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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION: VICE PRESIDENT FOR STUDENT AFFAIRS
1.00 
GENERAL STATEMENTS

1.01 POSITION SCOPE
a. The Vice President for Student Affairs at Allen Community College provides strategic vision, leadership, and direction for student services. This role ensures a student-centered environment by developing, implementing, and assessing policies, programs, and initiatives that support recruitment, retention, academic success, and overall student well-being. 
b. The Vice President for Student Affairs will foster collaboration among academic, administrative, and student service units to enhance the educational experience and contribute to the College’s mission. 

2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category

a. Reporting Relationship: President
b. Function/Category of Position: Administrative

c. Length of Contract: 12 months (July 1 through June 30 annually)

2.02
Supervision

a. Supervision Received:

The Vice President for Student Affairs reports directly to the President.
b. Supervision Exercised:

The Vice President for Student Affairs supervises directors, coordinators, and activity sponsors as assigned.

The Vice President for Student Affairs supervises administrative assistants and clerical workers as assigned.






The Vice President for Student Affairs supervises work-study and other student workers as assigned.

2.03 Key Areas of Responsibility

a. Strategic Leadership & Planning:
1. Develop and implement short- and long-term strategic plans for student services that align with the College’s mission and goals.

2. Participate in institutional planning as a member of the President’s Cabinet and contribute to forming general College policies.

b. Student Services Management:
1. Oversee all aspects of student services, including recruitment, admissions, academic advising, counseling, financial aid, registration, housing, athletics, and retention efforts.

2. Ensure effective delivery of student services across all College locations, including on-campus and virtual support systems.

3. Facilitate developing, implementing, and assessing comprehensive student retention efforts.

4. Ensure the student services materials are current and effectively communicated.

5. Manage student life functions, including housing, extracurricular activities, and student organizations, to enrich the campus experience.

c. Policy Development & Compliance:
1. Formulate and implement policies and procedures related to student conduct, grievance resolution, and due process, ensuring compliance with federal, state, and College regulations (e.g., Title IX, FERPA).

2. Oversee the development and annual updates of the College Catalog and student handbooks in collaboration with relevant departments.

d. Budget & Resource Management:
1. Develop and manage the annual budget for student affairs, ensuring efficient allocation of resources and adherence to financial policies.

2. Identify facility and equipment needs for student services and collaborate with other administrators to address these requirements.

3. Facilitate the budget development process and maintain fiscal responsibility across all student services activities.

e. Supervision & Team Leadership:
1. Directly supervise and evaluate the Student Affairs division's directors, coordinators, and administrative staff.

2. Facilitate professional development, mentoring, and performance reviews to build a high-performing team.

3. Develop effective communication through regular work area meetings and lead the College mentoring program for probationary staff.

4. Conduct performance evaluations and support appropriate college personnel in monitoring student progress and success.

f. Campus & Community Engagement:
1. Serve as the primary liaison for student-related matters, representing the College to external stakeholders, community organizations, and partner agencies.

2. At times, present updates, reports, and strategic information to the Board of Trustees, community leadership groups, and the overall college population. 

3. Support student success initiatives, ensuring all students can access necessary resources and support.

4. Establish and nurture collaborative relationships with academic deans, faculty, and administrative leaders to optimize service delivery.

5. Participate in College Councils, standing committees, task forces, and other institutional bodies to ensure alignment of student services with broader institutional goals.

g. Additional Responsibilities:
1. Oversee the College’s student complaints and disciplinary processes to ensure timely and fair resolutions.

2. Coordinate with academic leaders to implement student progress monitoring and retention strategies.

3. Assume other duties as assigned by the President
2.04 Position Requirements and Qualifications

a. Education:

1. Master’s degree in Higher Education Administration, Student Affairs, or a related field is required.

2. A Doctorate is preferred.

b. Experience:

1. A minimum of eight (8) years of progressively responsible experience in higher education, with demonstrated senior-level leadership in student affairs or related areas. 

2. Proven experience in strategic enrollment management, student support services, and policy development.
c. Skills and Abilities:

1. Excellent written, verbal, and interpersonal communication skills.

2. Strong leadership, project management, and strategic planning skills with the ability to manage multiple priorities in a fast-paced environment.

3. Proficiency in the use of relevant technology and integrated software systems.

4. Demonstrated ability in strategic planning, budget management, and data-driven decision-making.

5. Ability to work independently, exercise sound judgment, and collaborate effectively with diverse teams.

d. Work Environment and Physical Demands:

1. This is primarily office-based, with occasional travel required for events, meetings, and professional development. The role demands regular use of computers, phones, and other office equipment and the ability to participate in extended periods of standing or walking during campus events. 
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Allen Community College is committed to fostering an inclusive environment and welcomes candidates who can contribute to our institution's continued success and positive public profile.  Allen Community College is an Equal Opportunity Employer.


