
INTERIM DEAN OF STRATEGIC ENROLLMENT SERVICES 
 

Division: Student Services  
Posting Closing Date: 4/10/26 
Req: A2526E-IH3  
Position Type: Educational Administrator 

 
KEY ROLES/RESPONSIBILITIES 
Under direction of the Vice President of Equity and Student Services, exercise overall leadership of the Strategic 
Enrollment Services Division providing oversight for a comprehensive range of student service areas that are critical to 
the recruitment, enrollment, and retention of diverse student populations (e.g., first-time students, transfer students, 
returning students, international students, dual/concurrent enrolled students.) Provide vision and leadership over 
Admissions and Records, Financial Aid, Outreach, the International Student Program, Welcome Center, Contact Center, 
and other assigned departments. Organize, direct, and improve functions such as assessments, orientations, enrollment 
communications to deliver integrated, equity-minded, and student-centered enrollment services. 
 
Foster a culture of collaboration, mutual respect, innovation, and continuous improvement throughout the departments 
and Division; lead by example; actively participate in and support College-wide shared governance components and 
activities and other collaborative processes; encourage professional excellence among assigned staff; and promote, 
foster, and facilitate an organizational culture of customer service, teamwork, and innovation. 
 
REPRESENTATIVE DUTIES 
The following functional job duties and responsibilities are typical for this position. Incumbents may not perform all 
the listed duties and/or may be required to perform additional or different duties from those set forth below to 
address business needs and changing business practices. 
 

For a full listing of duties and work expectations, please refer to the job description located at:  

Job Description 

1. Be an involved participant on the Strategic Enrollment Services management and leadership teams. 
Collaborate with managers from all areas of the College to identify and address bottlenecks in course 
offerings that may impact enrollment.  

2. Develop, implement, and continuously improve a comprehensive enrollment communication strategy that 
supports access, equity, student success, and institutional enrollment goals.  

3. Ensure coordinated, student-centered communication across Admissions & Records, Financial Aid, 
Counseling, Outreach, Orientation, and related enrollment service areas.  

4. Oversee the design, sequencing, and delivery of multi-channel communications (email, text, web, portal, 
print, and emerging platforms) guiding students through application, assessment, placement, registration, 
and enrollment milestones.  

5. Establish communication standards and workflows that promote clarity, accessibility, compliance, and 
culturally responsive messaging for diverse student populations.  

6. Collaborate with Information Technology, Marketing, and Institutional Research to improve communication 
systems, CRM tools, automation, and data-informed messaging practices. 

7. Monitor enrollment trends and progress throughout each enrollment cycle to inform decision-making and 
strategy adjustments. Leverage data to improve student retention as part of an integrated enrollment 
management strategy. Ensure institutional data-management, record-keeping, and reports are prepared 
and presented in an actionable format to support the achievement of enrollment goals.  

8. Collaborate with noncredit programs and Career Development and College Preparation (CDCP) initiatives. 
Design and implement seamless enrollment processes and student success pathways that support student 
transitions to credit programs and long-term educational goals.  

https://www.elcamino.edu/departments/human-resources/docs/job_descriptions/Dean-of-Strategic-Enrollment-Services.pdf


 
 

 

 

9. Oversee the student grievance process. Ensure timely, fair, and consistent resolution of complaints in 
accordance with college policies, procedures, and applicable regulations. Promote a student-centered and 
equitable approach to grievances.  

10. Serve as the Principal Designated School Official (PDSO). Ensure compliance with the Student and Exchange 
Visitor Program (SEVP). Manage all Student and Exchange Visitor Information System (SEVIS) records. 
Maintain all Form I-17 documentation to support and retain international students enrolled at the College.  

11. Oversee the development, implementation, maintenance, and evaluation of the Strategic Enrollment 
Services department program reviews and Service Area Outcomes (SAOs) to advance institutional 
effectiveness. Ensure that state and federal regulations are implemented in policies, and anticipate legal 
ramifications, including but not limited to, security, privacy, and identity theft.  

12. Oversee efforts to identify and mitigate fraudulent enrollment activity in compliance with institutional and 
regulatory requirements.  

