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Position Description
Position Overview:
Definition:

Under general supervision, plans, organizes, and coordinates the development and implementation of 
all programs and services of the Language Learning Center; researches and gathers various program 
data and develops reports; provides complex and responsible support to the Director, ESL and 
Intercultural Programs in areas of expertise.

Supervision Received and Exercised:

Receives general direction from the Director, English as Second Language (ESL). Exercises technical 
and functional direction over and provides training to hourly staff and student workers.

Class Characteristics:

This is a coordinator classification responsible for planning, organizing, and coordinating the Language 
Learning Centers programs, services, and activities. Employees at this level are required to be fully 
trained in all procedures related to the assigned area(s) of responsibility, working with a high degree of 
independent judgment, tact, and initiative. The incumbent organizes and oversees day-to-day activities 
and is responsible for providing professional-level support to the Director, ESL in a variety of areas. 
Successful performance of the work requires an extensive professional background, as well as, skill in 
coordinating departmental work with that of other departments. This class is distinguished from the 
Director, ESL in that the latter oversees the programming and administration of all of the Districts ESL
and Language Learning Center programs and services.

Examples of Essential Functions(Illustrative Only):

1. Plans, organizes, and coordinates the Language Learning Center services, including the scheduling 
of faculty, to meet language learning needs of English as a Second Language (ESL), American 
Language (AMLA), Foreign Language, and American Sign Language learners.
2. Provides direction, training, orientation, and guidance to assigned staff; prepares weekly and daily 
schedules; provides input and documentation for performance evaluations; assists in the recruitment 
and selection of faculty and provides recommendations.
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3. Coordinates and oversees specific tasks (e.g. language software, websites, assigned homework) 
performed by adjunct faculty to ensure completion and track assignment progress.
4. Assists in establishing schedules and methods for providing program, services, and activities; 
recommends improvements or modifications; assists in developing and implementing procedures and 
policies.
5. Participates in the development and implementation of goals, objectives, policies, and priorities for 
the program; recommends within program policy, appropriate service levels and resources; 
recommends and administers policies and procedures.
6. Participates in the development, administration, and oversight of the program budget.
7. Develops and standardizes procedures and methods to improve and continuously monitor the 
efficiency and effectiveness of assigned program, service delivery methods, and procedures; assesses 
and monitors workload, administrative and support systems, and internal reporting relationships; 
identifies opportunities for improvement and makes recommendations to the Director, ESL.
8. Prepares and submits language lab course schedule each semester; schedules faculty and 
classrooms.
9. Coordinates and participates in the development and writing of course curriculum; works with faculty 
in developing curriculum assessment and identifying new and revised courses.
10. Coordinates and works with faculty in developing Student Learning Outcomes (SLO) for the 
program; monitors class enrollment and attendance reporting.
11. Compiles and analyzes data and makes recommendations for the program; prepares 
comprehensive technical records and reports.
12. Plans, organizes, and implements program events and meetings, including student advisory group 
meetings and faculty orientations.
13. Attends and participates in professional group meetings and various committees and advisory 
groups; stays abreast of new trends and innovations in the field of instruction and other services as 
they relate to the area of assignment.
14. Advises, provides guidance, and prepares and delivers presentations on issues pertaining to the 
Language Learning Center programs and services.
15. Maintains and directs the maintenance of working and official program files.
16. Monitors changes in laws, regulations, and technology that may affect District or departmental 
operations; implements policy and procedural changes as required.
17. Prepares, reviews, and presents staff reports, various management and information updates, and 
reports on special projects as assigned by the Director, ESL and Intercultural Programs.
18. Responds to difficult and sensitive public inquiries and complaints and assists with resolutions and 
alternative recommendations.
19. Learns and applies emerging technologies and, as necessary, to perform duties in an efficient, 
organized, and timely manner.
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20. Promotes an environment of belonging as it relates to diversity, equity, inclusion, social justice, anti-
racism, and accessibility.
21. Provides quality customer service when interacting with the public, vendors, students, and College 
staff, including individuals from minoritized groups.
22. Supports and abides by federal, state, local policies, and Board Policies and Administrative 
Procedures.
23. Participates on committees, task forces, and special assignments, including, but not limited to 
Screening and Selection Committees and mandated trainings as required.
24. Prepares and delivers oral presentations related to assigned areas as required.
25. Performs other related duties as assigned.

Qualifications
Knowledge of:

1. Principles and practices of supporting a diverse, equitable, inclusive, socially just, anti-racist, and 
accessible academic and work environment.
2. Basic principles and practices of providing technical and functional direction and training to assigned 
hourly staff and student workers.
3. Budget development, administrative practices, and program management practices as applied to the 
analysis and evaluation of projects, programs, policies, procedures, and operational needs.
4. Principles and practices of developing, implementing, and evaluating Language Learning Center 
programs.
5. New and emerging theories, principles, and practices of Second Language Acquisition (SLA), 
computer-assisted language learning (CALL), and web-based instructional methods and their 
application to effectively provide high quality services to students.
6. Applicable federal, state, and local laws, regulatory codes, ordinances, and procedures relevant to 
assigned programs, projects, and operations.
7. Methods and techniques for the development of presentations, business correspondence, and 
information distribution; research and reporting methods, techniques, and procedures.
8. Principles and procedures of record keeping.
9. Modern office practices, methods, and computer equipment and applications.
10. English usage, spelling, vocabulary, grammar, and punctuation.
11. Techniques for effectively representing the District in contacts with governmental agencies, 
community groups, and various business, professional, educational, regulatory, and legislative 
organizations.
12. Techniques for providing a high level of customer service by effectively dealing with the public, 
vendors, students, and District staff, including individuals of various ages, disabilities, various socio-
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economic and ethnic groups.

