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            Director of Human Resources
        

        
            
            
                                            City of Edmond, Oklahoma
                                    
            
                            
                    Edmond, OK, USA
                
                    

        
             On the outskirts of Oklahoma City, Edmond charms residents with its friendly atmosphere and exceptional quality of life. A low crime rate, great schools, bustling local businesses, and plenty of outdoor activities create a welcoming, safe environment. Edmond is where creativity and activity meet! You’ll find championship golf courses, indoor/outdoor food halls, downtown street festivals, local shopping, and dining galore. Cruise Route 66 to explore Arcadia Lake, tour historic sites, and snap selfies. You can also explore 33 parks, 47 miles of trails, and more than 300 public art pieces. Come see why Edmond is a Great Place to Grow! 
 The City of Edmond seeks a confident, experienced professional and a visionary leader to serve as its next Human Resources Director. The new Human Resources Director will be an excellent and frank communicator, with an appropriate sense of humor and a willingness to listen. They will have experience in working with executive boards and giving presentations and will be comfortable using technology for data analytics and process improvement. 
 The chosen candidate will have proven experience in workplace planning, policy development, HRIS management, progressive benefit and compensation programs and organizational development best practices that will continue to nurture the workplace culture that is the pride of Edmond employees. The ideal candidate will have a strong working knowledge of the laws, ordinances, and regulations governing employment and all aspects of human resources operations 
 This position requires a bachelor’s degree in human resources, business administration, accounting, marketing, finance, or a related field, plus six years of progressive experience in Human Resources including 3 years of supervisory or management responsibility. A master’s degree in human resources, business administration, or a related field is preferred. An equivalent combination of education and experience will be considered. Possession of professional certifications in human resources is desirable. Experience in collaborative labor relations and collective bargaining with public safety groups is very desirable. 
 The anticipated hiring range for this position is $123,113-$168,779, with an overall salary range up to $184,698, dependent on qualifications and experience. 
  Please apply online  
 For more information on this position, contact: 
 Debra Stapleton, Senior Vice President 
  DebraStapleton@governmentresource.com  
 602-206-3536 
        

    

    
        
            Mar 15, 2024
        

                                    Full Time
                                     
    

    
         On the outskirts of Oklahoma City, Edmond charms residents with its friendly atmosphere and exceptional quality of life. A low crime rate, great schools, bustling local businesses, and plenty of outdoor activities create a welcoming, safe environment. Edmond is where creativity and activity meet! You’ll find championship golf courses, indoor/outdoor food halls, downtown street festivals, local shopping, and dining galore. Cruise Route 66 to explore Arcadia Lake, tour historic sites, and snap selfies. You can also explore 33 parks, 47 miles of trails, and more than 300 public art pieces. Come see why Edmond is a Great Place to Grow! 
 The City of Edmond seeks a confident, experienced professional and a visionary leader to serve as its next Human Resources Director. The new Human Resources Director will be an excellent and frank communicator, with an appropriate sense of humor and a willingness to listen. They will have experience in working with executive boards and giving presentations and will be comfortable using technology for data analytics and process improvement. 
 The chosen candidate will have proven experience in workplace planning, policy development, HRIS management, progressive benefit and compensation programs and organizational development best practices that will continue to nurture the workplace culture that is the pride of Edmond employees. The ideal candidate will have a strong working knowledge of the laws, ordinances, and regulations governing employment and all aspects of human resources operations 
 This position requires a bachelor’s degree in human resources, business administration, accounting, marketing, finance, or a related field, plus six years of progressive experience in Human Resources including 3 years of supervisory or management responsibility. A master’s degree in human resources, business administration, or a related field is preferred. An equivalent combination of education and experience will be considered. Possession of professional certifications in human resources is desirable. Experience in collaborative labor relations and collective bargaining with public safety groups is very desirable. 
 The anticipated hiring range for this position is $123,113-$168,779, with an overall salary range up to $184,698, dependent on qualifications and experience. 
  Please apply online  
 For more information on this position, contact: 
 Debra Stapleton, Senior Vice President 
  DebraStapleton@governmentresource.com  
 602-206-3536 
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            Divisional Director of Human Resources
        

        
            
            
                                            San Diego State University
                                    
            
                            
                    5500 Campanile Drive, San Diego, CA 92182, USA
                
                    

