
ASSIGNMENT 
100% of full time, minimum of 40 hours per week, 12 months 
per year.  Schedule may change to occasionally include some 
evening or weekend hours as needed. Work location: Mission 
College. 
 
SALARY AND BENEFITS 
 Salary range begins at $146,885 (Step 1); maximum 

earnable: $165,320 (Step 5) 
 Additional compensation: $1,500 for doctorate added to 

base salary annually, to be prorated on a monthly basis 
 Employer-paid medical, dental, vision for employee and 

dependents to include domestic partner 
 Employer-paid long-term disability for employee 
 Voluntary life insurance 
 10 paid holidays plus 1 floating holiday annually; paid non-

workdays between Christmas and New Year 
 12 days sick leave accrued annually  
 22 days vacation annually (25 days after five years of 

service) 

 
Job Number: 0607A009 

Please put this number on the application. 
 

 
 
 
 
 
 

PRESIDENT 
West Valley-Mission Community College District 

Mission College 
 

 
 

 
 
 
 
 
 
 

 

Under direction of the Chancellor or designee at the West Valley-Mission Community College District, envision, plan, 
organize, coordinate, direct, administer, review and evaluate the programs, services, resources and activities of an assigned 
community college campus; provide leadership to the District's faculty, certificated administrators, classified staff and 
administrators in the areas of instruction, student services and general administration; represent the College to the Board of 
Trustees and the community at large; promote and develop partnerships, cooperative functions and effective relationships 
with community business leaders, related organizations and others involved in educational services and vocational training. 
 
Work closely with the Chancellor and the Board to facilitate achievement of goals and objectives consistent with the District's 
educational master plan; formulate, develop and implement instructional, administrative and student services programs, 
systems, policies, standards and activities in compliance with a variety of federal, State, local and District laws, rules, 
regulations, policies and procedures; select, train, direct and evaluate performance of key College administrators. 
  
This is the highest level administrative position on a community college campus, reporting directly to the Chancellor. An 
incumbent must have broad experience in managing major segments of an educational institution with a wide variety of 
instructional programs, resources and facilities. The President serves as the executive leader for academic and classified staff 
on campus and must have the ability to direct, motivate and mentor personnel in developing new approaches, methodology 
and concepts in the field of education and related support activities. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Personal necessity leave and personal business leave 
 Professional Development and Renewal leave 
 CalSTRS retirement  

 
MINIMUM QUALIFICATIONS  
Any combination equivalent to:  
 Master's degree in education, public administration or 

related field AND 
 At least five years of increasingly responsible management 

experience in managing major segments of an educational 
institution, including instructional experience  

 Candidates with foreign degrees must provide official 
certification of equivalency to U.S. degrees by a 
certified U.S. credential review service. Simple 
translation of the language on foreign diplomas, 
transcripts, coursework, or similar will NOT suffice; 
thus, will cause the application packet to be judged as 
incomplete. 

 Demonstrated ability to effectively interact with persons of 
diverse socioeconomic, cultural, disability, and ethnic 
backgrounds. 

 
 

 
 
 

West Valley-Mission 
Community College District 
 

  

EXECUTIVE 
EMPLOYMENT OPPORTUNITY 

 

APPLICATION DEADLINE: Open Until Filled 
                 FIRST REVIEW DATE:  Wednesday, January 31, 2007, 5:00 P.M. 

HR/gg/12-01-06 

Mission College is located in Santa Clara, California, the high tech center of the world.  The college is 
neighbor and partner with many Fortune 500 companies, such as Intel, Applied Materials, Cisco, Nortel 
Networks, Sun Microsystems, National Semiconductor and others. 
 
