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ALLEN COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION: CRIMINAL JUSTICE STUDIES PROGRAM COORDINATOR
1.00
GENERAL STATEMENTS

1.01 Position Scope

a. The Criminal Justice Studies Program Coordinator will teach up to 24 credit hours of CJS coursework per year and coordinate the CJS program.

2.00
SPECIFIC STATEMENTS

2.01 Position Function and Category

a. Reporting Relationship:  Dean for Academic Affairs, as assigned
b. Function/Category of Position:  Management/Supervisory

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

d. Salary Category:  IV
2.02 Supervision

a. Supervision Received:  Reports to Dean for Academic Affairs, as assigned.
b. Supervision Exercised:  Coordinates Criminal Justice Studies adjunct instructors and may supervise work study students.
2.03 Key Areas of Responsibility

a. Teach up to 24 credit hours of coursework per academic year.
b. Serve as primary academic and career advisor for students in the Criminal Justice Studies program or students seeking CJS certificates.
c. Develop agency contacts and administer internship and practicum courses.
d. Recruit students for the Criminal Justice Studies program.
e. Assist in developing and disseminating Criminal Justice Studies promotional materials and marketing the CJS program.
f. Serve as contact person for business and industry and agencies and organizations affiliated with the Criminal Justice field.
g. Assist with career and technical education reporting for the program.
h. Assist with scheduling of Criminal Justice Studies program courses.
i. Assist with identifying and recommending program adjunct instructors.
j. Develop new courses as needed or directed to maintain program relevance and sustainability.
k. Develop and provide Continuing Education training for Criminal Justice professionals as appropriate for the program.
l. Research Criminal Justice Studies-focused grant opportunities and lead program grant development and writing.
m. Provide leadership for the Criminal Justice Studies Advisory Board, along with formation and conducting of regular CJS Advisory Board meetings.
n. Perform other duties as assigned.
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