        
             Position Summary    The Divisional Director of Human Resources autonomously serves as the primary division human resource contact, providing expertise and guidance with regard to recruitment, benefits, compensation, payroll, travel relocation, new hire orientation, onboarding, and ongoing employee functional training utilizing the systems, policies, and procedures specific to SDSU’s University Relations and Development Division as well as the California State University, SDSU, Council of Advancement and Support of Education (CASE) and other regulatory agencies. The director reports to the CFO of The Campanile Foundation, with a dotted line to the Vice President for University Relations and Development.   Duties include but are not limited to:     In consultation with URAD Leadership, oversee URAD divisional recruitment and retention efforts.   Identify, adopt, and benchmark best practices and identify applicable takeaways to develop a high-quality divisional recruitment and retention program.   Maintain and direct a comprehensive, integrated URAD orientation and onboarding program for new hires.   Build, maintain, and direct the implementation of a comprehensive, integrated training and professional development and retention program addressing divisional-specific training, initiatives, policies, and practices that promote and foster divisional excellence, the enhancement of individual and team performance and effectiveness, staff engagement, and professional growth and career advancement.   As the division’s liaison with SDSU HR, Labor and Employee Relations, and SDSURF HR, I provide assistance and guidance to managers and their staff regarding retention, employer/employee relations, employee conduct, interpretation of applicable collective bargaining agreement provisions, performance evaluation processes, progressive discipline, grievance handling, terminations, telework, and all other URAD personnel matters and processes.   Manage the divisional performance evaluation process to ensure consistency throughout the division. This includes providing management and supervisory training, coordinating, facilitating, and reviewing performance evaluations and approval processes, collecting and collating data to provide benchmarking analysis, record keeping, and submission of final evaluations to SDSU HR.   Managed business continuity planning process and submissions for division.   Serve as the URAD DEI committee chair and represent the division on the University’s Equity Council.     This is a full-time (1.0 time-base), benefits-eligible, at-will position. This position is designated exempt under FLSA and is not eligible for overtime compensation. Standard SDSU work hours are Monday - Friday, 8:00 a.m. to 4:30 p.m., but may vary based on operational needs.    This position is approved for partial telecommuting with onsite work in San Diego.    Department Summary    University Relations and Development (URAD) shares the university’s vision and mission, underscored in the 2020 five-year strategic plan. The plan identifies five strategic priorities: Becoming a Premier Public Research University: A New Kind of Hispanic Serving Institution (HSI); Resilience. Designed to Thrive; We Are SDSU; Equity and Inclusion in Everything We Do; and Students at Our Core.   URAD units work together to create enduring relationships with alumni, parents, donors, students, and the community to generate private support for SDSU students, faculty, and diverse programs. URAD handles a range of services encompassing stewardship, events, gift administration, communications, and more.   Within URAD, the departments of Development, SDSU Alumni, Planned Giving, Special Events, Donor Relations, Marketing and Communications, Financial Management, Data Management, Prospect Research and Management, and Operations are making a difference in the lives of SDSU’s 35,000 students.   URAD had another record-setting fundraising year in 2022-2023 with $136.9M total raised. Other superlatives in 2022-2023 include 16,534 total gifts, 2,254 scholarships awarded, and 5,969 first-time donors. The latest fundraising success can be credited to the university’s goal of building a world-class university campus, research center, and multi-use stadium in Mission Valley to serve higher education, the public good, and the community’s goals and aspirations.   University Relations and Development at San Diego State University is committed to upholding, as a foundational belief, a supportive working environment of inclusion that values, honors, and respects, all members of our team and the University community. We strive to engage in and promote the fair and equitable recruitment and training of URAD staff members, develop meaningful relationships with all groups in our diverse campus community, and share philanthropic stories that highlight the impact of and opportunity for diverse giving by our SDSU community.    University Relations and Development firmly believes that an inclusive environment facilitates critical and creative thinking and that differences in identities, values, beliefs, and perspectives are fundamental to our mission of generating philanthropic support for the university and its student body. Within University Relations and Development, the term diversity implies respect for all and an understanding of individual differences and other characteristics protected by applicable state or federal law so that all members of the community are treated at all times with dignity and respect. We value diversity and inclusion in the working environment and believe it is vital to the fulfillment of the university’s mission.     Education and Experience      Bachelor's degree in a relevant field or combination of education and experience.   Minimum of 5 years of experience in areas of talent management or human resources.      Key Qualifications      Working knowledge of operational and fiscal analysis techniques.   Experience using PeopleSoft HCM.   Experience working in a collective bargaining environment.   Working knowledge of federal and state employment laws and the ability to interpret and comply with the Institute's policies and guidelines, including bargaining unit policies and guidelines.   A high degree of interest in and commitment to higher education.   Proven ability to work across a complex organization and interact and partner with various levels of management, staff, faculty, and outside constituents.   Proven experience in leadership, management, and engagement of talent in a changing and complex environment.   Strong ability to handle sensitive and confidential matters with discretion; ability to use independent judgment and manage and impart information to a range of clientele.   Strong and sophisticated oral and written communication skills along with exceptional interpersonal skills.   Proven ability to solve a wide range of problems and develop practical and thorough solutions.   Proven ability to provide exceptional customer service to ensure that all constituents, both internal and external, have their needs met in an efficient and timely manner.   Demonstrated ability to make complex decisions, problem-solve and practice hands-on management.   Proven ability to develop and disseminate new or existing policies to all constituents.      Compensation and Benefits    San Diego State University will offer a competitive salary based on the qualifications and experience of the selected candidate. San Diego State University also offers a rich benefits package that includes:     Extensive Leave benefits: 15 paid holidays, 24 vacation days, and 12 sick days per year;   Retirement security through a CalPERS defined benefit pension (with CalPERS and UC Retirement Plan reciprocity) and retiree healthcare benefits;   An array of health, dental, and vision coverage at no cost or low-cost to the employee; and   California State University system fee reduction program (fee waiver) for the employee or their qualified dependent.     Anticipated hiring range: $80,000 - $90,000    Diversity and Community at SDSU    At SDSU, our diversity gives us power and benefits every single member of our community.    Through our commitment to equity and inclusion, we encourage all members of our community to purposefully learn from one another through open and respectful dialogue and responsible engagement. For more information, click here .    Principles of Community    At San Diego State University, we are a community of diverse individuals who have and represent many perspectives, beliefs and identities. This diversity lends our community strength, and we commit to creating and sustaining an inclusive and intellectually vibrant environment that benefits all members of our university.    SDSU’s Principles of Community is an aspirational statement that is intended to evolve over time. The statement reflects the ideals we are encouraged to uphold in our interactions with one another.     Supplemental Information    Initial review of the required application materials, including cover letters and resumes, will begin on April 22, 2024. For full consideration, please apply by April 21, 2024.   The person holding this position is considered a ‘mandated reporter’ under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.    San Diego State University is not a sponsoring agency for staff or management positions (e.g., H-1B visa). Applicants must currently be authorized to work in the United States on a full-time basis. Offers of employment are contingent upon the presentation of documents that demonstrate a person's identity and authorization to work in the United States, which are consistent with the provisions of the Immigration Reform and Control Act.    A background check (including a criminal records check) must be completed satisfactorily and is required for employment. SDSU will make a conditional offer of employment, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Failure to satisfactorily complete the background check may affect the continued employment of a current SDSU employee who was conditionally offered the position.   SDSU is a smoke-free campus. For more information, please click here .   SDSU is an Equal Opportunity Employer that considers all qualified candidates for employment and does not discriminate on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, national origin, sex, sexual orientation, covered military and veteran status, or any other protected characteristic or status. Reasonable accommodations will be provided for qualified applicants with disabilities who request accommodation by contacting Casie Martinez at cmartinez12@sdsu.edu  Advertised: Apr 05 2024 Pacific Daylight Time  Applications close:  Closing Date/Time:
        

