 

2. Maintain student discipline 

3. Meet all deadlines related to this function 

Student Guidance/Advising Activities 

1. Provide career counseling and academic advising 

2. Follow Curriculum Guides in scheduling to insure timely completion of a program of studies. 

3. Serve special populations 

4. Make appropriate referrals to students with special needs 

5. Maintain appropriate number of students in class and in program 

6. Meet all deadlines related to this function 

College and/or Community Services 

1. Participate in recruitment activities, i.e. career fairs, etc.

2. Maintain program accreditation/certification or program licensure requirements


Duties specific Practical Nurse Department:
1. Ensures appropriate adequate physical facilities, equipment and supplies are available to meet program needs.

2. Maintains a library accessible to students and faculty including current reference books and periodicals.

3. Develops a programmatic organizational chart reflecting the relationship between the practical nursing programs, clinical facilities, and educational institution.

4. Ensures that the official NTCC curriculum is utilized in the appropriate sequence.

5. Initiates and maintains inter-agency agreements with clinical sites meeting the accreditation standards established by LSBPNE.

6. Consults with administrative personnel at participating clinical sites to ensure PN program objectives are understood.

7. Validates current licensure for all faculty on an annual basis via visual inspection.

8. Interviews practical nursing faculty after reviewing applications and ensuring applicants meet LSBPNE requirements.

9. Orients new faculty members to program expectations, teaching modalities, and all policies and procedures.

10. Evaluates faculty on an annual basis.

11. Provides leadership to nursing faculty while ensuring students are provided with appropriate learning experiences in both the classroom and clinical settings.

12. Conducts PN faculty meetings on a regular basis to evaluate and improve program and maintains minutes of these meetings.
13. Establish an Advisory Committee composed of a broad spectrum of the community interested in PN education.  Advisory committee to meet at least twice a year and minutes will be maintained.
14. Provides for the protection of all student records and transcripts as described in the Louisiana Administration Code, Title 46; Part XLVII, Subpart I (LAC).
15. Develops admission, evaluation, advancements and completion policies in accordance with LTC and LSBPNE.
16. Encourages student participation in appropriate student organizations aimed to develop self-actualization, leadership and professionalism.

17. Develops a student handbook that includes policies, fees, required supplies and philosophy and objectives of the program.

18. Maintains a master rotation schedule for each class.

19. Evaluates that each applicant for enrollment into PN program meet the admission criteria established by NTCC and LSBPNE.

20. Seeks written approval for advanced credit for applicable students from the NTCC “Nursing and Allied Health Subject Matter Expert/Coordinator.”

21. Maintains student records in accordance with NTCC and LSBPNE requirements.

22. Maintains record of all correspondence with LSBPNE to include memos and reports.

23. Reviews and signs all LSBPNE student evaluation forms on all students admitted to submission.

24. Completes and submits the LSBPNE annual report in a timely manner.

25. Schedules regular meetings with all nursing faculty to evaluate, revise, and improve program.

26. Submits appropriate documentation to LSBPNE AND NTCC relative to any proposed changes to program.

27. Schedules faculty-teaching assignments to allow for adequate preparation, counseling with students and improvement capabilities.

28. Reviews and signs each graduate transcript and submits all necessary documents to LSBPNE in accordance with licensure requirements.

29. Maintains compliance with all LSBPNE requirements as stated in the Louisiana Administrative Code (LAC).

30. Maintain compliance with all NTCC policies.

31. Coordinates efficient functioning of multi programs within the department, where applicable.

QUALIFICATIONS:  
Required: Current RN licensure in state of Louisiana is required as well as approval of Louisiana State Board of Practical Nurse Examiners (LSBPNE). 

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Procurement Specialist 2

POSITION TYPE:
Classified/Full-Time
REPORTS TO: 
Purchasing Manager

DEPARTMENT:
Fiscal Affairs

LOCATION:
Sullivan Main Campus

JOB SUMMARY:

Incumbent in this position exercises considerable judgment in the administration of the overall procurement activity for Northshore Technical Community College, which is composed of three campuses serving students by providing world class technical training, qualified faculty, and successful partnerships with business and industry. The position requires technical proficiency and extensive experience in highly technical and complex procurement procedures. 

Must be thoroughly knowledgeable and proficient in the interpretation of the procurement code, and is responsible for the procurement of goods and services in accordance with Louisiana laws. The incumbent manages the procurement of goods and services, which are specialized in nature, giving rise to unique situations with complex specifications, limited market sources, and close price competition.

Having the ability to perform duties and responsibilities with minimum supervision for the agency purchasing manager. Is responsible for training of customers. Will assist in reviews, analysis and evaluation of policy and procedural changes relative to procurement, while serving as liaison for procurement related inquiries from agency staff.

Requires proficiency in automated procedures through information technology. Is responsible for expediting procurement readiness through the use of e-commerce.
RESPONSIBILITIES: 
1. Performs complex tasks for three campuses from the time of need until the materials are received and approved for use by the campus.

2. Performs advanced journeyman, complex level procurement tasks in a purchasing environment which has unlimited purchasing authority within exempt commodities.  
3. Serves as staff specialist and /or lead worker in several areas of specialty such as Process Technology, Non-destructive Examination, Industrial Instrumentation, Diesel Powered Equipment etc.

