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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  DIRECTOR OF WORKFORCE DEVELOPMENT & APPRENTICESHIPS 
1.00 GENERAL STATEMENTS
1.01 Position Scope
a. The Director of Workforce Development & Apprenticeships is responsible for programs offered to business, industry, government, citizens, and nonprofit agencies. This position will be a public-facing position with varied duties as it pertains to developing new and maintaining existing partnerships and programs. This position is responsible for initiating, tracking, managing, and fostering relationships with business and industry for the purpose of promoting apprenticeship programs. Serves as the primary point of contact for businesses.
b. The Director of Workforce Development & Apprenticeships will collaborate with College administration, faculty, and staff to ensure state and federal regulations are met within the areas specific above. 
2.00
SPECIFIC STATEMENTS
2.01
Position Function and Category
a. Function/Category of Position: Management/Supervisory
b. Length of Contract: 12 months (July 1 through June 30 annually)
c. Salary Category: V
2.02 Supervision
a. Supervision Received: 
-Dean for CTE & Industry Partnerships
b. Supervision Exercised: 
-Support staff, student workers as assigned
2.03 Key Areas of Responsibility
a. Provides leadership for the planning, development, and delivery of workforce development contacts and apprenticeship programs offered for credit and not for credit.
b. Develop effective processes and systems to ensure accurate and complete execution of Registered Apprenticeship Sponsor/Apprentice registration.
c. Oversees data entry in the RAPIDS system with Kansas Dept. of Commerce.
d. Leads and supports events, trainings, and more as it relates to registered apprenticeships.  Events could be, but are not limited to summits, monthly calls, trainings, roundtables, conferences, social media and more.
e. Plans personal professional development designed to keep abreast of the technical requirements of employees in modern manufacturing facilities, health care institutions, and business environments.
f. Provides ongoing evaluation of programs to assess student academic achievement.
g. Seeks program input from faculty and advisory committees for the planning and evaluation of programs.

h. Develops and oversees the program budget.

i. Evaluates faculty and facilitators to ensure high quality, student-centered, effective learning and training environments.
j. Recruits qualified faculty and facilitators that meets the expectations of clients.

k. Meets regularly with instructors and staff to plan activities, communicate expectations, and support professional development activities.
l. Supervises the development of course and program curriculum and learner outcomes for programs being offered as either credit, non-credit, or apprenticeship-based hours.
m. Actively develops business and industry relationships, represents the college on relevant committees and boards, and performs regular business site visits to ensure quality apprenticeship experiences and promote training opportunities.
n. Seeks and manages grants that provide training opportunities for employees and citizens and funding for the college.
o. Other duties as assigned.
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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.