Enrollment increases yearly with over 8,000 students attending classes during the day, evening, and 
weekend. A growing number of courses are taught on-line, through distance learning and at corporate sites.  
The college has over 500 employees and an annual budget exceeding $23 million. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

KNOWLEDGE AND ABILITIES 
Knowledge of: 
 Principles, theories and practices of public administration 

specifically related to higher education. 
 Instructional program development and implementation at 

a community college. 
 Principles and practices of leadership, management and 

supervision. 
 Sound fiscal management policies as related to a 

community college. 
 Local, State and federal laws governing a community 

college district. 
 District organization, operations and objectives. 
 Budget administration for large, multi-faceted instructional 

programs. 
 Programs and services of a community college district. 
 General trends in academic, vocational, community and 

contract education. 
 Local economic conditions and student enrollment trends. 
 Needs, interests and concerns of various groups of 

community college students. 
 Oral and written communication skills. 
 Principles of management, training and supervision. 
 Interpersonal skills including tact, patience and diplomacy. 

Ability to: 
 Communicate effectively with diverse constituencies within 

and outside the College. 
 Plan, organize, direct, administer, review and evaluate all 

functions of the College including instruction, student 
services and administration. 

 Serve as a member of the Chancellor's executive staff. 
 Participate in developing recommendations to improve 

College programs, services and activities. 
 Provide leadership and direction to College administrators, 

faculty and classified staff. 
 Analyze complex financial, statistical and narrative data 

regarding all aspect of District instruction and operations. 
 Maintain current knowledge of the educational and 

vocational needs of the community. 
 Confer with community business leaders and others 

regarding funding sources and cooperative instructional 
relationships. 

 Develop, implement and promote innovative student 
services and supportive learning resources as an integral 
part of the instructional program. 

 Select, train, supervise and evaluate the performance of 
assigned personnel. 

 Communicate effectively both orally and in writing. 
 Establish and maintain effective and cooperative working 

relationships with others. 
 Delegate authority and responsibility to subordinates 

effectively. 
 Relate effectively to people of varied academic, cultural 

and socio-economic background using tact, diplomacy and 
courtesy. 

 
EXAMPLES OF DUTIES AND RESPONSIBILITIES 
(Any one position may not include all of the duties listed nor do 
listed examples include all tasks, which may be found in 
positions of this class.)  To perform this job successfully, an 
individual must be able to perform each essential duty of the 
position satisfactorily.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the 
essential functions required for the position. 
 Provide executive direction and leadership to the 

instructional, administrative, and student services 
functions, programs, operations and activities on an 
assigned community college campus; formulate, develop, 
implement and review a broad variety of policies, 

standards and outcomes to assure that students are 
afforded optimum opportunities in academic and vocational 
fields. 

 Serve as a member of the Chancellor's executive staff and 
participate in establishing and achieving institutional goals 
in accordance with the District's educational master plan; 
direct the development of short- and long-range plans for all 
campus functions in coordination with the leadership of 
other District entities. 

 Work cooperatively as a member of the management staff 
of the College and District toward the achievement of its 
goals and objectives. 

 Provide leadership consistent with the mission and function 
of the College and District. 

 Recommend and implement techniques to improve 
department policies and practices, increase efficiency, take 
advantage of opportunities and maintain state-of-the-art 
practices, keeping abreast of current trends and practices in 
the field. 

 Maintain effective public relations with the larger 
community. 

 Assure smooth operations within the areas of responsibility. 
 React to change productively and handle other essential 

tasks as assigned. 
 Select, train, supervise and evaluate the performance of 

campus administrators responsible for instruction, 
administration, student services, vocational education and 
other key programs, services and functions; promote an 
environment of cooperation and mutual support among all 
campus staff. 

 Attend Board meetings and make oral presentations 
concerning all aspects of College instructional and 
administrative activities; confer with College administrators 
and members of executive staff regarding Board agenda 
items and management issues involving programs and 
services of the College and District, including 
recommendations for new or revised policies and 
procedures. 

 Work closely with faculty in developing, modifying and 
enhancing College curriculum; review and evaluate 
curricular recommendations and encourage expansion of 
the instructional program to meet the diverse needs of 
students in the community, including new, transfer, re-entry 
and high school advanced placement students. 

 • Represent the College to local, State and federal 
governmental bodies and agencies; solicit and obtain 
financial support and other resources for new and enhanced 
instructional programs and services; represent the College 
to the community including other educational institutions, 
business interests and service organizations. 