4. Performs all procurement tasks for all commodities for the main campus and branch campuses which involves purchasing all equipment, supplies and services by preparing specifications, selecting vendors, soliciting, evaluating bids for price, delivery, terms and conditions and awarding to the lowest responsible and responsive bidder whose bid meets the requirements and criteria as set forth in the solicitation. These duties require detailed knowledge of laws, policies, procedures, rules and regulations pertaining to the specialized areas mentioned above.

5. Handles lease purchase transactions for all campuses within the College.

6. Serves as the lead worker over the other campus’ functioning purchasing receivers/coordinators.

7. Schedules and conducts pre-bid conferences as required.

8. Prepare bid specs for all commodities, based on the requisition, once bids are received, prepares bid summary, once approved then process the information in PeopleSoft generating a Purchase Order. Once signed, order the goods.

9. Follows up on deliveries, receives all goods, receipt and quality of materials.

10. Corresponds with vendors and staff on contract terms, deliveries, quality and order changes.

11. Consolidates economic benefit for all campuses.

12. Responsible for coordination and notification of moveable state property; tagging, reporting, and inventory.

13. Processes all purchases not requiring bids.

14. Once goods are received and invoiced, codes for input into PeopleSoft.

15. Researches items that might be on state contract for price and availability and creates a Purchase Order form this information, when this type of procurement is deemed the most economical.

16. Consolidates purchases of like or common items to obtain maximum economic benefit for the agency.

17. Assists in review, analysis and evaluation of policy and procedural changes to assess impact on programs or field offices (campuses).

18. Exercises the authority to authority to require the staff to comply with the State Purchasing Laws, rules, regulations, policies, standards and procedures to ensure that the procurement function is followed and to insure that proper legal and budgetary reviews are made.
19. Establishes and maintains records of procurement transactions; establishes and maintains files of qualified vendors and procurement policies and procedures.

20. Also, a research the State’s computerized Vendor List for Small and Emerging Business vendors and vendors of specialized goods and services.

21. Reviews and enters requests for new vendors.

22. Provides training, workshops, and guidance to other agency personnel in procurement related tasks, including specialized items being purchased. This includes the complex specialty areas of Process Technology, Non-destructive Examination, Industrial Instrumentation, Diesel Powered Equipment, etc.

23. Provides direction, training, and guidance to campus personnel in resolving routine and non-routine procurement related problems.

24. Investigator complaints on behalf of vendors and agency personnel and issues and recommendations.

25. Maintains a working relationship with facility administrators and instructors as procurement agent, solving procurement related problems.

26. Conducts periodic audits of the purchasing records to ensure compliance with laws, rules, regulations, policies, standards and procedures. .

27. Serve as the lead worker to provide advice and technical assistance to Purchasing Receivers/Coordinators for all campuses.

28. Provides oral and written interpretation of policies and procedures, rules and regulations, revised statutes and internal guidelines for agency personnel and vendors and makes sure they are complying.

29. Updates agencies procurement procedures as needed.

30. Works with outside agencies to procure goods and services.

31. Participates in meetings and hearings with State Purchasing officials.

32. Attends other workshops and training seminars pertaining to purchasing.

33. Analyzes technical information on new or improved items suitable for agency needs and makes recommendations to administrators.
QUALIFICATIONS:  

	MINIMUM QUALIFICATIONS: 
A baccalaureate degree plus one year of professional level procurement experience.

SUBSTITUTIONS: 
Eight years of full-time work experience in any field may be substituted for the required baccalaureate degree only.

Candidates without a baccalaureate degree may combine work experience and college credit to substitute for the baccalaureate degree only, as follows: 

A maximum of 90 semester hours may be combined with experience to substitute for the baccalaureate degree.

15 to 29 semester hours credit will substitute for one year of experience towards the baccalaureate degree.
30 to 44 semester hours credit will substitute for two years of experience towards the baccalaureate degree.
45 to 59 semester hours credit will substitute for three years of experience towards the baccalaureate degree.
60 to 74 semester hours credit will substitute for four years of experience towards the baccalaureate degree.
75 to 89 semester hours credit will substitute for five years of experience towards the baccalaureate degree.
90 or more semester hour’s credit will substitute for six years of experience towards the baccalaureate degree.
College credit earned without obtaining a baccalaureate degree may be substituted for a maximum of six years full-time work experience.

Candidates with 90 or more semester hours of credit, but without a degree, must also have at least two years of full-time work experience to substitute for the baccalaureate degree only.

Certification by the Universal Public Purchasing Certification Council (UPPCC) as a Certified Professional Public Buyer (CPPB) or a Certified Public Purchasing Officer (CPPO) may be substituted for the one year of the professional procurement experience.

NOTE: 
Any college hours or degree must be from a school accredited by one of the following regional accrediting bodies: the Middle States Association of Colleges and Schools; the New England Association of Schools and Colleges; the North Central Association of Colleges and Schools; the Northwest Commission on Colleges and Universities; The Southern Association of Colleges and Schools; the Western Association of Schools and Colleges.

NOTE:
Procurement is defined as purchasing, renting, leasing, or otherwise acquiring any supplies, services, or construction; includes all functions that pertain to the acquisition, including description of requirements, selection and solicitation of sources, preparation and award of contract, and all phases on contract administration and is the combined functions of purchasing, inventory control, traffic and transportation, receiving, receiving inspection, store keeping, and salvage and disposal operations. Dietician Managers with procurement experience will be accepted as qualifying.

