
 
 

Employee Job Description 

 

Position Title:                     Assistant Dean of Workforce Development           

Supervisors’ Title:          Vice President of Instruction 

Classification:      Exempt 

 

Position Summary:      

The Assistant Dean of Workforce Development is responsible for all workforce development initiatives to include:  

programs, operations, administration, management and evaluation. 

 

ESSENTIAL FUNCTIONS:  

 Generate revenue streams for the College through state and federal government, and private sector 

contracts for workforce training. 

 Assist in developing, enhancing and implementing strategic plans for the workforce development 

division. 

 Work with state and local policy makers and economic developers to identify industry training needs and 

organize the sources to deliver the training sought by employers.  

 Coordinate workforce development functions within the College and community to include: assessment, 

training and instruction; recruitment and placement; communications and public relations; strategic 

planning; employer relations; liaison activities with service providers; and coordination with workforce 

development agencies. 

 Ensure ongoing programmatic excellence: oversee implementation of workforce programs, 

administration of program budgets, and recommend and manage timelines and resources needed to 

achieve program and organizational goals. 

 Research, develop, and update vocational and employability curricula in accordance with best practices 

and evidence-based models to ensure curricula is current, relevant, and effective. 

 Research and identify various grant opportunities with assistance from faculty and staff. 

 Develop systems to ensure consistent, high-quality project management and evaluation to include 

measurement of results toward attainment of the College’s workforce development goals. 

 Recruit, train, develop, coach, and retain high-performance team members, empowering them to elevate 

to target levels of responsibility and performance. 

 Assist faculty in identifying existing curricula that might be modularized for non-credit offerings.   

 Provide leadership on all employer engagement and outreach activities for successful placement and 

retention. 

 Cultivate existing relationships and develop new relationships with current and prospective employers. 

 Manage relationships with current partner organizations, as well as establish new relationships to ensure 

effective collaboration and delivery of high quality and comprehensive program services. 

 Participate on various statewide workforce development committees. 

 Follow trends in workforce development and local job markets to design and implement relevant training 

opportunities.  

 Research and apply best practices to workforce develop programs.  

 Retain and submit documentation as requested to support accreditation efforts.   

 Work collaboratively with Cabinet members to integrate cross program activities and functions. 

 Work with management team to identify and pursue resources to support workforce programs including 

government and nongovernment grant opportunities, public-private partnerships, etc. 



 

 Support fundraising activities to promote the sustainability of programs and services. 

 Supervise assigned staff.   

 Other duties as assigned by President and Vice President. 
 

REQUIRED EDUCATION, STANDARDS, AND TRAINING: 
 

 Master’s Degree from a regionally accredited institution  

 Minimum of three (3) years of full-time teaching experience at the postsecondary level 

 Minimum of five (5) years of administrative experience in work force development 

 Demonstrated experience in public and private sector funding  

 Demonstrated experience in grant writing for workforce development projects 

 
 
REQUIRED LICENSE, CERTIFICATIONS, OR SPECIAL CREDENTIALS: 
 
 None  
 
OTHER QUALIFICATIONS AND JOB REQUIREMENTS: 
 

 Effective oral and written communication skills 
 An understanding of and commitment to the philosophy and mission of a community and technical college 

 

 
 


