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EL CAMINO COMMUNITY COLLEGE DISTRICT

CLASS TITLE:  
FACULTY COORDINATOR/ARTICULATION OFFICER

BASIC FUNCTION:  

The Articulation Officer position is a full-time faculty coordinator position.  Under the general direction of the Dean of Counseling and Student Services, the Articulation Officer facilitates the transfer of El Camino College students to transfer institutions, and high school students to the College.

REPRESENTATIVE DUTIES:
1. Promote and support intersegmental cooperation to facilitate the transfer of students to CSU and UC campuses and private colleges and universities.

2. Responsible for the oversight of the course approval process for CSU breadth courses and the Intersegmental General Education Transfer Curriculum (IGETC).

3. Oversee and maintain articulation information on Articulation System Stimulating Interinstitutional Student Transfer (ASSIST).

4. Develop, maintain, and publicize California Articulation Numbering (CAN) agreements.

5. Direct and maintain the activities of the High School Articulation Project and Regional Occupational Centers.

6. Develop and maintain annual curriculum guides for the Associate Degree, certificates and majors of the College.

7. Initiate, maintain and disseminate articulation agreements with other postsecondary institutions, especially in the areas of general education/breadth requirements, preparation for the major, course-to-course agreements, and transferable course agreements.

8. Ensure the accuracy of published materials relating to articulation matters.

9. Develop a system for assuring the timely processing of articulation documents, and monitor each stage of the articulation process.

10. Provide training to faculty on how to access and interpret articulation information online or in print.

11. Serve on the College Curriculum Committee and, during course review, advise the committee of articulation requirements.

12. Advise appropriate administrators, deans, faculty and staff of proposed changes in curriculum that affect articulation and have an impact on students.

13. Chair El Camino College Articulation and Advisory Committee.

14. Serve on appropriate campus committees, provide input, and receive information about proposed changes affecting or regarding articulation.

15. Disseminate policies and information from the articulation unit of the Chancellor’s office.

16. Participate in conferences and workshops on articulation issues.

17. Facilitate campus participation in intersegmental programs (e.g. CIAC, CAN, ASSIST, ICC, ICAS, counselor conferences, and segmental meetings).

18. Promote the full inclusion of and effective communication with all students and community users in compliance with Section 508 of the Rehabilitation Act of 1973 by developing and maintaining documents in an accessible format.

19. Interpret articulation policies for college departments, receiving institutions, and students.

20. Advocate for students experiencing difficulties with receiving institutions that may not honor articulated courses.

21. Develop an annual articulation plan outlining goals and measurable objectives in consultation with the Dean of Counseling and Student Services, the Vice President of Academic Affairs and the Vice President of Student and Community Advancement.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Functions, operations and activities associated with student services environment.

Research methodologies and documentation.

Transfer requirements.

ABILITY TO:

Demonstrate leadership, counseling or teaching experience, and a working knowledge of college articulation, transfer and curriculum programs.

Demonstrate commitment to student learning and to the success of all students in an open access learning environment.

Demonstrate sensitivity to and understanding of diverse socio-economic, cultural, and ethnic backgrounds of college students, and individuals with disabilities.

EDUCATION AND EXPERIENCE:

Master’s Degree or the equivalent, or a valid California Community College credential in a community college discipline.

Two years experience working in an articulation position (full or part-time) at a community college or university.

Experience with various technology-mediated counseling computer systems.

Experience with and/or knowledge of computers, software, and technology related to articulation (e.g. ASSIST), transfer, student services, and instruction.

LICENSE AND OTHER REQUIREMENTS

Valid California driver’s license.

WORKING CONDITIONS

May be required to drive to offsite locations periodically.

Hand and finger dexterity to operate various office equipment.

Additional hours may be required.

Position is 12 months and forty hours per week.

Salary Schedule for Faculty Members on a Fiscal Year Basis

Board approved:  November 18, 2002