Selecting items from catalogs is classified as ordering and is not qualifying. 
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NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:
Project Coordinator – Recovery Workforce Training Program (RWTP)

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Chief Workforce Development Officer

DEPARTMENT:
Recovery Workforce Training Program

LOCATION:
Hammond Area Branch Campus

JOB SUMMARY:

This position is responsible for developing procedures and processes for all aspects of the Recovery Workforce Training Program/Community Development Block Grant. Responsible for organizing all program files and records. Responsible for coordination of all activities associated with RWTP grant training.  

RESPONSIBILITIES: 
1. Collect and process applications from the Hammond, Florida Parishes, Sullivan, and Ascension campuses

2. Meet and assist participants with applications, copy and attach supporting eligibility documentation

3. Work with instructors to complete all participant records

4. Plan, implement, and coordinate meetings

5. Collect, develop, and maintain all reporting and evaluation records

6. Plan and follow-up with the Work Keys testing of students

7. Keep an up-to-date calendar/schedule of all activities of the grant program

8. Work with staff on promotion and outreach of the RWTP program

9. Attain course class rosters and completer lists for each course scheduled

10. Assist with the job placement of participants

11. Assure that instructors have all equipment, textbooks, and supplies
12. Order and check office supplies

13. Perform other duties as assigned by the Chief Workforce Development Officer.

QUALIFICATIONS:  

Required: Minimum of three years work experience with program implementation. Skills in Microsoft Word, Excel, and PowerPoint required. Internet skills required. Excellent customer service skills required.

Preferred: Management experience preferred

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Purchasing Manager

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Accounting Manager

DEPARTMENT:
Fiscal Affairs

LOCATION:
Sullivan Main Campus

JOB SUMMARY:

The Purchasing Manager reports directly to the Accounting Manager and is responsible for supervising all purchasing for Northshore Technical Community College, for maintaining good working relationships with staff and external agencies, for analyzing and ensuring all procurement laws and procedures are followed in accordance with state statutes, administrative codes, revised statutes and NTCC/LCTCS policy.

Responsible for maintaining a good working relationship with the Campus Administrators and the Northshore Technical Community College Accounting staff.

Responsible for ensuring that financial transactions related to all procurement activities and proper and are posted in a timely manner.

RESPONSIBILITIES: 
1. Directs the administration of the centralized procurement program for Northshore Technical Community College.

2. Directs the development, evaluation, and implementation of policies and procedures to improve efficiency and economy for Northshore Technical Community College.

3. Reviews current and long-range goals to facilitate uniform purchasing procedures and controls for Northshore Technical Community College.

4. Reports to the Accounting Manager on procurement policy and procedures and controls for Northshore Technical Community College.

5. Keeps faculty and staff apprised of purchasing requirements and instructs them on the most efficient purchasing practices.

6. Responsible for ensuring staff are thoroughly familiar with all procurement issues through a continual training process.

7. Supervises and evaluates other procurement staff members.

8. Communicates concisely both orally and in writing to external and internal parties. This includes performing analysis and statistical reports detailing each restricted fund’s activity.

9. Other job duties as assigned by Accounting Manager.

QUALIFICATIONS:  

	Required: Bachelor’s degree and 5 years professional level procurement experience, four years of which must have been in supervision of professional staff. Associate’s degree in Business/Accounting with 6 years professional level experience in purchasing may substitute for the Bachelor’s degree requirement.
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Preferred: Experience in a post-secondary educational institution.
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NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Regional Director/Appointing Authority

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Vice President of Workforce Development (LCTCS)

DEPARTMENT:
Administration

LOCATION:
Sullivan Main Campus

JOB SUMMARY:

Responsible for directing and administering all the day-to-day programs and activities of the Regional Technical Education Center.

RESPONSIBILITIES: 
Regional CEO’s are charged with effectively and efficiently executing the following responsibilities:

1. To provide leadership as administrative head of the Region

2. To align regional goals with system wide priorities and goals

3. To appropriately communicate information, implement and interpret policies and procedures that regulate the region

4. To manage and monitor the region’s fiscal affairs with the campus administration to insure there is not deficit spending

5. To propose and establish priorities for submission of the annual operating and capital outlay budgets

6. To provide leadership for region (e.g., technical educational programs including on/off campus classes, business and industry/workforce development training and course offerings)

7. To represent The Technical Education Center within the community (e.g., speaks to Rotary/Chamber groups etc.) and serves as liaison between the Center and the community

8. To create and maintain a positive environment for students, faculty, and staff through student services, well-maintained facilities and grounds, and continually enhance teaching and learning opportunities
9. To conduct annual performance evaluations of all regional personnel and implement and interpret all LCTCS personnel policies

10. To determine services to be offered to the business and industry, community and the general public within the region

11. To implement a comprehensive technical education and student services programs within the region

12.  To work with the system in establishing enrollment targets and to provide leadership in the attainment of established targets

13. To establish and maintain a facilities maintenance and equipment program for the campuses in the region

14. To provide leadership for the planning, funding, and construction for the renovation and construction of facilities on campus

15. To work with area community and civic leaders and elected officials to help bring resources to the region.

16. To work in conjunction with the campus administration to establish and maintain articulation agreement, cross enrollment and transfer opportunities with other colleges and universities

17. To provide leadership in the development, implementation and interpretation of policies and procedures that govern the region’s vocational education programs and student services

