
  

 

 
JOB ANNOUNCEMENT 

“OPEN COMPETITIVE” 
 

GUAM COMMUNITY COLLEGE IS ACCEPTING APPLICATIONS TO ESTABLISH A LIST: 

ACADEMIC POSITION TITLE: 
 

ASSOCIATE DEAN  

ANNOUNCEMENT NUMBER:    JA#037-19 
    

POSITION STATUS:   Permanent/Full-Time 

SALARY:               Pay Grade:   N 
 

MINIMUM   MAXIMUM 

    Step 4A $68,079             Step 7D $79,037 

OPENING DATE: 

October 25, 2019 

 

DIVISION: 

ACADEMIC AFFAIRS 

School of Trades and Professional Services 

CLOSING DATE: 

November 25, 2019 

5:00 p.m. (GMT +10:00) Guam, Port Moresby 
 

MINIMUM EXPERIENCE AND TRAINING: 

Master's degree in career technical education area, educational administration or related area from an accredited 

college or university plus four (4) years experience in teaching or related services at the secondary or postsecondary 

level, of which two (2) years must have been as a department chairperson or related administrative experience  

PLUS PURSUANT TO  4 GCA §4101(c):   

All new employment in the service of the Government of Guam shall have, as a reasonable measure of job performance, minimum 

requirement of high school diploma or a successful completion of General Education Development (GED) test or any equivalent of a general 

education high school program, apprenticeship program or successful completion of certification program, from a recognized, accredited or 

certified vocational technical institution, in specialized field required for the job. 

NATURE OF WORK IN THIS CLASS: 

The position of Associate Dean is a mid-level administrator at the College who reports directly to the divisional 

dean. General responsibilities include working closely with the respective divisional dean and staff of the division 

in curriculum, budgetary and personnel matters. Work is performed in accordance with established Board policies, 

laws, rules and regulations. 

ILLUSTRATIVE EXAMPLES OF WORK: (These examples do not list all the duties which may be assigned; 

any one position may not include all the duties listed.)    

Program Development and Management 

 Provides technical assistance to instructional faculty and staff in the process of curriculum development, 

including documentation, review, improvement and/or creation. 

 Provides assistance to instructional departments within the division in developing master schedules and room 

utilization within the division. 

 Provides support to the dean in strategic planning to meet institutional goals. 

 Works with the dean in preparation of student programs, policies, and handbooks. 

 Assists in writing and/or managing various grants. 

 Administers various programs as assigned by the Dean 

Budget and Resources 

 Provides assistance to instructional faculty in the budgetary process.  Forms of assistance include budget 

development and expenditure processes.  

 Assists in creating a safe environment for our students. 

 Follows all budgeting processes relative to grants or student activities. 

 Maintains inventory of division properties. 



Leadership 

 Serves as a member on College Committees as assigned. 

 Provides liaison for coordination between divisions, departments and deans in instructional matters. 

 Represent the Division at college events related to orientation, admissions and student programs. 

 Provides support to faculty and programs in their assessment efforts. 

 Develops adjunct faculty orientation, training, and services and identifies and recommends professional 

development opportunities for faculty and staff. 

 Serves as representative for the Division as determined by Dean. 

Personnel 

 Evaluates faculty and staff and makes appropriate recommendations to the dean regarding rating and 

retention.  

 Assists the dean in screening and interviewing applicants for full-time and part-time teaching and staff 

positions. 

 Assists Dean with resolving issues and problems that arise with faculty, students, and staff. 

 Maintains a positive and effective working relationship with faculty and staff. 

Policy Administration 

 Assists Dean in solving day-to-day personnel, supply, and equipment problems. 

 Helps supervise student activities. 

 Formulates student personnel policies, such as code of ethics. 

 Maintains and oversees student behavior policies and related actions and records attendance and disciplinary 

procedures; keeps records of disciplinary actions; and confers with students, teachers and parents (in the 

secondary environment). 

 Maintains records and prepares reports. 

 Assists and advises the Dean as requested. 

 Participates in the development and implementation of College policies and procedures. 

 Ensures compliance with federal and local laws, rules and regulations, and Board policies in area of 

responsibilities. 

 Insures the free exercise and protection of student rights on campus. 

Continues to develop skills necessary for effective academic management and leadership. 

Performs other related duties as required. 

MINIMUM KNOWLEDGE, ABILITIES AND SKILLS:  

Knowledge of the principles and practices of school administration. 

Knowledge of the goals and objectives of the College and their relationship to the division. 

Knowledge of the divisional programs. 

Knowledge of all student activities and organizations. 

Ability to work effectively with a wide variety of people, both individually and in groups. 

Ability to speak and write clearly, concisely, and effectively. 

Ability to comprehend and analyze detailed written matter. 

Ability to organize and plan effectively. 

Ability to prioritize work, establishes realistic timelines, and meets deadlines. 

Ability to exercise independent judgment based on a thorough comprehension of pertinent rules and regulations. 

Ability to understand and apply mathematical principles. 

Ability to comprehend the scope and interrelationships between educational programs, program management, and 

the availability and use of financial and personnel resources. 

Ability to make independent judgments on the relationship between programs and financial accounting. 