    

    
        
            Apr 06, 2024
        

                                             
    

    
         Position Summary    The Divisional Director of Human Resources autonomously serves as the primary division human resource contact, providing expertise and guidance with regard to recruitment, benefits, compensation, payroll, travel relocation, new hire orientation, onboarding, and ongoing employee functional training utilizing the systems, policies, and procedures specific to SDSU’s University Relations and Development Division as well as the California State University, SDSU, Council of Advancement and Support of Education (CASE) and other regulatory agencies. The director reports to the CFO of The Campanile Foundation, with a dotted line to the Vice President for University Relations and Development.   Duties include but are not limited to:     In consultation with URAD Leadership, oversee URAD divisional recruitment and retention efforts.   Identify, adopt, and benchmark best practices and identify applicable takeaways to develop a high-quality divisional recruitment and retention program.   Maintain and direct a comprehensive, integrated URAD orientation and onboarding program for new hires.   Build, maintain, and direct the implementation of a comprehensive, integrated training and professional development and retention program addressing divisional-specific training, initiatives, policies, and practices that promote and foster divisional excellence, the enhancement of individual and team performance and effectiveness, staff engagement, and professional growth and career advancement.   As the division’s liaison with SDSU HR, Labor and Employee Relations, and SDSURF HR, I provide assistance and guidance to managers and their staff regarding retention, employer/employee relations, employee conduct, interpretation of applicable collective bargaining agreement provisions, performance evaluation processes, progressive discipline, grievance handling, terminations, telework, and all other URAD personnel matters and processes.   Manage the divisional performance evaluation process to ensure consistency throughout the division. This includes providing management and supervisory training, coordinating, facilitating, and reviewing performance evaluations and approval processes, collecting and collating data to provide benchmarking analysis, record keeping, and submission of final evaluations to SDSU HR.   Managed business continuity planning process and submissions for division.   Serve as the URAD DEI committee chair and represent the division on the University’s Equity Council.     This is a full-time (1.0 time-base), benefits-eligible, at-will position. This position is designated exempt under FLSA and is not eligible for overtime compensation. Standard SDSU work hours are Monday - Friday, 8:00 a.m. to 4:30 p.m., but may vary based on operational needs.    This position is approved for partial telecommuting with onsite work in San Diego.    Department Summary    University Relations and Development (URAD) shares the university’s vision and mission, underscored in the 2020 five-year strategic plan. The plan identifies five strategic priorities: Becoming a Premier Public Research University: A New Kind of Hispanic Serving Institution (HSI); Resilience. Designed to Thrive; We Are SDSU; Equity and Inclusion in Everything We Do; and Students at Our Core.   URAD units work together to create enduring relationships with alumni, parents, donors, students, and the community to generate private support for SDSU students, faculty, and diverse programs. URAD handles a range of services encompassing stewardship, events, gift administration, communications, and more.   Within URAD, the departments of Development, SDSU Alumni, Planned Giving, Special Events, Donor Relations, Marketing and Communications, Financial Management, Data Management, Prospect Research and Management, and Operations are making a difference in the lives of SDSU’s 35,000 students.   URAD had another record-setting fundraising year in 2022-2023 with $136.9M total raised. Other superlatives in 2022-2023 include 16,534 total gifts, 2,254 scholarships awarded, and 5,969 first-time donors. The latest fundraising success can be credited to the university’s goal of building a world-class university campus, research center, and multi-use stadium in Mission Valley to serve higher education, the public good, and the community’s goals and aspirations.   University Relations and Development at San Diego State University is committed to upholding, as a foundational belief, a supportive working environment of inclusion that values, honors, and respects, all members of our team and the University community. We strive to engage in and promote the fair and equitable recruitment and training of URAD staff members, develop meaningful relationships with all groups in our diverse campus community, and share philanthropic stories that highlight the impact of and opportunity for diverse giving by our SDSU community.    University Relations and Development firmly believes that an inclusive environment facilitates critical and creative thinking and that differences in identities, values, beliefs, and perspectives are fundamental to our mission of generating philanthropic support for the university and its student body. Within University Relations and Development, the term diversity implies respect for all and an understanding of individual differences and other characteristics protected by applicable state or federal law so that all members of the community are treated at all times with dignity and respect. We value diversity and inclusion in the working environment and believe it is vital to the fulfillment of the university’s mission.     