18. Determine the offerings and delivery of instructional and technical programs to meet the immediate and long-term needs of business and industry

19. Ensure that collaborations are forged so that the following services are offered within the region: University offerings, distance education opportunities, dual enrollment programs (and the expansion if these programs already exist), adult literacy

20. To work in conjunction with the Vice President for Career and Technical Education

21. To assume additional duties and responsibilities on assignment

QUALIFICATIONS:  

Required: Master’s degree from an accredited institution of higher education; Minimum of five years experience in a higher education setting; Knowledge of current trends in technical college program research, planning and development; Demonstrated success in administration; Professional, applied experience in field with traditional, adult and non-traditional learners; Dynamic leadership, planning, program development, faculty and staff development, and communication skills

Preferred: Doctorate degree from an accredited institution of higher education; Substantial teaching and administrative experience in a technical college

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Restricted Funds Accountant

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Accounting Manager

DEPARTMENT:
Fiscal Affairs

LOCATION:
Sullivan Main Campus

JOB SUMMARY:

The Restricted Funds Accountant reports directly to the Accounting Manager. The restricted funds accountant is responsible for preparing accounting reports, maintaining good working relationships with staff and external agencies, analyzing and interpreting fiscal & accounting records, preparing cost reimbursement requests, and preparing comprehensive & concise accounting reports for restricted funds.

Responsible for maintaining a working relationship with the Chief Workforce Development Officer, grant coordinators, the Human Resources staff and the accounting staff.

Responsible for ensuring that all financial transactions related to restricted funds are proper and are posted in a timely manner.  

RESPONSIBILITIES: 
1. Performs grant administration by establishing grant records, reporting procedures and timetables.

2. Coordinates with the purchasing staff to ensure that purchases relating to restricted funds are completed in accordance with the rules and regulations of each grant/restricted fund. Ensures that there are sufficient restricted funds for each purchase order submitted to purchasing. 

3. Monitors the status of all financial transactions related to restricted funds and insures that those transactions are posted in a timely manner.

4. Works with grant coordinators to ensure that the grant/restricted fund is processed successfully.

5. Ensures all fiscal and accounting reports required by the grant are completed accurately and timely. Analyzes all necessary supporting documentation submitted with reimbursement requests.

6. Monitors grant termination dates and ensures timely submission of reimbursement requests.

7. Supervises and evaluates an Accounting Specialist 2.(If applicable)

8. Approves payment for accounting accuracy, adequate support documentation, and program relevance.

9. Ensures that ledger entries are prepared to maintain each restricted fund.

10. Communicates concisely both orally and in writing to external and internal parties. This includes performing analysis and statistical reports detailing each restricted fund’s activity.

11.  Coordinates with the Accounting Manager for the timely and accurate reporting of various schedules for year-end financial statement reporting relating to restricted funds.  This may include accounts receivable, federal and state revenue, compensated absences valuation, etc.

12. Ensures that all grant receivables are collected and that all grant revenues/receivables are classified timely.

13. Performs other duties assigned by the Accounting Manager.

QUALIFICATIONS:  

Required: Bachelor’s degree in Business/Accounting required and 1 year professional level experience in accounting or auditing. Associate’s degree in Business/Accounting with 4 years professional level experience in accounting may substitute for the Bachelor’s degree requirement. A master’s degree in Business/Accounting may substitute for the 1 year experience.

Preferred: Experience in a post-secondary educational institution. Knowledge of grant accounting and PeopleSoft experience preferred.

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

STEP Coordinator

POSITION TYPE: 
Unclassified/Part-Time
REPORTS TO: 
Campus Dean

DEPARTMENT:
Student Affairs

LOCATION:
Florida Parishes Branch Campus
Responsibilities: 
1. Responsible for the coordination of the campus STEP Program.
2. Reviews program cost sheets with student and orders all books, uniforms, etc.
3. Assesses each STEP participant and maintains a student progress record on each student.
4. Provides Workkeys assessment and training to each participant to gain a Work Ready Certificate.
5. Mentors the student throughout his/her educational training program.
6. Promotes the STEP Program by providing professional presentations, sitting on local boards and participating in community events.
7. Responsible for organizing and hosting local STEP Work Group Meeting each quarter.
8. Prepares and submits local, regional and state reports as directed.
9. Assists students with advising and counseling activities related to academic, career and job placement areas.
10. Assists with student activities and sponsors student activity groups.
11. Completes other tasks assigned by Campus Dean.

QUALIFICATIONS:  

Required: Bachelor's Degree from an accredited four-year institution.

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Student Affairs Officer

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Associate Dean

DEPARTMENT:
Student Affairs

LOCATION:
Sullivan Main Campus

JOB SUMMARY:

The Student Affairs Officer is responsible for managing the advising, testing and retention programs including the following: academic advising, career development, study skills laboratory, transfer center, testing, and special services for disabled students. Responsible for the administration of institutional, federal, and state financial aid programs in accordance with fundamental guidelines and requirements.

RESPONSIBILITIES: 
1. Develops and coordinates the activities and events necessary for implementation of the Advising Plan and supervises the advising staff.
2. Supervises and is ultimately responsible for the activities of the following: Career Services and Job Seeking Skills; the Testing and Special Student Services (disabled students); the Transfer Center.
3. Serves on committees, participates in, and supports college wide programs concerned with: advising, student academic progress, orientation, and enrollment management.
4. Supervises advising of students transferring out to ensure students are accurately advised for the institution in which then intend to enroll.
5. Develops and implement programs to counsel and follow-up on at-risk students.
6. Coordinates efforts to meet needs of disabled students.

