MESA COLLEGE

CHANCELLOR

PRESIDENT

Serves as chief administrator and executive
officer over a comprehensive educational
program and campus support services.

1.00  College President

SECRETARIAL/CLERICAL SUPPORT

Provides secretarial and clerical support to
the President. Provides campus affirmative
action services.

PUBLIC INFORMATION/COMMUNICATION

1.00
1.00
1.00
0,40

Executive Assistant to President
Sr. Clerical Assistant

Clerical Assistant

Affirmative Action

1.00  Information Officer
200 Graphic Artist/Photographer

INSTRUCTION

STUDENT SERVICES

liv

|
ADMINISTRATIVE SERVICES




MESA COLLEGE

PRESIDENT

VICE PRESIDENT, INSTRUCTION

Serves as Chief Instnuctional Officer for seven schools
and the academic support adivilies

100 Vice President, Insruction

SECRETARIAL/CLERICAL SUPPORT

Provides secretarial and o erical support to the
V.F of Instruction and Academic Senate,

1.00  Adminidrative Secrelary
1.00  Adminisgrtive Technician
100 Secretary

2.00 Sr. Clerical Assistant

I 1 |

SCHOOL OF SOCTAL SCHOOL OF SCHOOL OF SCHOOL OF
BEHAVIORAL SCIENCES BUSINESS, HEALTH HUMANITIES
& MULTI-CULTURAL COMPUTER SCIENCES/PUBLIC &
STUDIES STUDIES AND SERVICE LANGUAGES
TECHNOLOGIES
SCHOOL OF SCHOOL OF SCHOOL OF PHYSICAL INSTRUCTIONAL SERVICES & ECONOMIC DEVELOPMENT
M'\\-I:I::]:tf-‘lf‘s R_ELSESLE[{I]?‘.[CI:;]& EDEE&%QOE-]\ITEI;‘LL;':LS Coordinates instructional services and activities simed at economic
SCIELCES SRR AL College-wide stall development activilies.
SUPPORT 100, Detn
100 Si Secrelary
S0 Sr. Clerical Assistant




MESA COLLEGE

I VICE PRESIDENT, STUDENT SERVICES I

=t Vice Presicen

SECRETARIAL SUFPORT

Frovides secretarial support 1o the

100 Administrative Secretary
100 Clerical Assistant

|
MATRICULATION/STUDENT DEAN OF STUDENT AFFAIRS ARTICULATION
BEVELERMENTY. Directs student affairs, student govemment, Lo Articulation Officer
See chart Next page sudent adivities including commencement
and scholarsls, { adkmini Policy
3100, Financial Aid, Student Health
Services, and Service Leaming, Tuloring
and Writing Centers. FOPS/STAR
100 Dean of Student Affairs
100  Senior Secretary
130  Student Services Assstant
100 Instr AsstTutoring 100 EOPS Officer
4.00  Counsdor
3.00  Student Assistant Technician
100 Senior Clerical Assistant
I 200 Clerical Assistant
FINANCIAL AID

HEALTH SERVICES

Provides supervision, planming, evaluation
and implementation of Financial Aid
Program including employment of
workstudy students

staff.

Supervises the Nurse's Office and provides
health services to students, faculty, and

100 Financial Aid Officer
100 Student Sves. Suprv.d
500 Student Assistant Technician/FA
100 *5r Sudenl Services Assislant
3.00 ** Studenl Services Assstanl

*1.0 position #09869 defunded 03-04
** 1.0 position #003471 defunded 00-04

1.00  Murse Supervisor
College Health Nurse
Medical Office Assistant
Clerical Assistant
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MESA COLLEGE

'E PRESIDEN]

TUDENT

DEAN OF MATRICUL ATION/
STUDENT DEVELOPMENT

ktudent support services,

[Direct programs and services related to
recruitment,

I
ffollow-up, evaluation, job placement,

pnatriculation plan and the campus Transfer]
\Center. Administers college matriculation
plan,