Education and Experience      Bachelor's degree in a relevant field or combination of education and experience.   Minimum of 5 years of experience in areas of talent management or human resources.      Key Qualifications      Working knowledge of operational and fiscal analysis techniques.   Experience using PeopleSoft HCM.   Experience working in a collective bargaining environment.   Working knowledge of federal and state employment laws and the ability to interpret and comply with the Institute's policies and guidelines, including bargaining unit policies and guidelines.   A high degree of interest in and commitment to higher education.   Proven ability to work across a complex organization and interact and partner with various levels of management, staff, faculty, and outside constituents.   Proven experience in leadership, management, and engagement of talent in a changing and complex environment.   Strong ability to handle sensitive and confidential matters with discretion; ability to use independent judgment and manage and impart information to a range of clientele.   Strong and sophisticated oral and written communication skills along with exceptional interpersonal skills.   Proven ability to solve a wide range of problems and develop practical and thorough solutions.   Proven ability to provide exceptional customer service to ensure that all constituents, both internal and external, have their needs met in an efficient and timely manner.   Demonstrated ability to make complex decisions, problem-solve and practice hands-on management.   Proven ability to develop and disseminate new or existing policies to all constituents.      Compensation and Benefits    San Diego State University will offer a competitive salary based on the qualifications and experience of the selected candidate. San Diego State University also offers a rich benefits package that includes:     Extensive Leave benefits: 15 paid holidays, 24 vacation days, and 12 sick days per year;   Retirement security through a CalPERS defined benefit pension (with CalPERS and UC Retirement Plan reciprocity) and retiree healthcare benefits;   An array of health, dental, and vision coverage at no cost or low-cost to the employee; and   California State University system fee reduction program (fee waiver) for the employee or their qualified dependent.     Anticipated hiring range: $80,000 - $90,000    Diversity and Community at SDSU    At SDSU, our diversity gives us power and benefits every single member of our community.    Through our commitment to equity and inclusion, we encourage all members of our community to purposefully learn from one another through open and respectful dialogue and responsible engagement. For more information, click here .    Principles of Community    At San Diego State University, we are a community of diverse individuals who have and represent many perspectives, beliefs and identities. This diversity lends our community strength, and we commit to creating and sustaining an inclusive and intellectually vibrant environment that benefits all members of our university.    SDSU’s Principles of Community is an aspirational statement that is intended to evolve over time. The statement reflects the ideals we are encouraged to uphold in our interactions with one another.     Supplemental Information    Initial review of the required application materials, including cover letters and resumes, will begin on April 22, 2024. For full consideration, please apply by April 21, 2024.   The person holding this position is considered a ‘mandated reporter’ under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.    San Diego State University is not a sponsoring agency for staff or management positions (e.g., H-1B visa). Applicants must currently be authorized to work in the United States on a full-time basis. Offers of employment are contingent upon the presentation of documents that demonstrate a person's identity and authorization to work in the United States, which are consistent with the provisions of the Immigration Reform and Control Act.    A background check (including a criminal records check) must be completed satisfactorily and is required for employment. SDSU will make a conditional offer of employment, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Failure to satisfactorily complete the background check may affect the continued employment of a current SDSU employee who was conditionally offered the position.   SDSU is a smoke-free campus. For more information, please click here .   SDSU is an Equal Opportunity Employer that considers all qualified candidates for employment and does not discriminate on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, national origin, sex, sexual orientation, covered military and veteran status, or any other protected characteristic or status. Reasonable accommodations will be provided for qualified applicants with disabilities who request accommodation by contacting Casie Martinez at cmartinez12@sdsu.edu  Advertised: Apr 05 2024 Pacific Daylight Time  Applications close:  Closing Date/Time:
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            Director of Human Resources
        

