
 

SBCCDTA/SBCCD Agreement 2018 – 2020 100 

APPENDIX A-5a:  Coordinator Job Description 
 
The position of faculty coordinator is a position that is equivalent to a one (1) full-time equivalence. 
The District agrees to update the Association when a faculty coordinator position is developed by 
either the Colleges or the District. 

 
The following are Faculty Coordinator duties: 
 
1. Collaborates with campus departments to ensure that the college catalog is current and accurate 

in the areas of interest to the coordinated area. 
 

2. Leads, coordinates and facilitates the preparation of area planning documents in consultation 
with employees in the coordinated area. 

 
3. Recommends to the appropriate administrator, the coordinated area’s preliminary budget and 

purchase orders for materials, supplies, and other activities. May recommend the scheduling of 
the coordinated area. 

 
4. Coordinates the use of the coordinated area’s facilities, submits requests to the appropriate 

administrator for the purchase, maintenance, and repair of equipment. 
 
5. May identify and recommends candidates for the recruitment and employment in the coordinated 

area (tutors, etc.) as appropriate. 
 
6. Maintains regular and effective modes of communication with administration, faculty, staff, 

students, and the community on areas of interest to the coordinated area. 
 
7. Regularly initiates, schedules, attends and participates in meetings to facilitate effective 

coordination and provide expertise related to the coordinated area. 
 
8. Attempt to initially resolve concerns within the coordinated area at the informal level. 
 
9. Coordinates with the Vice President, Dean or Associate Dean in convening advisory board 

meetings as appropriate. 
 
10. Attends conferences or other off- campus events in order to stay current on issues, past 

practices, and other items related to effectively leading activities in, or related to, the coordinated 
area as funding permits. 

 
11. Provides leadership and sets priorities for the daily operations within the coordinated area. 
 
12. Serves as the person primarily responsible for developing activities, training and workshops 

related to the coordinated area. 
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13. Serves on campus and District committees. 
 

14. Other duties as assigned in accordance with Title 5, California Education Code and Government 
Code and the Collective Bargaining Agreement between SBCCD and SBCCDTA Article 13.  

 
Due to the nature of the work coordinators do, the District agrees to proactively apply Article 24: 
Miscellaneous Provisions: “The District recognizes that support should be given to bargaining unit 
members in terms of necessary clerical assistance...”. The District acknowledges that coordinators 
shall be invited to training on any new or changes to state/federal/grant mandates, software, etc. that 
affects their areas directly. 
 
  