13. Plan, organize, coordinate, and direct the operations and activities of the Strategic Enrollment Services 
department. Meet compliance requirements, file reports, manage budgets, monitor timelines, and ensure 
quality outcomes. Coordinate assigned activities with other College departments, divisions, and outside 
agencies.  

14. Provide managerial direction including planning, coordination, evaluation, and accountability for admissions, 
international student programs and services, graduation, financial aid, registration, onboarding of students, 
records management, and the awarding of degrees and certificates. Integrate the functions of the 
department in a manner that is responsive to student needs, the campus, and the community.  

15. Provide leadership in the evaluation and improvement processes within Strategic Enrollment Services to 
assure that all services provided to students are prompt, efficient, and lead to a seamless enrollment 
experience for the student.  

16. Direct, plan, organize, and control all aspects of the onboarding and enrollment process in a timely, smooth, 
and efficient manner. This includes but is not limited to: registration, Financial Aid, and Admissions and 
Records information for the catalog and class schedules.  

17. Be responsible for accurate and timely submission of State and Federal reports including student attendance 
accounting records, student permanent records, student residency, faculty grades and attendance records, 
registration and enrollment statistics, and other records. Participate in audits of records as assigned.  

18. Monitor grants to comply with grant guidelines. Ensure the obtainment of grant outcomes.  
19. Monitor changes in laws, regulations, and technology that may affect District or departmental operations. 

Implement policy and procedural changes as required.  
20. Participate in outreach activities and maintain effective communication with feeder school districts, 

community-based organizations, and public agencies. Develop and participate in college-community 
partnerships and make public presentations on behalf of the College.  

21. Oversee the development of the Strategic Enrollment Services department calendar and contribute to the 
development of the campus-wide calendar for registration activities.  

22. Assure the provision of a student-centered, customer-service oriented environment for the delivery of all 
department functions and promote such an environment across campus. Provide leadership in the use of 
technology to assure the effectiveness and efficiency of department operations.  
 

ORGANIZATION MANAGEMENT 
1. Maintain up-to-date knowledge of the regulations, policies, requirements, and eligibility criteria for assigned 

programs and services. Ensure compliance with the College’s policies, procedures, and practices. 
2. Strengthen processes, programs, and services through the effective and efficient use of assessment, program 

review, planning, and resource allocation. Establish priorities in conjunction with the College’s comprehensive 
planning and budgeting guidelines. Develop and implement an organizational structure that maximizes 
utilization of resources and ensures effective and efficient delivery of student services. 



 
 

 

 

3. Train, supervise, motivate, and evaluate the performance of personnel as assigned; recommend transfers, 
reassignment, termination, and disciplinary actions as needed; delegate and review assignments and projects; 
evaluate work products and results, develop appropriate procedures to accommodate need for information 
and assistance; establish and monitor timelines and prioritize work. Monitor employee performance on a 
regular basis and provide coaching for performance improvement and/or development as needed. Anticipate, 
prevent, and resolve conflicts under areas of supervision. 

4. Plan for efficient and appropriate use and security of assigned facilities; assure compliance with health and 
safety regulations. 

5. Work with Information Technology personnel on a continual basis to enhance and improve relevant computer 
systems. Learn and apply emerging technologies to perform duties and provide services in an efficient, 
organized, and timely manner. Work to modernize infrastructure and technological resources to facilitate a 
positive learning and working environment and promote student success. 

6. Perform other duties as assigned.  

MINIMUM QUALIFICATIONS  
Education: Master’s degree from an accredited college or university. 

Experience: Two (2) years of formal training or leadership experience reasonably related to assigned areas.  

DESIRED QUALIFICATIONS  
Knowledge/Areas of Expertise:   

• Experienced in managing complex projects/programs or federal contracts (including budgets and reporting) 
in a higher education setting.  

• Expertise in effective principles, practices, procedures, and techniques involved in development, 
implementation, and evaluation of enrollment services, programs, plans, strategies, processes, systems, 
projects, goals, and objectives.  

• Knowledge of Title 5 and Education Codes related to attendance accounting, residency, student and faculty 
rights, record-keeping, and related matters. 

Abilities/Skills:  
• Ability to plan, organize, coordinate, and direct the activities and operations of a strategic enrollment 

services department.  
• Ability to provide a safe and secure working and learning environment for students to achieve their full 

potential.  
 
