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DABNEY S, LANCASTER

COMMUNITY COLLEGE





POSITION ANNOUNCEMENT
LEARNER ENGAGEMENT AND TRANSFER SPECIALIST
STUDENT SUPPORT SERVICES - W0075
DEADLINE

Open Until Filled.  Review of applications will begin June 15
SALARY

Hourly rate is per education and experience and will work up to




1500 hours per year. 
QUALIFICATIONS
Associate’s degree; pursuing a Bachelor’s degree in Education or 



Related field. 



Training in retention strategies of 2-year colleges.  



Training in advising TRIO SSS participants  



Bachelor’s degree in Education or related field.




Student Support Services or Related Experience as:




Demonstrated coordinating, interpersonal skills




Experience in documentation of services provided




Experience in Excel database management.




Experience advising students with issues faced by SSS participants.




Experience advising students with documented disabilities.




Background that includes overcoming barriers similar to those of 



participants
POSITION

Provide maintenance of annual participant database (monitoring and 



verification of ongoing data collection).  Assess, assist, advise, instruct, 


monitor, and track progress of participants in targeted cohorts toward 



graduation with an associate’s degree and transfer to a 4-year college 



or university. Reports to Director.




Assesses, advises, registers, instructs, assists, monitors, tracks, and 



prepares project participants targeted to graduate with an associate’s 



degree or certificate; explores/defines and pursues participant’s transfer 


options, prepares participants for transfer and complete transfer 



application; achieves transfer of project participants targeted to transfer 


to a 4-year college or university.



Using the foundation of learning style and CSSS assessment and an 



evaluation of prior (1st year) academic performance, amplifies and 



further develops each participant’s Individual Academic Plan (IAP).



Using the participant’s IAP as a foundation, develops an Individual 



Graduation/Transfer Plan, documents transfer opportunities assigned 



and taken, reports academic outcomes as participants progress toward 


long-range academic goals for graduation with an associate’s degree or 


certificate and transfers; assists in preparation of Graduation Application 


and application to transfer to a 4-year college or university. 




Contacts, advises, and registers for upcoming semester participants 



targeted to graduate and/or transfer within 3 regular, 15-16 week 



semesters.



Assist Retention Specialist, per Director’s instructions, 




with in-class facilitation of academic skills opportunities.




Conducts transfer activities as follows: 1) Plans, coordinates, and 



conducts a minimum of 10 Fall semester Transfer Parties, 6 Spring 



semester Transfer Exploration Trips and 4 Transfer Confirmation trips; 



2) Assists, advises, monitors, and tracks over time, a rolling cohort of 



up to 70 project participants targeted to transfer to 4-year schools 



within 3 regular 15-16 week semesters;  3) Creates and maintains 



Transfer Resource Lab for participants to use in preparing for transfer; 



establish procedures for participant use.  




Serve as an Advocate for as many as 25 SSS candidates. In this 



connection, research, target, and personally meet selected candidates 



(those who have not taken advantage of  program opportunities when 



they are presented): i.e. in visits to SDV, Developmental and Gateway 



classes, where program opportunities like learning style 





assessment/interpretation, small collaborative group creation, in-class 



support instruction, academic/study skills instruction, Transfer Party/ 



Transfer Exploration trip appointments and other opportunities are 



made available. Once the Advocate has met personally with his 




candidate, the Advocate shall remain in personal contact with the 



candidate, weekly, advocating and arranging contact by the candidate 



with the program’s opportunities and acting to remove obstacles that 



challenge the candidates persistence, until such time as the Director 



determines that the candidate be referred to either the Retention 



Specialist or retained by the Learner Engagement and Transfer 




Specialist for further tracking.




Employing all intra-campus campus media and SSS Newsletter, inform 


students, staff, and faculty concerning transfer opportunities and how to 


engage with the program and staff.




Each Friday by 3:00 p.m. a log showing all appointments scheduled for 


the next week shall be submitted in person to the Director. A completed 


log showing appointments accomplished shall also be submitted to the 



Director in person each Friday. Incomplete scheduling/accomplishing of 


appointments may result, at the discretion of the Director, in reduction 


of authorized hours worked by the LE&TS.




Collects data and maintains records of participant contacts; gathers, 



organizes, and reports data to SSS Research Officer




and Director. 



May be required to perform other duties as assigned.  May be required 


to assist the agency or state government generally in the event of an 



emergency declaration by the Governor.  