1.00  Dean

SECRETARIAL

SUPPORT

100 Sr, Secretary

I

JOB PLACEMENT

1.00 Career Guidance &
Transfer Center Supervisor
1.00  Sr. Student Sves. Asst.

COUNSELING SERVICES [ CLERICAL SUPERVISOR EVALUATION DISABLED STUDENT
[supervises clerical support for PROGRAM & SERVICES
1.00  Counselor, Dept. Chair Articulation, Assessmen, 300 Evaluator
24.50 Counsclor Testing, Counscling, Follow-Up 200  Student Services Asst. 3.00 Counselor

fand the Transfer Center.

1.00  Student Sves, Supvl

100 Counselor, Dept. Chair
1.00 HTC Specialist

100 LD Instructor

1.00  Clerical Supervisor

(1]
1.00 Student Services Asst
200 Ingt, AsstLR

1.00 Clerical Assistant

* 1.0 position #001012 frozen
03-04

CLERICAL SUPPORT/A NT

I CLERICAL SUPPORTFOLLOW-UP

100 Sr. Student Sves Asd.
o *Student Services Asst.
*.45 position ¥010310 frozen 03-04

| 100 St. Student Svee Asst

CLERICAL SUPPORT/TRANSFER CENTER

1.0 Sr. Student Sves Assl.
0.00 *Student Sves. Asst
* 1.0 position #010549 frozen 03-04

CLERICAL SUPPORT/COUNSELING
Advisement/ O entaticn

100 Sr. Clerical Assist
3.50 Student Services Assistant

I CLERICAL SUPPORT/ARTICULATION

].4.': Senior Clerical Assistant

Ivii




MESA COLLEGE

[ cOLLEGE PRESIDENT |
L |

ADMINISTRATIVE SERVICES

Directs support services related to budget,
personnel, accounting, stockroom, mailroom,
reprographics and faculty support services,

1.00  Director, Administrative Services

FACULTY SUPPCRT

BUSINESS SERVICES

See chart  Next page

ACCOUNTING

Maintains campus accounting and cashier functions.

Provides techmcal budget support; processes
requisitions and charge-backs.

1.00  Accounting Supervisor |
300 Accounting technician

ADMINISTRATIVE COMPUTING

1.00  Accounting Supervisor 1

100 Sr Accounting Technician

4,00  *Sr Accounting Clerk

1.00  Accounting Techmician

275  Account Clerk

* 1.0 position #007418 defunded 03-04

ADMIN/TECH SUFPORT & INFO SERVICES

Provides direct support to Director; coordinates
campuswide telephone support systems and
switchboard services

1.00 Network Specialist
3.00 SCT Staff

STOCKROOM

1.00 5r, Office Manager
1.00 Tech Repair/Support Techmcian
1.10 Telephone Operator

ADMINISTRATIVE EMPLOYMENT/PAYROLL
SERVICES

Provides personnel and information services;
responsible for campuswide timekeeping functions.

0 * Clerical Supervisor
4,00  Administrative Tech
* 1.0 position #006819 defunded 03-04

Iviii

Provides supply services campuswide; performs
recieving and inventory control functions, maintains
charge-hack system.

1.00  Recieving/Stockroom Supervisor
2,00  Stock Clerk 1
1.00  Clerical Assistant




MESA COLLEGE

DIRECTOR, ADMINISTRATIVE
SERVICES

FACULTY SUPPORT

Provides clerical support, reprographic service, mail
service, and voicemail services to faculty and stafl.

1.00  Word Pro/Duplicating Support -
Services Supervisor

I

|

REPROGRAPHIC CENTER

MAILROOM

Provides reprographic services,
including art work, typing and printing
of materials for staff and faculty:
operates word processing center and
maintains faculty test bank materials.

2.00  Offset Press Operator
2.00  Word Processing Operator
400  Clerical Assistant

lix

Provides mail receiving and
distribution services to the campus.

2,00 Mail Clerk




