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PROFESSIONAL JOB DESCRIPTION
Exempt; Full-Time

POSITION TITLE:	Accessibility and Student Success Manager
DEPARTMENT:	Student Services

PURPOSE:  Determine and coordinate direct and indirect services to students and campus visitors with disabilities at all TVCC locations; provide assistance with campus compliance of protection under the Americans with Disabilities Act Amendment (ADAA), Section 504 of the Vocational Rehabilitation Act, and other applicable federal and state civil rights legislation. Position will be responsible for management and supervision of the operations of the Student Success Center and will coordinate with outside agencies and campus departments on accommodation and accessibility issues.
ESSENTIAL FUNCTIONS
ADA/504 Compliance: Provide direct service to individuals at all TVCC locations with a wide-range of needs related to disabilities or accommodations including those with chronic physical or mental health conditions; review documentation for the purposes of determining appropriate, reasonable accommodations; conduct intake meetings, assisting in coordinating accommodations between the faculty/staff, student, and the office including assisting with the Testing Center and assistive technology demands; promote a positive, student-centered, success-orientated atmosphere for students with disabilities, promote and support inclusive activities and policies in response to federal mandates of non-discrimination. Specifically including, but not limited to:
· Works directly with current and prospective students’ representatives, licensed medical professionals, case workers, foster parents, Adjudicators. 
· Membership in professional development networks such as ORAHEAD.
· Review documentation of disability, including psychological, medical, academic and educational assessments, and recommend reasonable accommodations for students.
· Coordinate services and equipment necessary for reasonable accommodation, including assistive technology and software in the assistive technology labs. 
· Maintain a working knowledge of changing practices and legislation in the field of disability services.
· Assist with institutional policy development related to disability services.
· Perform other duties as assigned.

Education and Training: Provide consultation and training for campus staff, faculty, students, etc. regarding the rights and responsibilities of all campus community members and guests with disabilities or accommodations in a higher education setting. Maintain a working knowledge of changing practices and legislation in the field. Specifically including, but not limited to:
· Identify and collaborate with public and private entities that provide services, assistance or information to students with disabilities, including other postsecondary institutions, social service agencies, secondary schools, etc. Develop and implement program orientations and other transition and success activities for students with disabilities and their parents.
· Develop and implement program orientations and other transition and success activities for students with disabilities and their parents.
· Keep professionally currently by participating in department and college-wide activities and training, and, when appropriate, regional and national meetings
· Perform other duties as assigned.

Administrative:  This position requires the direct day-to-day management of the Success Center and will be responsible for record-keeping and confidentiality of student information within the Success Center. Contribute to student services and administrative planning to increase the overall accessibility of physical spaces, technologies, universal design, etc. Serve as a standing member on the TVCC C.A.R.E. team and other appropriate college committees as deemed necessary. Specifically including but not limited to:
· Works closely with our contracted mental health provider. Not only in referrals, but also with student referrals. 
· Set up and maintain a database system for monitoring and reporting on the number students with disabilities, their needs and effectiveness of service delivery for program improvement purposes.
· Assist with budget development and prioritizing of resource allocations; guide long range planning efforts for disability accommodations and accessibility.
· Serve as a Title IX investigator and complete annual Title IX training.
· Perform other duties as assigned.

Testing/Success Center: Supervision of Ontario Test Center proctors/tutors, and/or other approved personnel, whose responsibility is the implementation of test proctoring for testing services provided by the Ontario TVCC Testing Center, including testing accommodations for all students registered with the office. Specifically including but not limited to:
· Must be a certified proctor or test administrator in all professional and educational testing platforms used by TVCC. 
· Promote a positive, student-centered, success-oriented atmosphere in the department and program.
· Perform other duties as assigned.

TVCC values professionalism in its employees.  The following attributes and behaviors are identified as examples of what is expected of an employee:
· Display empathy and positive regard for others in written, verbal and non-verbal communications.
· Work effectively with colleagues and students by practicing punctuality, respect for deadlines, collaborative problem solving, and honest communication.
· Build trusting relationships by acting with integrity, courtesy, and responsibility, even in the face of stress or demanding workplace conditions. 
· Maintain proficiency as needed and approved by attending trainings, reading job-related materials, and meeting with others in area of responsibility.  
· Dress appropriately for a workplace with frequent customer service interaction and community outreach.
· Meet all required standards of confidentiality and safety. Maintain work areas in a clean and orderly manner.  
QUALIFICATIONS
MANDATORY:  Bachelor’s degree in related discipline (learning disabilities, special education, education, psychology, education psychology, rehabilitation counseling, or another directly related field.)
Three (3) years of experience working with people with disabilities, preferably at the post-secondary level.  Knowledge of state and federal laws pertaining to serving people with disabilities in postsecondary education.  Demonstrated ability and/or experience in administration and supervision of a program.  Organizational skills with the ability to establish priorities, manage multiple demands and projects, and meet deadlines; strong customer service orientation; attention to detail is essential as well as excellent verbal, written and interpersonal communication.
Knowledgeable of placement, assessment, and standardized testing tools.  Experience facilitating and proctoring college level exams and professional testing.
PREFERRED:  Master’s degree in related discipline.  Bilingual in English and Spanish.
PHYSICAL DEMANDS
While performing the duties of this position, the employee is frequently required to sit, communicate, reach and manipulate objects, tools or controls. The position requires mobility. Minimum physical exertion. Duties involve moving materials weighing up to 5 pounds on a regular basis and up to 20 pounds on an occasional basis. Manual dexterity and coordination are required over 50% of the work period while operating equipment such as computer keyboard, mouse, calculator and similar machines.

WORKING CONDITIONS
Most work takes place in usual office working conditions, where the noise level is typical of most office environments with telephones, personal interruptions, and background noises.  This position must effectively manage and deal with high stress and crisis situations that involve decisions regarding student and campus safety issues.

SUPERVISORY RESPONSIBILITY
Supervises part-time tutoring and Success Center staff. Carries out other supervisory responsibilities in accordance with college policies and applicable laws, including monitoring timesheets and creating work authorizations.  Additional supervisory responsibilities completed in close coordination with the Director of Admissions and Student Success include:  interviewing, hiring, and training employees; planning, assigning, and directing work; addressing complaints and resolving problems.

SUPERVISION RECEIVED
Works under the general supervision of the Director of Admissions and Student Success. 



The above description covers the most significant duties performed but does not include other related occasional work.
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