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	Job Description



	Job Title:
	Director of Dual Credit 
	Location:
	Lee-Kildow Hall

	Department:
	Dual Credit 
	Reports To: 
	Interim Provost 

	Division: 
	Instruction
	Pay Grade: 
	P09

	FLSA Status: 
	Exempt
	
	


SUMMARY

The Director of Dual Credit leads and supervises the day-to-day operations of the Dual Credit Office by providing vision, coordination, communication, and operational oversight for North Idaho College’s (NIC) Academic Transfer Dual Credit Program.
Essential Duties and Responsibilities

This list includes, but is not limited to the following:

· Manages the day-to-day operations of the Dual Credit Office to include but not limited to website, marketing, administrative support, primary contact for high schools and state divisions. 
· Manages Dual Credit activities for the purpose of recruitment, distribution of information, and advising for parents, students, and high school community partners.

· Develops relationships and works collaboratively with the State Advisory Board, regional educational partners, and NIC internal constituent groups, and others on behalf of Dual Credit students for policies and procedures, admissions, registration, student accounts, and advising to eliminate barriers.

· Ensures alignment with best practices and appropriate accreditation standards through National Alliance for Concurrent Enrollment Partnerships (NACEP). 
· Collaborates with NIC campus leaders to promote access to college courses for high school students and to support these students in successfully completing college courses for college and high school credit.  
· Works closely with division chairs to ensure that the Dual Credit Program is a state and national model for college rigor in the high school classroom.  
· Facilitates implementation of dual credit advising and supports dual credit student enrollment, retention, completion, transfer, and placement.

· Provides leadership and support for development of department goals, initiatives, assessments and outcomes.
· Develops, manages and utilizes technology to support dual credit program.

· Tracks and reports data of dual credit student success and retention initiatives.
· Supports new dual credit student onboarding and orientation efforts. 
· Collaborates with Advising Director in the assessment of a comprehensive advising and student success plan.
· Demonstrates a commitment to the philosophy and mission of a comprehensive community college.
· Provides support and advising to dual credit students and parents and serves as a direct connection to high school counselors.  
· Responsible for implementing practices in the office which comply with NIC and Idaho State Board of Education policy and procedure standards,

· Collaborates with internal and external colleagues to learn best practices and develop relationships that will foster collaboration throughout the state for Dual Credit initiatives.

· Supervises direct reports, including hiring, training and managing performance of   assigned full and part time dual credit office staff.

· Represents/manages NIC's Dual Credit Partnership Program with school districts, principals, and instructors; including managing contractual agreements with school districts and teachers. 

· Develops and maintains partnerships with high school administration and teachers for the purpose of recruitment of NIC Dual Credit instructors and students.
· Develops and maintains partnerships with Region 1 homeschool families and organizations for the purpose of recruitment of NIC Dual Credit students.

· Collaborates with the instructional deans, directors, division chairs and eLearning staff in developing and implementing accreditation standards as outlined by NACEP for course offerings.   
· Provides input in Dual Credit budget development, oversees the administration of the budget and prepares budget reports as requested. 
· Manages the dual credit scholarship awards for Dual Credit Program and state grants for dual credit student tuition including verifying student eligibility, acceptance letters, and reporting to the State Board of Education.
· Participates in professional development appropriate to the functions of the position and professional interests.
· Demonstrates a commitment to the philosophy and mission of a comprehensive community college
· Maintains a positive, helpful, constructive attitude and work relationship with supervisor, college staff, students and the community.
Marginal Duties

Performs other duties as assigned.
REQUIRED MINIMUM QUALIFICATIONS 

The requirements listed below are representative of the minimum qualifications necessary for an individual to satisfactorily perform each essential duty and be successful in the position. Reasonable accommodations may be made to enable individuals with disabilities to perform the duties
Education and/or Experience                      




Bachelors degree and a minimum of five years full-time equivalent related experience, including supervision and budget management experience is required. Degree emphasis in Education or related field preferred. Master’s degree preferred.
Certifications, Licenses, and Registrations

Valid driver’s license.

Knowledge, Skills and Abilities

· Ability to effectively collaborate with others 
· Knowledge of college functions, including instruction and student services

· Knowledge of secondary education system and processes
· Ability to effectively supervise staff

· Ability to regularly travel locally and regionally, with infrequent travel statewide and national 
· Strong organizational and problem-solving skills 
· Ability to work in a fast-paced environment.
· Ability to analyze, interpret and apply college and high school procedures.

· Excellent oral and written communication skills.

· Excellent presentation skills.

· Ability to collect and interpret data for program reports and trends 

· Ability to create and use spreadsheets and databases. 

· Proficient skills using Microsoft Office applications
· Ability to operate standard office equipment including phone and copier

Physical Demands and Work Environment

The physical demands and work environment described here are representative of those that must be met or are encountered by an employee in the normal course of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Physical requirements and environment are typical of those in a general office setting.  This job involves regular sitting, standing, walking, typing, moving, lifting objects up to 10 pounds and exposure to office lighting.  A wide variety of standard office equipment is continually used, including phone, copier, printer and computer.  Regular local and regional travel and infrequent statewide and national travel is required.  Infrequent exposure to inclement weather and related hazards encounters due to required travel. 
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