CHABOT COLLEGE, CA.


E. QUALITY OF PERSONNEL

1. Qualifications Required of the Project Director
[646.21(e)(1)]
Project Director  

Chabot College will specify this position as a twelve-month, full-time assignment at the Counselor/Coordinator level consistent with other program managers reporting to the Special Programs Dean.  The Director will assume responsibility for overall project implementation and evaluation, in addition to counseling students and teaching college success classes.  At a minimum, the Director will have a Master’s degree in counseling, clinical psychology, guidance counseling, educational counseling, social work or career development and four years increasingly responsible experience in program design, management, and implementation.  Successful previous experience developing and implementing TRIO programs or programs serving disadvantaged populations similar to TRIO is required.  

Additional required qualifications include: knowledge of budget preparation and financial record keeping; ability to supervise assigned staff; knowledge of grant management procedures; computer skills including word processing and database applications; experience with counseling case management; familiarity with college admission and financial aid requirements; knowledge of disability services and ADA law; familiarity with program evaluation and report preparation; experience interpreting and complying with federal regulations; and the ability to communicate clearly and effectively, both orally and in writing.  Previous experience with SSS or other TRIO funded programs, either as an employee or a participant, is highly desired.  Previous teaching experience is also desirable.  

2. Qualifications Required of Other Project Personnel
[646.21(e)(2)]
Academic Specialist

Chabot College will identify this position as a full-time, classified assignment reporting to the Director.  The Academic Specialist will coordinate the tutoring and SI components, schedule college visits and transfer forums, organize study sessions, plan and facilitate SSS workshops, and advise students as needed.  At a minimum, the Academic Specialist will hold a Bachelor’s degree or the equivalent and possess two years of academic support or student services experience.  Educational backgrounds considered include major coursework in education, psychology, social sciences, or a related discipline.  Former experience as a tutor or instructional assistant is required.  Familiarity with student advisement techniques and with college admission and financial aid procedures is also required.  Previous experience working with students from diverse academic, socio-economic, cultural, and ethnic backgrounds is essential.  

Skills and abilities necessary for the position include: effective oral and written communication skills; ability to supervise student assistants and coordinate schedules; skills in MS applications, including Word, Excel, and Access; ability to work independently to organize and set priorities; effective presentation skills; and the ability to establish and maintain effective working relationships with faculty, staff, administrators, and students.  Previous experience with SSS or other TRIO funded programs, either as an employee or a participant, is highly desired.  

Clerical Assistant


Chabot College will identify this position as a part-time, student assistant assignment reporting to the Director.  At a minimum, the Clerical Assistant will hold a high school diploma and have one year of full-time experience performing a variety of clerical work.  Upper division college students, successful Chabot students, or former TRIO participants are highly preferred candidates.  In addition, successful applicants will demonstrate knowledge and skills in the following: Word, Excel, and Access software applications; record keeping and file management; general clerical duties; and business letter writing and report preparation.  Additionally, the Clerical Assistant must demonstrate the ability to work with students and staff from diverse academic, socio-economic, cultural, and ethnic backgrounds.

Assigned Program Counselor

In addition to the above positions, Chabot will assign a Program Counselor to SSS for 12-15 hours per week during the academic year and summer session to assist with educational planning and assessments, case management and mid-term progress reviews, and on-going student advisement (donated by the college).  The Counselor will have a Master’s degree in counseling, clinical psychology, guidance counseling, educational counseling, social work or career development or the equivalent.  Experience counseling students from diverse socio-economic, cultural, and ethnic backgrounds, including disadvantaged students similar to the SSS population, is required.
Supplemental Instruction (SI) Leaders


The SI Leader position is an academic year assignment hired as an instructional assistant under the supervision of the Director.  The program will hire at least five SI Leaders from local graduate school programs to facilitate instructional sessions attached to common developmental and transfer courses.  SI Leaders will attend class sessions, take notes, read all assigned materials, and conduct three out-of-class SI sessions a week.   At a minimum, SI leaders will hold a Bachelor’s degree and be enrolled in a graduate program academically related to the SI assignment.  Previous experience as an SI facilitator, tutor, or graduate assistant is highly desirable.  Faculty members will screen applicants for content competency and approve selections prior to hire.  All SI Leaders will complete a Supplemental Instruction Training Program offered by the Chabot Tutorial Center as a condition of employment.  Previous experience working with diverse academic, socio-economic, cultural, and multi-ethnic populations is required.  Experience with SSS or other TRIO funded programs, either as an employee or a participant, is highly desired.  
Peer Tutors


The SSS Tutor position is a temporary assignment at the student assistant level under the supervision of the Academic Specialist and collaborating departments.  At least five peer tutors will be assigned to the SSS program by the college, recruited from the WRAC Center, Math Lab, or Tutorials Center.  The peer tutors will conduct individual and small group tutoring sessions 5-20 hours per week.  At a minimum, tutors will have completed one year of college with a grade of “B” or higher in subjects to be tutored.  Previous experience as a tutor is strongly preferred.  All tutors will complete a tutorial training program offered by the Chabot Tutorial Center or will complete English 15, a tutor-training course taught by the WRAC Center as a condition of employment.  Previous experience working with disadvantaged populations similar to SSS is strongly preferred.  

3. Plan for Employing Personnel Who Have Succeeded in Overcoming Barriers Similar to Those Confronting the Target Population 
[646.21(e)(3)]
Chabot College is committed to employing project personnel with an understanding of the socio-economic and other environmental factors affecting the SSS population.  As noted in the previous section, experience as a former SSS participant is a desirable characteristic of an ideal staff applicant.  Moreover, Chabot plans to widely publicize the availability of personnel positions to applicants that themselves have experienced barriers similar to our target population.  Specific steps include the following:

1. Disseminate position announcements to TRIO alumni and colleagues through the TRIO network.  Utilize TRIO listservs, regional meetings, and TRIO conferences.

2. Utilize the Chabot College Alumni database to disseminate position announcements to Chabot graduates who may have backgrounds similar to SSS participants.

3. As noted, the Special Programs Dean oversees the EOPS program, which provides support for disadvantaged students similar to TRIO.  The Dean will publicize available positions through the EOPs Region 4 Coordinators/Directors meeting, which convenes once a month, and encourage EOPS colleagues to share position announcements with successful former graduates. 

4. Post position announcements with social service agencies and workforce investment (WIA) agencies where colleagues and former clients may share backgrounds similar to SSS populations.

5. Utilize state and local Mathematics, Engineering, and Science Achievement (MESA) Program and Puente networks to outreach to colleagues from diverse cultural and socioeconomic backgrounds.  The MESA program assists traditionally underrepresented students to excel in math, science, and engineering and the Puente program is a mentoring effort aimed at helping Latino students to transfer to four-year colleges.  
The hiring process for SSS staff positions will include a paper screening of application documents and a panel interview process.  Candidates will be initially evaluated based on qualifications evidenced in written application materials, with additional weight given to applicants that demonstrate experience with SSS or other TRIO funded programs.  The most qualified applicants will be invited to a panel interview where they will have an additional opportunity to address their background as it relates to overcoming barriers similar to the target population.  The panel will be instructed to select applicants for hire that best meet the required qualifications and who demonstrate a knowledge of the target population, which includes personal experience confronting barriers such as those that affect SSS participants.  Chabot will ensure that every effort is taken to fairly include and review applications from disabled candidates as well as candidates from economically disadvantaged and first-generation college backgrounds.
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