7. Collaborate with other student affairs offices to register/advise all incoming students.
8. Directs several agency programs on state and federal levels.
9. Severs as a major liaison function with surrounding public schools, community colleges, universities, and appropriate business/industry and community groups in forgoing partnerships to enhance academic opportunities for students.
10. Analyze and prepares detailed reports on any phase of organizational activity, indicating recommendation for revising procedures to improve operations.
11.  Supervises student record activities such as, maintaining student files and central records, transcripts, admissions, registration and graduation.
12. Collects and supervises the collection and preparation of data for various reports.
13. Coordinate and collect placement and follow-up information from students and employers.

14. Handle recruitment and advertisement.

15. Handle career, personal and financial counseling.

16. Process various financial aid for the students on the campus.

17. Participate in Career Day activities at various schools and agencies.

18. Write grants to acquire funds for various programs.

19. Ability to interact with the public demonstrating a high degree of diplomacy and ethical standards

20. Experience in working with diverse student body.

21. Supervise, collect, and distribute data in the area of Student Affairs

22. Other job duties as assigned by the Associate Dean.
QUALIFICATIONS:  

Required: Master’s degree in Education or in a related field and three years experience at senior-level administration and supervision.
Preferred: Experience in technical education and/or post-secondary educational institution. 

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Student Worker

POSITION TYPE: 
Unclassified/Part-Time
REPORTS TO: 
Maintenance Repairer 2

DEPARTMENT:
Maintenance

LOCATION:
Sullivan Main Campus
Responsibilities: 
1. Report any maintenance related jobs to the Maintenance Repairer 2.
2. General building cleaning (sweeping, dusting, moping, etc.)
3. Empty all trash cans located on campus.
4. Clean building: windows, floors, bathrooms, walls, ceilings.
5. Fill paper towel dispensers throughout the campus.
6. Restock all bathrooms with toilet tissue daily.
7. Clean all glass windows and doors on campus.
8. Pick up all trash on campus grounds.
9. Empty all outside ash trays of cigarette butts.
10. Help Maintenance Department, when needed.
11. Any other duties as assigned by the Dean, Facilities and Property Control Manager or Maintenance staff.
QUALIFICATIONS:  

Required: Full-time student enrolled in a day program. Ability to work with others.
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Veterinary Assistant Instructor Aide

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Veterinary Program Director/Instructor

DEPARTMENT:
Veterinary Assistant/Technician

LOCATION:
Florida Parishes Branch Campus

JOB SUMMARY:

To work with program director/instructor’s in coordinating clinical rotations for NTCC students. This position will include patient care, supervision of students and animals under the direct instruction of the instructor, assist instructor in clinical labs where client/patient interaction, physical examinations, vital signs as well as histories are obtained, taking a complete history from clients, performing all veterinary office and hospital duties in addition to other clinical lab duties dictated by the AVMA. 
RESPONSIBILITIES: 
1. Assist in providing daily care of patients
2. Proper handling and restraint techniques
3. Coordination of all clinical rotations for students
4. Supervise students and animals under direct supervision from the instructor 
5. Assist with clerical and online classes with secondary pilot study
6. Assist with Veterinary Assistant/Veterinary Technician reporting 
7. Work with advisory council members and adhere to the CVTEA and AVMA guidelines for accredited programs
8. Coordinate daily routine financial transactions and obligations
9. Coordinate with outside entities to reinforce subject matter
10. Other assignments as directed by the Veterinary Program Director
QUALIFICATIONS:  

Required: High School Diploma or GED required. Must be a Veterinary Assistant and/or working toward Certificate in Technical Studies (CTS) in Veterinary Assistant. Prefer a minimum of two years experience in a clinical setting. Knowledge in providing daily care of patients. Knowledge of proper handling and restraint techniques. Familiar with practice of preventive medicine. Ability to work well with clients and co-workers. Knowledge of financial transactions and obligations. Understand the veterinary, client, patient relationship. Ability to multi-task in a chaotic setting, must be focused, organized and professional. Experience in phone, office skills as well as fluency in computer programs such as Microsoft Office Products (Word, Excel and Power Point).
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

Veterinary Assistant Instructor/Program Director

POSITION TYPE: 
Unclassified/Full-Time
REPORTS TO: 
Campus Dean

DEPARTMENT:
Veterinary Assistant/Technician

LOCATION:
Florida Parishes Branch Campus

JOB SUMMARY:

Employee will be responsible for setting up a vet assistant (Diploma Program) program leading to a vet technician program (AAS Degree).  Employee will develop curriculum for both proposed programs.  Curriculum development will include working with existing programs and LCTCS to get program approvals.

 

Individual will coordinate technical college programs with Northshore Technical Community College’s secondary programs as well as work with the Sullivan Prison Program.  As this will be a new program for the NTCC, the employee will be responsible for working with business and industry to make sure that the training offered meets demands of the workforce.

 

Employee will be responsible for developing lists for equipment and supplies.  Individual will meet with area veterinarians to determine the state-of-art equipment needed as well as to set up partnerships for student internships.

