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ALLEN COUNTY COMMUNITY COLLEGE

POSITION DESCRIPTION:  BUILDING COORDINATOR
1.00
GENERAL STATEMENT

1.01
Position Scope

a. The Building Coordinator is responsible for the coordination of Allen academic programming at the assigned high school and for assuring that the program is directed toward the fulfillment of the mission and philosophy of the college.

b. The Building Coordinator participates in the formation of general college procedures by referring items to the Director of High School Partnerships.
2.00
SPECIFIC STATEMENTS

2.01 Position Function and Category

a. Reporting Relationship:  Director of High School Partnerships
b. Function/Category of Position:  Academic/Management 

c. Terms of Employment:  Annual approval

d. Salary Category:  Supplemental

2.02 Supervision

a. Supervision Received:  The Building Coordinator reports directly to the Director of High School Partnerships.
b. Supervision Exercised:  None.  The Building Coordinator serves as liaison between the administration and/or adjunct instructors, and the Director of High School Partnerships.
2.03 Key Areas of Responsibility

a. Represent College in a positive way to the school district and the families it serves.
b. Identify potential courses to be offered and obtain approval with the Director of High School Partnerships.
c. Assist the Director of High School Partnerships in recruitment and qualification of instructors.
d. Schedule and conduct enrollment at the high school. 
e. Distribute books and materials to instructors and students, and/or train on how to access course materials within the Learning Management System.
f. Attend all in-services at Allen Community College, participate in coordinator meetings to review enrollment procedures, discuss common administrative and educational concerns. 
g. Advise the Director of High School Partnerships of issues and serve as local contact for resolution of such issues.
h. Advise students who seek CTE/academic information or connect students to Director as needed. 
i. Assist instructors with the logistics at the beginning of each semester.
j. Be available to instructors as necessary.
k. Communicate educational needs of the high school to the Director of High School Partnerships.
l. Support efforts to improve services, i.e., enrollment, advisement, library resources, financial aid, and student support services.
m. Follow policy and procedures for academic courses that are outlined by the college. 
n. Remain competent and current through professional reading and attending training and/or courses as appropriate. 
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Allen Community College is committed to a policy of nondiscrimination on the basis of race, sex, color, national origin, religion, age, and disability in admissions, educational programs or activities, and employment; all as required by applicable laws and regulations under the Title VI Civil Rights Act of 1964, the Title IX Regulations of 1972, Section 504 of the Social Rehabilitation Act of 1973, and the Americans with Disability Act of 1990. Responsibility for coordination of compliance and receipt of inquiries has been delegated to the Vice President for Student Affairs, Allen Community College, 1801 North Cottonwood Street, Iola, Kansas 66749, 620-365-5116, vpsa@allencc.edu.
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