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CURRICULUM MANAGEMENT DIRECTOR 
(FULL TIME)
GRIFFIN CAMPUS
MINIMUM QUALIFICATIONS: 
Bachelor’s degree from an accredited college or university and Five (5) years of experience in post-secondary education.

PREFERRED QUALIFICATIONS: 
Master’s degree from an accredited college or university and Three (3) years of progressive experience in post-secondary curriculum development or institutional effectiveness.  
JOB DESCRIPTION: 
The Curriculum Management Director is responsible for coordinating the college’s processes associated with the strategic planning and institutional effectiveness efforts of the college, as it relates to curriculum.  This includes activities associated with curriculum development and approval, advisory committee meetings, the College catalog and Degree Works.  This position will also assist the Institutional Effectiveness Department with planning and assessment; institutional compliance; institutional research; and collection, analysis and reporting of information and data. 
JOB RESPONSIBILITIES: 
Serves as liaison between Institutional Effectiveness and Academic Affairs.  Coordinates curriculum review, evaluations and acquisition for the College as part of the Curriculum Management Committee.  Work with other departments to verify program length for ECAR information.  Coordinates the agenda, in conjunction with academic affairs, for the bi-annual program advisory meetings.  Coordinates with Academic Affairs to Ensures advisory committees operate in accordance with TCSG and SCTC policy and procedures and maintains appropriate documentation.  Serves as the Lead for the development of the College Catalog.  Serves as the Lead to implement and maintain Degree Works.  Work with academic affairs and student affairs to support graduation and retention.  Prepares reports and communicates analysis results to appropriate personnel in the department.  Participates in the development of data compilation techniques and analysis mechanisms used to analyze the evaluation, planning, and budgeting documents.  Supports Institutional Effectiveness, with college-wide data and information.  Includes data systems such as IPEDS, KMS and Perkins software, and student information systems.
COMPETENCIES:

Familiarity with policies and procedures related to the operation of postsecondary institutions and, specifically, two year or technical colleges. Knowledge of college and/or program accreditation policies and procedures.  Knowledge of procedures, concepts and research methods necessary for collection, analysis, and administration of various means of assessment utilized in a higher education setting.  Demonstrated knowledge of curriculum development and instructional delivery methodologies.  Analytical skills; Organizational skills; Public speaking and interpersonal skills; Oral and written communication skills; Decision making and problem solving skills; Critical thinking skills; Skill in operation of computers and job related software programs.
SALARY:  
Salary commensurate with education and work experience. Benefits include; health and wellness, paid state holidays, paid annual and sick leave, and the State of Georgia Flexible Benefits Program.

SPECIAL NOTES: 
Only those who are scheduled for an interview will be notified of the status of the position. 

Candidates must successfully complete a criminal background investigation and motor vehicle screening. Experience may substitute for degree on a year-for-year basis.

Southern Crescent Technical College does not discriminate on the basis of race, color, creed, national or ethnic origin, sex, religion, disability, age, political affiliation or belief, genetic information, veteran status, or citizenship status (except in those special circumstances permitted or mandated by law). The following have been designated to handle inquiries regarding the non-discrimination policies: Title IX/Equity Coordinator (Griffin Campus, Butts County Center, Henry County Center, and Jasper County Center), Assistant Director of Student Services, 501 Varsity Road, Mobile Unit 6B, Griffin, GA 30223, 770-228-7382; ADA/Section 504 Coordinator (Griffin Campus, Butts County Center, Henry County Center, and Jasper County Center)  Special Services Coordinator, 501 Varsity Road, Mobile Unit 6B, Griffin, GA 30223, 770-228-7258; Title IX/Equity and ADA/Section 504 Coordinator (Flint River Campus) Special Services Coordinator, 1533 Highway 19 South, Room A-252, Thomaston, GA 30286, 706-646-6224. (Employee complaints), Director of Human Resources, Human Resources, 501 Varsity Road, Griffin, GA 30223, 770-229-3454. Any complaints filed against the Title IX/Equity Coordinator or ADA/Section 504 Coordinator on any campus/center shall be handled by, Vice President for Student Affairs, 501 Varsity Road, Room 700, Griffin, GA 30223, 770-228-7348. 
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