
 

 

RIO HONDO COMMUNITY COLLEGE DISTRICT  
  
  DEAN, MATHEMATICS, SCIENCES, AND ENGINEERING   
  
DEFINITION  
Under general administra�ve direc�on, to provide leadership and direc�on; to plan, manage, and 
oversee the ac�vi�es, opera�ons, and delivery of assigned instruc�onal programs and services; 
to coordinate assigned ac�vi�es with other District divisions and outside agencies; to administer 
all aspects of Rio Hondo College’s Math, Science, and Engineering programs with a focus on 
student recruitment, reten�on, and academic success; to plan, organize, develop, and direct 
division ac�vi�es; to schedule and coordinate assigned programs and events on campus; to work 
with other instruc�onal and student services departments to ensure division student success; and 
to provide highly responsible and complex professional support to the Vice President of Academic 
Affairs.  
  
SUPERVISION EXERCISED  
Exercises direct supervision over faculty and professional, technical, and administra�ve support 
staff.  
  
EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES  
1. Provide leadership and direc�on and assume full management responsibility for assigned 

instruc�onal programs, services, and ac�vi�es. E 
 

2. Manage the development and implementa�on of goals, objec�ves, policies, and priori�es 
for each assigned instruc�onal program; establish, within District policy, appropriate service 
and staffing levels; allocate resources accordingly. E 
 

3. Con�nuously monitor and evaluate the efficiency and effec�veness of service delivery 
methods and procedures; conduct needs and instruc�onal program analysis; assess and 
monitor work load, administra�ve and support systems, and internal repor�ng rela�onships; 
iden�fy opportuni�es for improvement; direct the implementa�on of changes. E 
 

4. Represent the assigned instruc�onal program to other District divisions and outside 
agencies; explain and interpret instruc�onal programs, policies, and ac�vi�es; nego�ate and 
resolve sensi�ve, significant, and controversial issues. E 
 

5. Select, train, mo�vate, counsel, and evaluate instruc�onal program personnel; provide or 
coordinate staff training; work with employees to develop skills and abili�es. E 
 

6. Plan, direct, and coordinate the instruc�onal program work plans; meet with faculty and staff 
to iden�fy and resolve problems; assign projects and programma�c areas of responsibility; 
review  and evaluate work methods and procedures. E 
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7. Manage and par�cipate in the development and administra�on of the instruc�onal program 
budget; direct the forecast of addi�onal funds needed for staffing, equipment, materials, and 
supplies; direct the monitoring of and approve expenditures; direct the prepara�on of and 
implement budgetary adjustments as necessary. E 

 
8. Coordinate instruc�onal program ac�vi�es with those of other divisions and outside 

agencies and organiza�ons. E 
 

9. Provide staff assistance to the Vice President of Academic Affairs; prepare and present staff 
reports and other necessary correspondence. E 
 

10. Conduct a variety of organiza�onal studies, inves�ga�ons, and opera�onal studies; 
recommend modifica�ons to instruc�onal programs, policies, and procedures as 
appropriate. E 
 

11. Coordinate the prepara�on of the instruc�onal program schedule of classes and teaching 
assignments; monitor enrollment; maintain overall efficiency regarding class size and faculty 
teaching loads. E 
 

12. Project FTES on a semester and annual basis; account for any discrepancy between the 
projected and actual FTES. E 
 

13. Coordinate and monitor counseling and other District personnel in the recruitment and 
reten�on of students. E 
 

14. Enhance student access and knowledge of transfer and career/workforce placement services 
provided by the District. E 
 

15. Establish and coordinate advisory commitees for instruc�onal programs, ensuring 
representa�on and exper�se from the community. E 
 

16. Develop, apply, and evaluate effec�ve approaches to implement the policies of the Rio 
Hondo Community College District rela�ng to program and workforce diversity in order to 
fulfill the core academic mission of the District and serve its diverse community.  E 
 

17. Provide effec�ve leadership and direc�on to recruitment and reten�on efforts to further 
workforce diversity policies of the District.  E 
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18. Promote District programs and services and encourage collabora�on, teamwork, and 
posi�ve working rela�onships among faculty and staff. E 
 

19. Conduct periodic conferences and mee�ngs with faculty and staff; act as an ombudsperson 
to resolve student/teacher problems. E 

 
20. Promote crea�vity and innova�on in the development and delivery of instruc�onal 

programs. E 
 

21. Serve on local civic and/or community organiza�ons as a District representa�ve; serve as a  
Liaison with professional organiza�ons. E 
 

22. Develop, implement, and update a personal professional development plan. E 
 

23. Prepare, develop, write, coordinate, and administer grants. E 
 
24. Par�cipate on a variety of campus commitees; atend and par�cipate in professional group 

mee�ngs; stay abreast of new trends and innova�ons in the field of educa�on and 
instruc�on. E 
 

25. Promote equal opportunity and student and gender equity to effec�vely serve the District’s 
diverse community. E 
 

26. Respond to and resolve difficult and sensi�ve student inquiries and complaints. E 
 

27. Oversee assigned instruc�onal facili�es, and support standard and specialized division labs, 
classrooms, offices in conjunc�on with assigned personnel. E 
 

28. Adhere to applicable collec�ve bargaining agreements as appropriate. E 
 

OTHER JOB RELATED DUTIES  
Perform related du�es and responsibili�es as assigned.  
  
