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ALLEN COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  MACHINING & MANUFACTURING PROGRAM DIRECTOR
1.00
GENERAL STATEMENTS

1.01 Position Scope

a. The Machining & Manufacturing Program Director will teach and develop curricula for up to 30 credit hours of coursework per year and oversee the program and classes. The Director is responsible for the safety, security, and operation of the Machining & Manufacturing instructional area and equipment.
2.00
SPECIFIC STATEMENTS

2.01 Position Function and Category

a. Reporting Relationship:  

Dean for CTE & Industry Partnerships
b. Function/Category of Position:  
Academic Support/Management & Supervision            

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

d. Salary Category:  


V
2.02 Supervision

a. Supervision Received:  
Reports to Dean for CTE & Industry Partnerships
b. Supervision Exercised:  
Adjuncts within the program and may supervise work- 
study students
2.03 Key Areas of Responsibility

a. Teach and/or develop curriculum for up to 30 credit hours per academic year.
b. Serve as primary advisor for students in the Machining & Manufacturing program.
c. Train and coordinate any faculty, adjunct instructors, and staff who work in or with the department.

d. Develop and coordinate agency contacts and administer internship, observation, and practicum courses.
e. Oversee recruitment of students for the program.
f. Lead the development and dissemination of promotional materials and marketing in collaboration with the Marketing department.
g. Serve as contact person with State agencies, statewide training, and other agencies and organizations affiliated with Machining & Manufacturing Technology.
h. Lead the career and technical education reporting for the program.
i. Identify and recommend program adjunct instructors.
j. Develop new courses as needed or directed to maintain program relevance and sustainability.
k. Research grant opportunities and lead program grant development writing as needed.
l. Provide leadership for the Machining & Manufacturing Advisory Board, along with formation and conducting of regular Advisory Board meetings.
m. Manage the prospective student pool received from inquiries, visits, college & career fairs, and other recruitment activities.
n. Develop and manage a system of communication with prospective students to encourage matriculation to the College.
o. Develop and coordinate the implementation of extracurricular activities and community partnerships. 
p. Perform 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.
	
	
	