 Assure compliance with all applicable laws, rules, 
regulations and restrictions related to instructional 
programs, student services, College operations and 
expenditure of funds; assure that the highest legal and 
ethical standards are maintained and clearly communicated 
to College personnel, the Board of Trustees and the 
community. 

 Review and evaluate effectiveness of key personnel, 
programs and services; assure development and 
implementation of programs and services which are 
efficient, effective and responsive to the needs of the 
community and College; recommend operational changes 
and improvements as appropriate. 

 Direct the efforts and activities of various College 
committees, task forces and work groups; delegate 
responsibility to administrators for representing the 
College's interests in the local community and at State or 
national meetings; review and evaluate information, factual 
summaries and recommendations from work groups and 
team leaders. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Review reports related to the College's financial 
resources; assure that human and financial resources are 
allocated efficiently and effectively; direct the timely and 
accurate preparation of enrollment and revenue 
projections and consolidation of budgetary reports to 
facilitate attainment of short- and long-range plans. 

 Work with faculty to encourage the assessment and 
improvement of instructional methodology, technology and 
materials; develop and implement programs and services 
to facilitate academic and vocational instruction; assure 
that information concerning College programs and 
services is available to the community and local 
organizations.  

 Assure optimum services to students in all areas of 
student life, including maintenance of student records, 
academic and personal counseling, recreational and 
sports activities, health services, student government and 
other clubs and organizations, tutorial services, financial 
aid, and assistance programs for students with disabilities. 

 Prepare and administer annual budgets for assigned area; 
review and approve expenditures according to established 
District policies and procedures. 

 Participate in preparation of state and federal grant 
applications. 

 Perform related duties as assigned. 
 
OTHER REQUIREMENTS 
 Possession (or qualifications for) a California 

Administrative Officer Credential 
 A valid California driver's license. 

 
To receive a detailed job description that includes working 
conditions and physical demands, please contact the District 
Human Resources Department at (408) 741-2415. 
 
APPLICATION DOCUMENTATION 
Documents to be considered for this position must be received 
in the District Human Resources Department, West Valley-
Mission Community College District, 14000 Fruitvale Avenue, 
Saratoga, CA 95070-5698 (West Valley College Campus) on 
the date and time noted above. 
 
REQUIRED DOCUMENTS 
To insure fairness and consistency to all candidates, do not 
submit materials other than those identified below. Incomplete 
applications will not be considered. 

 In a letter of application of four (4) pages or less, the 
candidate should state how he/she would address the 
identified Opportunities and Challenges as well as 
how they meet the Presidential Profile. PLEASE 
NOTE: For Opportunities and Challenges, please refer to 
the brochure attached at the end of the job 
announcement. 

 A list of significant accomplishments (not more than 
one page). 

 A current, typed, detailed resume. 
 Names, titles, business and home phone numbers and 

e-mail addresses of eight (8) references including 
supervisors, subordinates, colleagues, faculty and 
community members. 

 Finalists will be expected to submit official 
transcripts. 

 If applicable, U.S. Equivalency Certification for foreign 
degrees. 

 
NOTE: All required documents must be submitted with 
your application packet; otherwise, your application will 
be considered incomplete and will not receive further 
consideration. 

OPTIONAL DOCUMENTS 
 Copies of licenses and certificates you possess as related 

to this position. 
 Voluntary identification form (for statistical purposes only 

and will be kept confidentially in the Human Resources 
Department). 

 
APPLICATION INFORMATION 
 Submission of complete application documents to Human 

Resources by the deadline is the applicant’s responsibility. 
Postmarks will not be accepted.  

 Incomplete or late documents will not receive committee 
consideration.  

 Application documents will not be sent to applicants or 
received by Human Resources via email or fax.  

 All materials in your file become District property, will not be 
returned, and will be considered for this vacancy only.  

 Current employees must provide documentation and 
materials in the same manner and degree of detail as any 
other applicant. 

 If transcripts are required, include copies of ALL college 
transcripts with application packet to verify all degrees 
earned and college coursework taken. Please note: 
Certified copies will be required at time of hire. 