 

Employee will be responsible for teaching credit and noncredit courses for the Florida Parishes Campus and any other campus offering the vet assistant classes.

Responsibilities: 
Instructional/Teaching Performance 
1. Utilize innovative, effective, and equitable teaching techniques 

2. Follow course syllabi and outlines 

3. Maintain time on task 

4. Receive favorable student evaluations of instruction 

5. Maintain teaching load practiced by college 

6. Meet deadlines related to this function 
Program Coordination/Instructional Development 
1. Develop Curriculum Guides, course syllabi and outlines, and other instructional materials 

2. Prepare course offering schedule based on Curriculum Guides 

3. Participate in curriculum meetings 

4. Meet all deadlines related to this function 

Program/Instructional Management 

1. Maintain an active advisory committee with required composition of membership, and hold a minimum of two meetings annually 
2. Maintain appropriate student records, i.e., grades, attendance, placement, completion, and licensure statistics (if applicable), etc. 

3. Meet all deadlines related to this function. 
School or Classroom Management 

1. Practice appropriate safety precautions 

2. Maintain student discipline 

3. Meet all deadlines related to this function 

Student Guidance/Advising Activities 

1. Provide career counseling and academic advising 

2. Follow Curriculum Guides in scheduling to insure timely completion of a program of studies. 

3. Serve special populations 

4. Make appropriate referrals to students with special needs 

5. Maintain appropriate number of students in class and in program 

6. Meet all deadlines related to this function 

College and/or Community Services 

1. Participate in recruitment activities, i.e. career fairs, etc.

2. Maintain program accreditation/certification or program licensure requirements
· Provide service to the college that may include some of the following activities:

· Sponsor student organizations

· Serve on or chair committees

· Conduct or coordinate teaching consultant activities 

· Facilities workshops

· Teaching consultant activities 

· Teach continuing education or customized industry courses

· Provide routine equipment maintenance

· Initiate and write new program proposals

· Serve on NTCC or Campus Committees

· Provide service to the community that may include

· Participate in health fairs

· Participate in charity or community activities

· Participate in community organizations (i.e. Chamber of Commerce, Rotary, Lions Club, Boy Scouts, 4-H Club, etc.)

· Meet all deadlines in this function
Professional Activities, Leadership, and Service
Participate in professional development activities that may include
· Complete coursework or degrees
· Membership in professional organizations
· Serve on a Board or in an Office of a professional association
· Present a paper or facilitate a workshop at a professional conference
· Participate in a Leadership Academy
· Serve on an external institutional or program accreditation team
· Participate in industry visits
· Exemplify Leadership role on NTCC or LCTCS Committees, Faculty Council, etc.
· Meet all deadlines related to this function
Duties specific Veterinary Assistant Program Director:
1. Responsible for setting up a vet assistant (Diploma Program) program leading to a vet technician program (AAS Degree).  
2. Develop curriculum for proposed program.  Curriculum development will include working with existing programs and LCTCS to get program approvals.
3. Coordinate technical college programs with College’s secondary programs as well as work with the Sullivan Prison Program.  
4. Partner with business and industry to make sure that the training offered meets demands of the workforce.
5. Organize lists for necessary equipment and supplies. Requires meeting with area veterinarians to determine the state-of-art equipment needed.
6. Partner with area veterinarians to establish student internship avenues
7. Responsible for teaching credit and noncredit courses for Florida Parishes Campus and any other campus offering the vet assistant classes.
QUALIFICATIONS:  
Required: Bachelors Degree, from a regionally accredited college or university that includes 15 credit hours in the teaching discipline. Also, must be a Licensed Veterinarian and a graduate of an AVMA accredited vet school.
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

YouthBuild Bogalusa Construction Coordinator Instructor Assistant


POSITION TYPE:
Unclassified/Part-Time
REPORTS TO: 
YouthBuild Program Manager

DEPARTMENT:
YouthBuild Bogalusa

LOCATION:
Sullivan Campus (YouthBuild Facility)
JOB SUMMARY:

To assist the instructor in coordinating the construction of affordable housing units and the on-site construction training of young people, including the supervision of the graduate assistant crew chief(s).  Duties would be carried out in cooperation with the Northshore Technical Community College – Sullivan Campus and other members of the development team.

.
RESPONSIBILITIES: 
1. With other members of the YouthBuild Bogalusa Team, interview program applicants for inclusion in the YouthBuild Bogalusa program
2. Develop detailed construction plans and schedules. 
3. Coordinate and monitor the progress and quality of work.
4. Develop construction budget and monitor costs.
5. Manage bid process and coordinate subcontractors.
6. Order supplies and materials.
7. Define weekly work assignments and priorities for construction trainer and trainees.
8. Teach trainees the skills necessary for construction of a house including demolition, framing, interior work, etc. and appropriate use of equipment and tools ensuring that trainees get consistent and adequate skills training.
9. Help set standards for appropriate behavior and ways to handle problems on the construction site.
10. Provide supportive guidance and encourage the development of trainees leadership skills

11. Ensure worksite safety and learning of safety procedures, and demonstrate proper construction techniques; supervise and evaluate the graduate assistant crew chief(s).
12. Identify private contractors or developers who might be interested in collaborative partnerships with YouthBuild Bogalusa and willing to work with young people as construction trainees.
13. Assist the Case Manager in the connection of qualified trainees with viable job or other placement opportunities relative to carpentry.
14. Maintain service projects throughout the program.
15. Participate as part of management team in program planning and decision-making and keep Program Director informed of progress, problems and needs of the on-site construction work and training.
16. Assist in the development of job opportunities for trainees in conjunction with other members of YouthBuild Bogalusa Team and where appropriate, assist trainees in setting career goals.
17. Other assignments as directed by the YouthBuild Bogalusa Program Director.