Skills and Abilities:

1. Advocate for and communicate the Colleges vision and commitment to creating a diverse, equitable, 
inclusive, socially just, anti-racist, and accessible academic and work environment.
2. Participate in addressing gaps in diversity, equity, inclusion, social justice, anti-racism, and 
accessibility in the recruitment and retention of staff.
3. Participate in providing resources and support towards the goal of a diverse, equitable, inclusive, 
socially just, anti-racist, and accessible academic and work environment.
4. Plan, schedule, assign, and oversee activities of assigned hourly staff and student workers.
5. Identify and implement effective course of action to complete assigned work.
6. Prepare and administer budgets; allocate limited resources in a cost effective manner.
7. Work effectively with faculty to support an instruction and learning environment.
8. Interpret, apply, explain, and ensure compliance with federal, state, and local policies, procedures, 
laws, and regulations.
9. Research, analyze, and evaluate new service delivery methods, procedures, and techniques.
10. Effectively administer Language Learning Center programs, projects, events, and administrative 
activities.
11. Troubleshoot technical issues caused by hardware, software, or server conflicts that may be 
system wide or locally situated.
12. Effectively represent the District and the department in meetings with various educational, 
business, professional, regulatory, and legislative organizations.
13. Prepare clear and concise reports, correspondence, policies, procedures, and other written 
materials.
14. Conduct research projects, evaluate alternatives, make sound recommendations, and prepare 
effective technical staff reports.
15. Establish and maintain a variety of filing, record keeping, and tracking systems.
16. Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner; 
organize own work, set priorities, and meet critical time deadlines.
17. Operate modern office equipment including computer equipment and specialized software 
applications programs.
18. Use English effectively to communicate in person, over the telephone, and in writing.
19. Understand scope of authority in making independent decisions.
20. Review situations accurately and determine appropriate course of action using judgment according 
to established policies and procedures.
21. Establish, maintain, and foster positive and effective working relationships with those contacted in 
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the course of work.

Education and Experience:

Any combination of training and experience which would provide the required knowledge, skills, and 
abilities is qualifying. A typical way to obtain the required qualifications would be:

1. Equivalent to graduation from a regionally accredited four-year college or university with major 
coursework in education or a related field; and
2. Three (3) years increasingly responsible experience in working within an academic setting, including 
two (2) years of program coordination experience.

Desirable Qualifications:

1. Experience working with policies and procedures relating to diversity, equity, inclusion, social justice, 
anti-racism, and accessibility preferably in a minority serving institution such as Hispanic Serving 
Institution (HSI) and Asian American and Native American Pacific Islander-Serving Institution (
AANAPISI); OR
2. Experience with participation in programs relating to diversity, equity, inclusion, social justice, anti-
racism, and accessibility preferably in a minority serving institution such as Hispanic Serving Institution (
HSI) and Asian American and Native American Pacific Islander-Serving Institution (AANAPISI).

Licenses and Certificates:

The incumbent may periodically be required to travel to a variety of locations. If operating a vehicle, 
employees must have the ability to secure and maintain a valid California drivers license.

To apply, visit https://hrjobs.mtsac.edu/postings/13829

Our Mission: The mission of Mt. San Antonio College is to support all students in achieving their 
educational goals in an environment of academic excellence. Specifically, the College is committed to 
providing quality education, services, and workforce training so that students become productive 
members of a diverse, sustainable, global society. The College pledges to prepare students for lifelong 
learning through the mastery of basic skills, the achievement of associate degrees and certificates, and 
the completion of career and transfer pathways. The College will carry out this commitment by 
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providing an engaging and supportive teaching and learning environment for students of diverse 
origins, experiences, needs, abilities, and goals. The College is dedicated to serving our community 
through improving economic achievement, advancing civic engagement, enhancing personal well-
being, promoting critical thinking, and enriching aesthetic and cultural experiences.

Our Vision: Mt. San Antonio College strives to be regarded as one of the premier community colleges 
in the nation. We will be viewed as a leader in community college teaching, programs, and services. As 
a premier community college, we will provide access to quality educational programs and services, 
focusing on student success within a climate of integrity and respect. We will earn this reputation by 
consistently exceeding the expectations of our students, our staff, and our community.

Mt. San Antonio College Mission and Goals
 
The College is an equal opportunity employer. The policy of the College is to encourage applications 
from ethnic and racial minorities, women, persons with disabilities, and Vietnam-era veterans. No 
person shall be denied employment because of race, religious creed, color, national origin, ancestry, 
physical disability, mental disability, medical condition, marital status, sex (gender), age, sexual 
orientation, or the perception that a person has one or more of these characteristics.

jeid-4dc1b9f44b4e9e40af52a31aca5f6b55

Contact Information

Please reference Academickeys in your cover letter when
applying for or inquiring about this job announcement.

Contact
N/A

Mt. San Antonio College
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