        
            
            
                                            PLACER COUNTY, CA
                                    
            
                            
                    Auburn, California, United States
                
                    

        
            Introduction  Placer County is utilizing the professional services of WBCP, Inc. to conduct the recruitment for Director of Human Resources.  For further information, please  click here  to visit their website.        To view the recruitment brochure for this opportunity  please   click here.      Closing Date/Time: Open Until Filled
        

    

    
        
            Mar 07, 2024
        

                                    Full Time
                                     
    

    
        Introduction  Placer County is utilizing the professional services of WBCP, Inc. to conduct the recruitment for Director of Human Resources.  For further information, please  click here  to visit their website.        To view the recruitment brochure for this opportunity  please   click here.      Closing Date/Time: Open Until Filled
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            Director of Labor and Employee Relations (Administrator III) - Office of Human Resources
        

        
            
            
                                            Cal State University (CSU) San Francisco
                                    
            
                            
                    1600 Holloway Avenue, San Francisco, CA 94132, USA
                
                    

        
             Working Title    Director of Labor and Employee Relations    Administrator Level (for MPP positions only)    This position is an Administrator III in the California State University Management Personnel Plan (MPP), reporting to the Associate Vice President of Human Resources.    SF State   University    San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.    Department    Office of Human Resources    Appointment Type    At-Will    Time Base    Full-Time    Work Schedule    Monday through Friday; from 8:00am to 5:00pm    Anticipated Hiring Range    $13,334.00 - $14,467.00 Per Month ($160,000.00 - $170,000.00 Annually)   Salary is commensurate with experience.    Position Summary   Under the general direction of the Associate Vice President for Human Resources, the incumbent will lead the delivery of the full suite of Employee and Labor Relations (ELR) functions and provide supervision of ELR employees. The Director of ELR shall plan and manage SF State’s ELR programs in support of the University’s strategic initiatives and provide guidance and coaching to senior leadership and directors, and department managers regarding employee and labor issues and compliance with applicable employment and labor laws and regulations, policies and collective bargaining agreements and constructive relations with union representatives.   Additionally, the incumbent will advance the work of Performance Management and recommend best practices in a unionized environment. The incumbent will work with all campus constituencies to promote a positive environment in support of all employee groups.    Position Information     Employee and Labor Relations      Interpret and administer all collective bargaining agreements   Assess union Requests for Information for appropriateness (administration or bargaining of the contract) as well as management's response prior to dispatching response   Conduct Grievance meetings and written responses at University level based on bargaining agreement   Conduct or advise management regarding investigatory meetings related to potential discipline and assessment of progressive discipline proposals by departments and advancement of suspension proposals to General Counsel for approval   Coach management on employee relations matters such as conflict resolution, performance management, application of University policies and state and federal laws (Fair Labor Standards Act, Family Medical Leave)   Manage the communication of authorized, paid release time for union business to management.   Develop and maintain transparent and easily accessed records related to case management of employee and labor relations matters.   Chair Labor - Management meetings   Conduct employee and labor relations related trainings   Conduct Performance Management related meetings with Organizational Development Team coordinate the performance evaluation process.   Administer paid release time for union business, including paid parking permits   Advocate for management at California Faculty Hearing Panels   Represent, when appropriate, the University at Personnel Board hearings   Represent, when appropriate, the University to official, external agencies including but not limited to the Equal Employment Opportunity Commission, Department of Fair Employment and Housing, California Public Employees Retirement System and the California Employment Development Department.       Supervisory      Manage, coach, develop employees       Professional Behavior      Fosters and promotes the Principles of Conduct for a Multi-Cultural University and User Friendly Principles.   Promotes and ensures the application of human resources professional responsibilities and ethical standards.       Other Duties as Assigned    Minimum Qualifications      Bachelor’s degree in Human Resources Management, Employee and Labor Relations, Public Administration, Psychology or related field.   A minimum of 10 years of progressively responsible experience in labor/employee relations with exposure to a broad range of HR functions (recruitment, hiring, compensation, leaves, benefits, payroll, workers compensation).   A minimum of 5 years of experience supervising professional level staff.   Experience with employment-based investigations (e.g. discrimination, sexual harassment).   Experience in facilitating training sessions and coaching individuals in one on one meetings.   Proven leadership and problem solving skills, including resolving unusual and complex issues.   Consistently demonstrated professional, tactful negotiation and persuasion skills to achieve objectives.   Strong commitment to teamwork both with the HR team and with partner departments.   Strong interpersonal skills to include active listening, informing, advising and assessing. Ability to apply these skills at all levels and in diverse settings.   Excellent communication skills to include written and verbal presentations and with diverse audiences   Ability to maintain and effectively deal with highly confidential matters and exercise sound judgement and decision making.   Thorough knowledge of employee review systems and current trends in evaluation processes.   Thorough knowledge of current Federal, State and Local laws including Title VII.       Preferred Qualifications      Experience in and knowledge of administration of employment policies in an institution of higher education   Experience with PeopleSoft   Knowledge working within the California State University System   Experience with unions and/or partnerships   SPHR   Five years’ experience in a Human Resources Manager position       Environmental/Physical/Special      Ability to work variable hours; nights, weekends and/or holidays, on-campus or off-site, depending upon work conditions and demands.   Some travel may be required   Ability to use computers and other communication tools for extended period of time.       Pre-Employment Requirements   This position requires the successful completion of a background check.   Eligibility to Work   Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.   Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    CSUEU Position (For CSUEU Positions Only)    Eligible and qualified on-campus applicants, currently in bargaining units 2, 5, 7, and 9 are given hiring preference.    Additional Information      SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).     Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   CSU strongly encourages faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process are encouraged to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hr@campus.edu .   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Dec 18 2023 Pacific Standard Time  Applications close:  Closing Date/Time:
        

    

    
        
            Mar 07, 2024
        

                                             
    