 Copies of diplomas, grade reports, graduation petitions, 
transcript evaluation requests, or similar documents WILL 
NOT BE ACCEPTED IN LIEU OF TRANSCRIPTS.Foreign 
transcripts and degrees require official certification of 
equivalency to U.S. transcripts and degrees by a certified 
U.S. review service at the time of application. 

 Un-requested documents, such as cover letters, letters of 
recommendation, and any other documents that are not 
specifically asked for under Required Documents, will be 
removed from the application packet.   

 DO NOT STAPLE DOCUMENTS TOGETHER.  USE A 
PAPERCLIP OR OTHER MEANS OF BINDING. 

 Include the job number on the application. 
 Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential 
functions. 

 West Valley-Mission Community College District will not 
sponsor any visa applications. 

 
SELECTION PROCESS 
 The committee will review, evaluate, and consider 

applications and supporting materials received by the 
deadline.   

 Meeting the minimum qualifications does not assure the 
candidate an interview.  It is, therefore, important that the 
application be thorough and detailed. 

 Reference checks for the finalists will be conducted. 
 The District may re-advertise, delay, choose not to fill the 

position, or choose to fill more than one position. 
 The District will assist candidates with traveling expenses if 

invited to a second interview.  For details, contact the 
Human Resources Department. 

 
INFORMATION AND APPLICATION MATERIALS  

MAY BE OBTAINED FROM: 
 

HUMAN RESOURCES 
West Valley–Mission Community College District 

14000 Fruitvale Avenue 
Saratoga, CA 95070–5698 
www.wvmccd.cc.ca.us/hr/ 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Applicants who, due to a disability, require accommodations to 
complete the application, testing or interview process, please 
contact Human Resources at (408) 741–2415 to arrange for 
assistance. 

 
 

WEST VALLEY-MISSION COMMUNITY COLLEGE 
DISTRICT IS AN EQUAL OPPORTUNITY EMPLOYER. 

 
12/06 

 
 
 

Add your email address to our new job vacancy list 
serve to be notified when new Classified, Faculty and / 

or Management positions are posted. 
http://www.wvmccd.cc.ca.us/hr/email_subscribe.php

 



www.missioncollege.org

Application Process
Nominations and applications will continue to be accepted until the 
position is filled. However, the Search Committee will begin review-
ing applicants’ materials beginning January 31, 2007. The intention 
is for the new president to start as soon as possible in 2007. The 
salary is competitive and negotiable. All inquiries, nominations, and 
applications will be held in strictest confidence and references will 
not be contacted without the applicant’s permission. All documents 
submitted will become the property of the District.

Required Information (Incomplete applications will not be considered.)

•	In a letter of application of four pages or less, the candidate should 
state how he/she would address the identified Opportunities and 
Challenges as well as how they meet the Presidential Profile.

•	A list of significant accomplishments (not more than one page)

•	A current resume

•	Names, titles, business and home phone numbers and E–mail 	
addresses of eight references, including supervisors, subordi-
nates, colleagues, faculty and community members. 

•	Finalists will be expected to submit official transcripts.

Applications should be mailed to:

West Valley-Mission Community College District
Attention: 	Francine Caracciolo, 	
	 Human Resources Department
14000 Fruitvale Avenue, Saratoga, CA  95070-5698

Telephone: 408.741.2131

The West Valley-Mission Community College District is an 	
equal opportunity employer. If accommodations are needed, 	
make request to Francine Caracciolo.

For nominations and confidential inquiries contact:

Dr. Lois Callahan, Search Consultant	
Telephone: 650.573.1980   	
E–mail: loisacall@aol.com

or

Dr. Jack Bessire	
Telephone: 831.649.6310   	
E–mail: Jbessire@prodigy.net

The Board of Trustees and Chancellor of the  
West Valley-Mission Community College District

 invite applications and nominations 
for the position of 

Mission College
President.

Building Silicon Valley’s Future—One Student at a Time
MISSION COLLEGE

Santa Clara’s Community College