Performance Outcome Responsibilities:
As a vital member of the YouthBuild Bogalusa team you are responsible for the achievement of the performances standards outlined below, please note that a majority of your performance evaluation will be based on these outcomes.

	Performance Standard
	Excellent
	Very Good
	Satisfactory

	Student

Monthly attendance
	93%

24 students
	85%

22 students
	80%

20 students

	Student

Retention
	82%

21 students
	71%

18 students
	63%

16 students

	Placement of completers
	90%


	86%


	79%



	Placement of enrollees
	N/A
	N/A
	50%

12 students

	 Wage of completers

 (% above minimum wage)
	51%


	25%


	15%




QUALIFICATIONS:  
Required: Bachelors degree with experience in construction or related field and high risk youth. 

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

YouthBuild Bogalusa Developmental Education Instructor Assistant


POSITION TYPE:
Unclassified/Part-Time
REPORTS TO: 
YouthBuild Program Manager

DEPARTMENT:
YouthBuild Bogalusa

LOCATION:
Sullivan Campus (YouthBuild Facility)
JOB SUMMARY:

To assist the instructor in teaching basic skills (Language, Writing, and Mathematics) and GED preparation, modifying the curriculum and materials as required; addressing individual and program needs.  To assist in the coordination, development or adaption of a career-oriented curriculum in cooperation with the YouthBuild Bogalusa team.

.
RESPONSIBILITIES: 
1. With other members of the YouthBuild Bogalusa team, interview program applicants for inclusion in the YouthBuild Bogalusa program.
2.  Conduct evaluation of participant aptitudes, abilities, interests and achievements to develop individualized student educational plans.
3. Teach basic skills to students at various academic levels integrating information from these areas:  construction work, the racial and cultural heritages of trainees, and community history or issues 
4. Adapt curriculum and develop additional materials according to the needs of the program and trainees
5. Develop learning contracts/individualized lesson plans for each trainee, and assess trainee academic progress by reviewing and updating plans regularly.
6. Modify curriculum and materials in conjunction with construction and counseling staff
7. Integrate group instruction, self-paced classroom instruction, and computerized instruction
8. Coordinate with outside entities to reinforce subject matter
9. Participate in special projects
10. Serve as student mentor
11. Implement attendance policies and procedures consistently
12. Work as a member of the total staff team integrating basic skills with construction site activities
13. Collaborate with the counselor to deliver and otherwise coordinate training designed to improve life and leadership skills
14. Collaborate with the Counselor to plan educational outings that strengthen both leadership and academic abilities.
15. Participate in weekly staff meetings and Youth Leadership meetings as required
16. Provide Program Director with weekly progress reports on YouthBuild trainees
17. Provide liaison between YouthBuild Program and Technical College on matters pertaining to basic education and GED activities associated with the YouthBuild Program
18. Provide student appraisal and test interpretation
19. Collect and evaluate data on participants to evaluate student progress and program accomplishments
20. Assist in the coordination and implementation of graduation/and other celebratory ceremonies
21. Other assignments as directed by the YouthBuild Bogalusa Director

Performance Outcome Responsibilities:

As a vital member of the YouthBuild Bogalusa team you are responsible for the achievement of the performances standards outlined below, please note that a majority 

of your performance evaluation will be based on these outcomes.

	Performance Standard
	Excellent
	Very Good
	Satisfactory

	Student

Monthly attendance
	93%

24 students
	85%

22 students
	80%

20 students

	Student

Retention
	82%

21 students
	71%

18 students
	63%

16 students

	Two Level Grade Increase
	N/A
	N/A
	80%

20 students

	GED attainment
	76%

19 students
	61%

16 students
	46%

12 students

	
	
	
	


QUALIFICATIONS:  
Required: Bachelors degree with classroom experience and high risk youth. 
NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

YouthBuild Bogalusa Program Assistant

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
YouthBuild Program Manager

DEPARTMENT:
YouthBuild Bogalusa

LOCATION:
Sullivan Campus (YouthBuild Facility)
JOB SUMMARY:

Provides administrative support services and fiscal management to the YouthBuild Bogalusa Program and assists the YouthBuild Bogalusa Program Director in managing daily operations of the program.  

RESPONSIBILITIES: 
1. With other members of the YouthBuild Bogalusa Team, interview program applicants for inclusion in the YouthBuild Bogalusa program.
2. Receives and refers incoming program messages.
3. Prepare and type reports, records and other correspondences as needed.
4. Orders and maintain supplies for office and staff.
5. Participate in weekly staff meetings and Youth Leadership meetings as required.
6. Provide Program Director with weekly progress and monthly financial reports.
7. Sets up accounts and bookkeeping procedures for new YouthBuild grant programs and activities.
8. Posts and journalizes complex federal and state grant accounts having different allowable expenditures.
9. With the Program Director, reviews and approves records of grant financial transactions to ensure that transactions have received proper authorization, are legitimate and follow technical college and granting agency requirements, and are accurate and complete.
10. Prepares required financial statements and fiscal reports which include the compilation and analysis of data required for specialized federal quarterly, semi-annual, annual, and close-out reports.

