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ACADEMIC SCHEDULING SPECIALIST

Class Code | OT Status EEO Category Represented Salary | Effective Date Status Pages
Status Grade
Non-Exempt Clerical/Secretarial PEU Local 1 61 12/15/22 Classified lof3
DEFINITION:

Under general direction, facilitates the development of the college’s master schedule of classes and/or
catalog course listings including coordinating, analyzing, researching, calculating, auditing, reviewing,
updating, adjusting, rebuilding, monitoring, and maintaining the college database of courses, sections,
student registration, facility scheduling, and faculty instructional and non-instructional assignments.

DISTINGUISHING CHARACTERISTICS:

This position provides academic scheduling for a college: identifies, troubleshoots, and resolves
problems and issues related to the development and coordination of the schedule to ensure compliance
with State, District, and College procedures, Utilizes various computer applications and software
packages.

SUPERVISION RECEIVED AND EXERCISED:

e Receives administrative supervision from deans of Instruction or other senior administrators

e Receives technical or functional leadership from the Senior Academic Scheduler or other
departmental personnel.

e Serves as a resource to provide academic scheduling training and direction to student assistants,
administrative assistants, faculty, department chairs and career technical education leads, and
deans.

EXAMPLES OF DUTIES:

Duties may include, but are not limited to, the following:

1. Receives scheduling materials from Deans and/or academic departments; reviews teaching
schedules and room schedules and works with affected department to resolve scheduling
conflicts; inputs information in database. Plans, develops, builds, rebuilds class schedules based
on requests and recommended changes from Division Deans, Department Chairs and Curriculum
and Instruction Committee approved changes on courses. Analyzes which schedule is more
productive based on day and time blocks, number of cohorts. Calculates meeting days and times
based on term period (full term, short term) and on student contact hours.

2. Determines accounting funding method based on terms, length, and teaching methods.
Calculates faculty clock or pay hours and loads and distribution percentage of pay and loads of
faculty for team taught sections. Assigns faculty and determine the correct position identification
applicable based on the course activity codes (Taxonomy of Programs or TOP codes). Works
closely with District HR and District and Campus payroll Unit in resolving faculty pay and
distribution.

3. Cross list sections based on multiples or families of courses. Assigns applicable restrictions for
dual enrollment and other programs sections. Links courses thru prerequisites to be able to
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apply program laws and regulations for students benefits and assign special billing codes for
apprenticeship courses/sections. Assigns grade schemes and subschemas based on letter grades,
student choice or pass, no pass grades for both credit and noncredit courses.

4. Calculate registration dates for short term sections, open entry, open exit, and positive
attendance sections. Resolve, coordinate student registration conflicts with District IT, other
campuses, Curriculum and Instruction Committee, Admissions and Records. Encode all the
gathered information in the Enterprise Resource Planning (ERP) system.

5. Submit schedule drafts to Divisions and Departments for refinement and approval until
finalization and uploading of the schedule online. Audit the correctness and accuracy of the
schedule prior to activation. Submit schedule reports to Business Office for budget purposes, to
College Bookstore, to Middle College High School and Admissions and Records and other
Program units.

6. Collects and reviews data; projects number of sections for day and evening courses; prepares list
of full-time faculties available; projects number of part-time instructors needed; assigns usable
classroom space. Assign buildings and rooms to sections based on class size and teaching modes
and course type.

7. Processes requests for cancellations; confirms that students have been notified of cancellation

and advised of alternative available sections. Coordinates transfer of students from cancelled
sections to newly created sections. Revise schedules and faculty assignment, pay and load
distribution after activation of sections based on Division, Department requests.

8. Coordinates dual enrollment programs (Middle College High School and Gateway) room
requests for all their classes being held in the campus. Reserves seats for anticipated enroliment
from these programs as approved by faculty teaching the courses. Restore seats after their
students were batched enrolled.

9. Trains and reviews new and current Managers, Deans, Department Chairs, Faculty, classified
staff and student workers on scheduling processes and general academic and business
procedures.

10. Performs related duties as assigned.

MINIMUM QUALIFICATIONS:

Knowledge of:

e Modern office methods, procedures, practices, and equipment.

e Modern office methods, procedures, practices, and equipment.

e District and college policies and procedures.

¢ Instructional and Non-Instructional contract rules and regulations.

o Payroll rules, policies, and records relating to faculty time reporting for academic staff.
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e Standard business English, grammar, and spelling.
e Software used for producing college class schedules and catalog.
e Modern software applications (Microsoft Office Suite, etc.) and database software.

Skill/Ability to:

e Design, develop, recommend, and implement academic schedules that will fully support student
success and campus organization productivity through higher enrollment of Full Time
Equivalent Students (FTES) and lower Full Time Equivalent Faculty (FTEF)

e Perform responsible and complex clerical work using independent judgment.

e Analyze situations, recommend solutions, and make immediate decisions in procedural matters
when necessary.

e Perform accurate mathematical computations.

e Effectively multi-task and organize time to meet schedules and timelines.

e Prepare, format, and maintain accurate and complete electronic records and reports.

e Maintain discretion and confidentiality.

e Utilize specialized software applications and current systems used in the assigned unit.

e Understand and carry out both oral and written instructions in an independent manner.

e Communicate effectively, both orally and in writing.

e Establish and maintain cooperative work relationships with those contacted in the performance

e of required duties.

e Demonstrate understanding of, sensitivity to, and respect for the diverse academic,
socioeconomic, race, ethnicity, gender identity, sexual orientation, age, mental or physical
disability, and religious background of all students, faculty, and staff, and with all individuals
encountered in the performance of required duties.

EXPERIENCE AND TRAINING:

e Three (3) years of experience performing increasingly responsible administrative or clerical
duties in a similar work environment, including at least two (2) years performing technical
administrative support duties.

EDUCATION/LICENSE OR CERTIFICATE:

e Possession of an Associate degree in business office technology from an accredited college, or
the equivalent.

Adopted: 07/01/1
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