    
         Working Title    Director of Labor and Employee Relations    Administrator Level (for MPP positions only)    This position is an Administrator III in the California State University Management Personnel Plan (MPP), reporting to the Associate Vice President of Human Resources.    SF State   University    San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.    Department    Office of Human Resources    Appointment Type    At-Will    Time Base    Full-Time    Work Schedule    Monday through Friday; from 8:00am to 5:00pm    Anticipated Hiring Range    $13,334.00 - $14,467.00 Per Month ($160,000.00 - $170,000.00 Annually)   Salary is commensurate with experience.    Position Summary   Under the general direction of the Associate Vice President for Human Resources, the incumbent will lead the delivery of the full suite of Employee and Labor Relations (ELR) functions and provide supervision of ELR employees. The Director of ELR shall plan and manage SF State’s ELR programs in support of the University’s strategic initiatives and provide guidance and coaching to senior leadership and directors, and department managers regarding employee and labor issues and compliance with applicable employment and labor laws and regulations, policies and collective bargaining agreements and constructive relations with union representatives.   Additionally, the incumbent will advance the work of Performance Management and recommend best practices in a unionized environment. The incumbent will work with all campus constituencies to promote a positive environment in support of all employee groups.    Position Information     Employee and Labor Relations      Interpret and administer all collective bargaining agreements   Assess union Requests for Information for appropriateness (administration or bargaining of the contract) as well as management's response prior to dispatching response   Conduct Grievance meetings and written responses at University level based on bargaining agreement   Conduct or advise management regarding investigatory meetings related to potential discipline and assessment of progressive discipline proposals by departments and advancement of suspension proposals to General Counsel for approval   Coach management on employee relations matters such as conflict resolution, performance management, application of University policies and state and federal laws (Fair Labor Standards Act, Family Medical Leave)   Manage the communication of authorized, paid release time for union business to management.   Develop and maintain transparent and easily accessed records related to case management of employee and labor relations matters.   Chair Labor - Management meetings   Conduct employee and labor relations related trainings   Conduct Performance Management related meetings with Organizational Development Team coordinate the performance evaluation process.   Administer paid release time for union business, including paid parking permits   Advocate for management at California Faculty Hearing Panels   Represent, when appropriate, the University at Personnel Board hearings   Represent, when appropriate, the University to official, external agencies including but not limited to the Equal Employment Opportunity Commission, Department of Fair Employment and Housing, California Public Employees Retirement System and the California Employment Development Department.       Supervisory      Manage, coach, develop employees       Professional Behavior      Fosters and promotes the Principles of Conduct for a Multi-Cultural University and User Friendly Principles.   Promotes and ensures the application of human resources professional responsibilities and ethical standards.       Other Duties as Assigned    Minimum Qualifications      Bachelor’s degree in Human Resources Management, Employee and Labor Relations, Public Administration, Psychology or related field.   A minimum of 10 years of progressively responsible experience in labor/employee relations with exposure to a broad range of HR functions (recruitment, hiring, compensation, leaves, benefits, payroll, workers compensation).   A minimum of 5 years of experience supervising professional level staff.   Experience with employment-based investigations (e.g. discrimination, sexual harassment).   Experience in facilitating training sessions and coaching individuals in one on one meetings.   Proven leadership and problem solving skills, including resolving unusual and complex issues.   Consistently demonstrated professional, tactful negotiation and persuasion skills to achieve objectives.   Strong commitment to teamwork both with the HR team and with partner departments.   Strong interpersonal skills to include active listening, informing, advising and assessing. Ability to apply these skills at all levels and in diverse settings.   Excellent communication skills to include written and verbal presentations and with diverse audiences   Ability to maintain and effectively deal with highly confidential matters and exercise sound judgement and decision making.   Thorough knowledge of employee review systems and current trends in evaluation processes.   Thorough knowledge of current Federal, State and Local laws including Title VII.       Preferred Qualifications      Experience in and knowledge of administration of employment policies in an institution of higher education   Experience with PeopleSoft   Knowledge working within the California State University System   Experience with unions and/or partnerships   SPHR   Five years’ experience in a Human Resources Manager position       Environmental/Physical/Special      Ability to work variable hours; nights, weekends and/or holidays, on-campus or off-site, depending upon work conditions and demands.   Some travel may be required   Ability to use computers and other communication tools for extended period of time.       Pre-Employment Requirements   This position requires the successful completion of a background check.   Eligibility to Work   Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.   Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    CSUEU Position (For CSUEU Positions Only)    Eligible and qualified on-campus applicants, currently in bargaining units 2, 5, 7, and 9 are given hiring preference.    Additional Information      SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).     Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   CSU strongly encourages faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process are encouraged to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hr@campus.edu .   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Dec 18 2023 Pacific Standard Time  Applications close:  Closing Date/Time:
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             Salary and Benefits      PLEASE NOTE:  The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $137,000 per year to $147,000 per year.   This position is a Management Personnel Plan (MPP) position in the CSU, and serves at the pleasure of the President.   The CSU enjoys a generous benefits program with employer paid life insurance ($100,000), as well as health, dental, and vision insurance with the monthly premium largely paid by the CSU. Additionally, we offer a broad range of other benefits which includes dependent and health care reimbursement accounts, tuition fee waiver, 401k, 457 and 403(b) plans. The CSU belongs to the CalPERS retirement plan in which medical and dental insurance continues in qualified retirement. The CSU has 14 paid holidays, one personal holiday and the position earns 24 days of vacation and 12 days of sick leave per year. For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.   This position  may  be eligible to participate in the Cal State East Bay hybrid telecommute program subject to management approval.     