11. Prepares and monitors program budget - monitors and forecasts program revenues and expenditures.
12. Prepares separate and combined statements of revenues, expenditures, and changes in fund balance(s).
13. Performs accounts payable and accounts receivable functions.
14. Draws down federal grant payments on a monthly basis.
15. Upon approval from Program Director, processes all purchase requisitions and purchase orders.
16. Ensures through the NTCC financial network that all vendors are paid in a timely manner for products or services provided.
17. Processes all data contained on student time sheets, maintains participant payroll accounts, enters relevant data for processing participant checks, receives and distributes participant pay checks, and, as part of a broader disciplinary program designed to ensure appropriate participant time and attendance, develops and distributes probationary letters and termination letters to students who violate program time and attendance requirements.
18. Informs students of attendance contract violations and provides documentation for the file on students who are terminated for violations.
19. Assists Program Director in developing and designing workshops, in-services, and staff development activities.
20. Assist in coordination of graduation/and other celebratory ceremonies
21. Other assignments as directed by the YouthBuild Bogalusa Program Director

Performance Outcome Responsibilities:

As a vital member of the YouthBuild Bogalusa team you are responsible for the achievement of the performances standards outlined below, please note that majority 

of your performance evaluation will be based on these outcomes.

	Performance Standard
	Excellent
	Very Good
	Satisfactory

	Student

Monthly attendance
	93%

24 students
	85%

22 students
	80%

20 students

	Student

Retention
	82%

21 students
	71%

18 students
	63%

16 students


QUALIFICATIONS:  
Required: Four years of experience in bookkeeping, accounting, and payroll.  Additional experience in statistical, numerical computation or report writing duties, are considered a plus.
Substitutions: An Associate Degree in Accounting from an accredited college, university, will substitute for three years of the required experience.

An Associate Degree in Accounting Technology from a Northshore Technical Community College may be substituted for three years of the required experience.

Completion of Computerized Accounting Training at a technical institute through the Workforce Investment Act which includes single proprietorship and partnership accounting practice sets will substitute for one year of the required experience.

Completion of an Accounting Technician program of at least twelve months duration approved by the Department of Civil Service from a business school or technical institute may be substituted for one year of the required experience.
Excellent oral and written communication skills. Strong commitments to helping young people succeed in an innovative training program to reorient their lives and nurture their leadership skills. Excellent organizational skills. Strong computer skills and knowledge of database systems. Understanding of issues facing young people who are high school drop- outs and their socioeconomic challenges. Ability to establish rapport and relate sensitively to a multiracial and multicultural group of young people. Strong commitment to helping young people succeed in an innovative training program to reorient their lives and nurture their leadership skills. Demonstrated ability to work as a team member.

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
TITLE:

YouthBuild Program Manager

POSITION TYPE:
Unclassified/Full-Time
REPORTS TO: 
Executive Director

DEPARTMENT:
YouthBuild Bogalusa

LOCATION:
Sullivan Main Campus (YouthBuild Facility)

JOB SUMMARY:

Manage daily program operations, including oversight of the trainee payroll and disciplinary systems with a focus on promoting trainees’ total wellbeing, and oversight of the educational, counseling, leadership development, and graduate programs.  Facilitate coordination and team work among staff. 
RESPONSIBILITIES: 
1. Organize and manage internal program operations: monitor daily functioning of operations and review attendance and payroll records.
2. Manage enforcement of the contract between YouthBuild and the trainees, including: regular meetings with all trainees on the status of their contract, complete records related to disciplinary actions taken, and decisions on disciplinary action, counseling or other interventions.
3. Develop systems to improve program operations, coordination, and collaboration                                                               among staff.
4. Attend events and /or meetings that enhance capacity and strengthen the efforts of YouthBuild Bogalusa
5. Manage educational and counseling program, and supervise teaching and counseling staff.
6. Assist in planning and organizing recognition events and awards ceremonies.
7. Report to Executive Director on program status, needs, and problems.
8. Participate in overall program planning and decision making as part of the      management team.
9. Provide support and assistance to all staff members.
10. Insure that leadership development philosophy and programs are being carried out.
Performance Outcome Responsibilities:

The Program Director will ensure that the following performance outcome responsibilities are achieved to sustain a minimum “satisfactory” program rating:
1. Maintain at least a 80-84 percent attendance rate
2. Maintain at least a  63-70 percent retention rate
3. Maintain at least a 79-85 percent job/school placement rate; 15-24 percent of job placements above minimum wage
4. Ensure that at least 46-60 percent of trainees achieve their GED
5. Ensure that 95 percent of eligible trainees are registered voters
6. Ensure that 80 percent of trainees will gain two grade levels upon completion of the program
QUALIFICATIONS:  

	Required: Master’s degree in counseling, education, human services or related field, or equivalent experience. Five years’ experience in counseling or alternative education in community-based setting. Strong management and supervisory skills. Respect for the ideas and intelligence of young adults. Strong commitment to helping young people succeed in an innovative training program, to reorient their lives, nurture their leadership skills, and enable them to make a difference in their community. Ability to establish rapport and relate sensitively to a multiracial and multicultural group of young people and staff. Excellent oral and written communication skills. Ability to build team skills. Excellent interpersonal skills with nonjudgmental approach and style
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