WORK ENVIRONMENT & PHYSICAL DEMANDS 
The work environment and physical demands here are representative of those required by an employee to perform 
the essential functions of this job successfully.  
Note: Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions.  
 
WORK ENVIRONMENT 
Standard office setting. Duties are performed primarily in an office environment while sitting at a desk or computer 
workstation. Incumbents are subject to extensive contact with students, faculty, and staff with frequent 
interruptions, noise, and demanding timelines. At least minimal environmental controls to assure health and 
comfort. Frequently involves working non-standard, evening, and weekend hours.  
 
 
 



 
 

 

 

PHYSICAL DEMANDS 
Incumbents regularly sit or stand for long periods, travel short distances on campus on a regular basis, travel to 
various locations to attend meetings and conduct work, use hands and fingers to operate an electronic keyboard or 
other office machines, reach with hands and arms, speak clearly and distinctly to answer telephones and to provide 
information; see to read fine print and operate computer; hear and understand voices over telephone and in 
person; and lift, carry, and/or move objects weighing up to 25 pounds.  

EXTENDED CLOSING DATE: Friday, April 10, 2026 at 4:00 p.m. 

SALARY: The starting salary range from $173,004 - $200,580 annually 

* Previous employment performed in a different public retirement system may allow eligibility to continue in the 
same retirement system. 

CONDITIONS OF EMPLOYMENT 
This position is designated as a limited-term, full time administrative position. The position is expected to begin July 
1, 2026 and end June 30, 2027. The standard work week is 40 hours of scheduled duty per week of not more than 
five consecutive work days. During the winter recess, all management positions are required to charge three (3) days 
of accrued vacation between the Christmas and New Year holidays. 
 
ADA ACCOMMODATIONS 
Applicants with disabilities requiring special accommodations must contact the ADA Compliance Officer at least five 
(5) working days prior to the final filing date: ADA Job Applicant Accommodation Request (maxient.com) 
 
TO APPLY 
A letter of interest indicating how you meet the qualifications, application, resume and transcripts MUST be 
received in my email at pjones@elcamino.edu  by 4:00 p.m. on the closing date for consideration. 
 
Foreign Transcripts: Transcripts issued outside the United States of America require a course-by-course analysis 
with an equivalency statement from a certified transcript evaluation service verifying the degree equivalency to that 
of an accredited institution within the USA. For information on transcript evaluation services, please visit:  
http://www.ctc.ca.gov/credentials/leaflets/cl635.pdf.  
 
 
 
 
FOR FURTHER INQUIRIES OR APPLICATION MATERIAL SUBMISSION QUESTIONS, CONTACT: 

 
El Camino College  
HR Service Partner 
Pamela Jones 
310-660-3593, Ext. 3478 
pjones@elcamino.edu   
16007 Crenshaw Boulevard 
Torrance, CA 90506 

 
 

mailto:pjones@elcamino.edu
http://www.ctc.ca.gov/credentials/leaflets/cl635.pdf
mailto:pjones@elcamino.edu


 
 

 

 

JEANNE CLERY CAMPUS SAFETY ACT  
In accordance with the Jeanne Clery Campus Safety Act, El Camino College has published an Annual Security Report and all required 
statistical data. This publication includes Clery crime statistics for the previous three years relevant to El Camino College classes 
and activities, in addition to institutional policies concerning campus safety and security. The information is also available in printed 
form in the lobby of the Police Department and in select locations on campus. Upon request, the Campus Police Department can 
provide paper copies of this publication. Contact them at 310-660-3100. 

EL CAMINO COLLEGE IS AN EQUAL OPPORTUNITY EMPLOYER 
The El Camino Community College District is committed to providing an educational and employment environment in which no 
person is subjected to discrimination on the basis of actual or perceived race, color, ancestry, national origin, religion, creed, age 
(over 40), disability (mental or physical), sex, gender (including pregnancy and childbirth), sexual orientation, gender identity, 
gender expression, medical condition, genetic information, marital status, military and veteran status, or retaliation; or on any 
other basis as required by state and federal law. 

 

http://www.elcamino.edu/annualsecurityreport
https://www.elcamino.edu/support/health-safety/police/index.aspx
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