JOB RELATED AND ESSENTIAL QUALIFICATIONS  
  
Knowledge of:  

• Instruc�onal techniques designed to accommodate diverse learning styles and promote 
welcoming classroom environments for students from culturally diverse groups.  
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• Opera�onal characteris�cs, services, and ac�vi�es of a comprehensive instruc�onal 
program.  

• Organiza�on and management prac�ces as applied to the analysis and evalua�on of 
instruc�onal programs, policies, and opera�onal needs.  

• Modern and complex principles and prac�ces of instruc�onal program development and 
administra�on.  

• Andragogical techniques and trends. 
• Scheduling policies and procedures.  
• Faculty Load Sheet/Assignment Calcula�ons. 
• Curriculum development and course ar�cula�on. 
• Student Atendance Accoun�ng Manual. 
• Program and Course Approval Handbook (PCAH). 
• Catalog Produc�on. 
• Chancellor’s Office Curriculum Inventory System (COCI). 
• California Community College System and func�oning on State, local, and ins�tu�onal level.  
• Community needs and resources as related to classes and subjects.  
• School and community college systems, including K-12 and upper division ins�tu�ons. 
• District accoun�ng prac�ces.  
• Database applica�ons.  
• Principles and prac�ces of budget prepara�on and administra�on.  
• Principles of supervision, training, and performance evalua�on.  
• Per�nent Federal, State, and local laws, codes, and regula�ons, including appropriate 

sec�ons of the California Educa�on Code.  
• Safe driving principles and prac�ces.  

 
Skill to:  

• Operate modern office equipment including computer equipment and so�ware.  
• Operate a motor vehicle safely.  

  
 Ability to:  

• Provide administra�ve and professional leadership and direc�on for the assigned 
instruc�onal program.  

• Be sensi�ve to and understand the diverse academic, socioeconomic, cultural, disability, 
and ethnic backgrounds of community college students in order to promote Diversity, 
Equity, Inclusion, An�racism, and Accessibility in all aspects of the posi�on. 

• Develop, implement, and administer goals, objec�ves, and procedures for providing 
effec�ve and efficient instruc�onal program services.  
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• Plan, organize, direct, and coordinate the work of faculty and professional, technical, and 
administra�ve support personnel; delegate authority and responsibility.  

• Select, supervise, mo�vate, counsel, train, and evaluate staff.  
• Iden�fy and respond to instruc�onal program issues, concerns, and needs.  
• Analyze problems, iden�fy alterna�ve solu�ons, project consequences of proposed ac�ons, 

and implement recommenda�ons in support of instruc�onal program goals.  
• Research, analyze, and evaluate new instruc�onal program service delivery methods, 

procedures, and techniques.  
• Prepare and administer instruc�onal program budgets; allocate limited resources in a cost-

effec�ve manner.  
• Prepare clear and concise administra�ve and instruc�onal program reports.  
• Interpret and apply the policies, procedures, laws, codes, and regula�ons pertaining to 

instruc�onal programs and func�ons.  
• Communicate clearly and concisely, both orally and in wri�ng.  
• Establish, maintain, and foster posi�ve and harmonious working rela�onships with those 

contacted in the course of work.  
  
MINIMUM QUALIFICATIONS:  
  
Educa�on and Experience:  

• Master’s degree from an accredited college or university. 
• One year of formal training, internship, or leadership experience reasonably related to the 

administra�ve assignment.  
• Evidence of demonstrated cultural competency in serving the diverse academic, 

socioeconomic, gender iden�ty, sexual orienta�on, racial, and cultural backgrounds of 
community college student popula�ons, including students with differing abili�es 
(physical and/or learning), as these factors relate to equity-minded prac�ces.  

 
License or Cer�ficate:  
Possession of, or ability to obtain, an appropriate, valid driver's license.  
  
Desirable Qualifica�ons:  

• At least two years of experience administering mathema�cs, science, and engineering 
academic programs.   

 
Special Requirements:  
Essen�al du�es require the following physical skills and work environment:  
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Ability to work in a standard office environment including ability to sit, stand, walk, kneel, crouch, 
stoop, squat, twist, and li� 20 lbs.; ability to travel to different sites and loca�ons. 
 

The Americans with Disabilities Act (ADA) requires us to identify the essential (E) 
duties/functions of the position. We have indicated those duties with an E on the job description. 
  
Range:  57  
Revised Date:  May 11, 2005, February 16, 2006, April 10, 2009, March 14, 2024 