Classification    Administrator II    About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    Under the general direction of the Associate Vice President for Financial Services, the Director of Procurement manages the University’s Purchasing Department while maintaining an environment which complies with federal law, state law, CSU and University policy. The Director works independently and with minimal direction, to determine and develop approaches to solutions. Work is reviewed upon completion for effectiveness in achieving desired results. Duties include management of Purchasing and Contracts. The Director provides service to departments to ensure timely purchasing and delivery of items; coordinates bidding and selection for major commodities, services, and project contracts; explores new sourcing opportunities in order to provide the best value and alternatives for the University. In addition, the Director has a wide variety of duties requiring judgment, initiative, independence, and the ability to handle confidential information with discretion. The position is required to have direct contact with and respond to requests from the President, Vice Presidents, AVPs, Deans, department heads, other senior campus officials, the Chancellor’s Office, General Counsel, and the State Controller’s Office.    Responsibilities     Management      The Director provides leadership by directly managing its functional area’s staff and working to develop its personnel’s competency, productivity, and ensuring they are constituent-oriented.   Managerial responsibilities include: hiring and training personnel; setting and monitoring goals; preparing written evaluations; planning, assigning, and directing work; rewarding and disciplining employees; addressing complaints and resolving problems; and carrying out these responsibilities in accordance with University policies and applicable laws.   Assist staff in developing annual professional development plans.   Provide organizational analysis to implement procedures, streamline operations, cross train employees to provide service as needed, and participate in financial and process audits.   Collaborate with service groups and unit managers to meet established goals and objectives. Identify and determine cause of problems; develop and present recommendations for improvement of established processes and practices; initiate and implement plans to solve problems.   Provide ownership in technology by participating in the development, enhancement and operation of computerized systems, emphasizing the importance of systems integration across administrative functions. Ensure services are meeting the needs of the campus as well as satisfying State and Chancellor’s Office buying requirements.   Assess the impact of substantive changes in laws, policies, and programs, that relate to the procurement and recommends and implements appropriate modification of policies and practices.   Participate as a member of and maintain close working relationships with other members of the Administration and Finance management teams including Facilities, Human Resources, Information Technology and within Financial Services. Coordinate workflow and activities to ensure a seamless operation.   Create and participate in various outreach and training programs on campus to educate and inform; receive feedback from campus constituents.   Maintain fiscal integrity of budget operations for Procurement Services including its Operating Fund and self-supporting budgets.      Provide expertise and guidance in the daily operations of Purchasing, Property, and Support Services    Purchasing and Contracts:     Through contract administrators and buyers, establish guidelines for effectively and efficiently processing of purchase orders, service orders, and contracts. Knowledge of alternate procurement methodologies such as consortium purchasing, Chancellor’s Office Master Enabling Agreements (aka umbrella contracts), and other innovations in the field. Responsible for administering the campus procurement card program.   Participate and oversee solicitation development and processing, contract negotiations, and problem resolution and research associated with contracts or other purchases. Oversee the establishment of student placement agreements, internship agreements, auxiliary operating agreements, MOU’s and leases.   Understand and apply Integrated CSU Administrative Manual (ICSUAM) policies and procedures related to procurement, contracting and public works projects. Assist staff and ensure they follow ICSUAM.   Obtain and/or maintain working knowledge of design and construction as it relates to contract requirements and risk management; support staff in ensuring requirements are embedded in pertinent contracts and University risk is mitigated to the extent possible.   Obtain and/or maintain working knowledge of state/public funding scenarios for public works projects.   Develop and maintain working relationships with vendors and contractors.   Provide oversight and a working relationship with Risk Management as it pertains to insurance certificates for contracts.     Property:     Ensure periodic and random inventory of university property in compliance with CSU and State regulations.   Through manager, develop and implement a program for surplus handling of all University property, including e-waste.     Support Services: Mail Operations / Shipping & Receiving:     Through manager, establish guidelines and procedures for mail operations, shipping and receiving.   Ensure optimal and timely services are provided.     Support Services: Duplicating Services:     Through manager, lead and establish guidelines and procedures for duplicating services.   Analyze and evaluate unit to determine the most cost-effective way to operate.   Ensure printing management in computing labs, library, and print shop.   Ensure optimal and timely services are provided.       Other duties as assigned.      Minimum Qualifications      Education      A Bachelor’s degree in Business, Accounting, Supply Management, Procurement and Contract Administration, Finance or other closely related field; or an equivalent combination of education and experience.       Experience      Five to seven (5-7) years of recent progressively responsible practical experience, of which at least five years must have involved direct responsibility for managing a wide variety of contracts and procurements and the management of procurement department staff.      Required Qualifications     Knowledge, Skills, and Abilities      Demonstrated knowledge and experience with contracting, bidding, and procurement principles within the daily operations of a procurement office of a complex organization.   Demonstrated knowledge and experience in managing support services operations.   Demonstrated ability to interpret and apply federal, state, and local laws associated with various types of contracts and liability processes.   Must possess excellent analytical, financial, organizational, supervisory, personnel management, interpersonal, and communication skills.   Utilize the abilities of those whom she/he supervises by delegating effectively.   Organize and prioritize work, be proactive, take initiative, resolve problems, follow through, and simultaneously manage multiple priorities to ensure goals are met in a timely manner.   Must have excellent attention to detail.   Ability to work effectively in a strong service environment amid the pressures of constantly changing priorities.   Ability to analyze complex situations accurately and adopt effective courses of actions.   Ability to make sound recommendations and decisions regarding complex budget and business management activities.   Working knowledge of risk assessment and insurance regulations.   Ability to provide information to staff, faculty, students, senior campus officials, outside agencies, and community members in a courteous manner with an emphasis on customer service.   Ability to handle confidential information with discretion.      License / Certification(s)      Certified Public Procurement Officer (CPPO) or Certified Procurement Manager (CPM) designation.      Preferred Skills and Knowledge      A Master’s degree and/or Certified Public Procurement Officer (CPPO) or Certified Procurement Manager (CPM) designation.   Knowledge of PeopleSoft financial software application.   Knowledge and background with Procurement card standards and applicability.   Demonstrated skills in an institutional/educational environment utilizing a customer-oriented and service-centered attitude.   Familiarity with CSU policies and procedures.   Strong leadership skills with a strong background in transformational leadership that inspires innovation.   Strong background in public contracting language desired.      Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.    At Cal State East Bay, the following nine competencies have been identified as valued leadership qualities: Communication, Cooperation, Delegation, Empathy, Feedback, Innovation, Leadership Presence, Passion and Strategic Ability. While we may not expect our managers to exhibit all of these competencies, we do expect them to aspire to develop them. As part of the annual evaluation review process, the Director of Procurement will be evaluated on each.    Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The person holding this position is considered a “mandated reporter” under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 Revised July 21, 2017 as a condition of employment.  Advertised: Jan 05 2024 Pacific Standard Time  Applications close: Jan 26 2024 Pacific Standard Time  Closing Date/Time:
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         Salary and Benefits      PLEASE NOTE:  The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $137,000 per year to $147,000 per year.   This position is a Management Personnel Plan (MPP) position in the CSU, and serves at the pleasure of the President.   The CSU enjoys a generous benefits program with employer paid life insurance ($100,000), as well as health, dental, and vision insurance with the monthly premium largely paid by the CSU. Additionally, we offer a broad range of other benefits which includes dependent and health care reimbursement accounts, tuition fee waiver, 401k, 457 and 403(b) plans. The CSU belongs to the CalPERS retirement plan in which medical and dental insurance continues in qualified retirement. The CSU has 14 paid holidays, one personal holiday and the position earns 24 days of vacation and 12 days of sick leave per year. For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.   This position  may  be eligible to participate in the Cal State East Bay hybrid telecommute program subject to management approval.     Classification    Administrator II    About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    Under the general direction of the Associate Vice President for Financial Services, the Director of Procurement manages the University’s Purchasing Department while maintaining an environment which complies with federal law, state law, CSU and University policy. The Director works independently and with minimal direction, to determine and develop approaches to solutions. Work is reviewed upon completion for effectiveness in achieving desired results. Duties include management of Purchasing and Contracts. The Director provides service to departments to ensure timely purchasing and delivery of items; coordinates bidding and selection for major commodities, services, and project contracts; explores new sourcing opportunities in order to provide the best value and alternatives for the University. In addition, the Director has a wide variety of duties requiring judgment, initiative, independence, and the ability to handle confidential information with discretion. The position is required to have direct contact with and respond to requests from the President, Vice Presidents, AVPs, Deans, department heads, other senior campus officials, the Chancellor’s Office, General Counsel, and the State Controller’s Office.    Responsibilities     Management      The Director provides leadership by directly managing its functional area’s staff and working to develop its personnel’s competency, productivity, and ensuring they are constituent-oriented.   Managerial responsibilities include: hiring and training personnel; setting and monitoring goals; preparing written evaluations; planning, assigning, and directing work; rewarding and disciplining employees; addressing complaints and resolving problems; and carrying out these responsibilities in accordance with University policies and applicable laws.   Assist staff in developing annual professional development plans.   Provide organizational analysis to implement procedures, streamline operations, cross train employees to provide service as needed, and participate in financial and process audits.   Collaborate with service groups and unit managers to meet established goals and objectives. Identify and determine cause of problems; develop and present recommendations for improvement of established processes and practices; initiate and implement plans to solve problems.   Provide ownership in technology by participating in the development, enhancement and operation of computerized systems, emphasizing the importance of systems integration across administrative functions. Ensure services are meeting the needs of the campus as well as satisfying State and Chancellor’s Office buying requirements.   Assess the impact of substantive changes in laws, policies, and programs, that relate to the procurement and recommends and implements appropriate modification of policies and practices.   Participate as a member of and maintain close working relationships with other members of the Administration and Finance management teams including Facilities, Human Resources, Information Technology and within Financial Services. Coordinate workflow and activities to ensure a seamless operation.   Create and participate in various outreach and training programs on campus to educate and inform; receive feedback from campus constituents.   Maintain fiscal integrity of budget operations for Procurement Services including its Operating Fund and self-supporting budgets.      Provide expertise and guidance in the daily operations of Purchasing, Property, and Support Services    Purchasing and Contracts:     Through contract administrators and buyers, establish guidelines for effectively and efficiently processing of purchase orders, service orders, and contracts. Knowledge of alternate procurement methodologies such as consortium purchasing, Chancellor’s Office Master Enabling Agreements (aka umbrella contracts), and other innovations in the field. Responsible for administering the campus procurement card program.   Participate and oversee solicitation development and processing, contract negotiations, and problem resolution and research associated with contracts or other purchases. Oversee the establishment of student placement agreements, internship agreements, auxiliary operating agreements, MOU’s and leases.   Understand and apply Integrated CSU Administrative Manual (ICSUAM) policies and procedures related to procurement, contracting and public works projects. Assist staff and ensure they follow ICSUAM.   Obtain and/or maintain working knowledge of design and construction as it relates to contract requirements and risk management; support staff in ensuring requirements are embedded in pertinent contracts and University risk is mitigated to the extent possible.   Obtain and/or maintain working knowledge of state/public funding scenarios for public works projects.   Develop and maintain working relationships with vendors and contractors.   Provide oversight and a working relationship with Risk Management as it pertains to insurance certificates for contracts.     Property:     Ensure periodic and random inventory of university property in compliance with CSU and State regulations.   Through manager, develop and implement a program for surplus handling of all University property, including e-waste.     Support Services: Mail Operations / Shipping & Receiving:     Through manager, establish guidelines and procedures for mail operations, shipping and receiving.   Ensure optimal and timely services are provided.     Support Services: Duplicating Services:     Through manager, lead and establish guidelines and procedures for duplicating services.   Analyze and evaluate unit to determine the most cost-effective way to operate.   Ensure printing management in computing labs, library, and print shop.   Ensure optimal and timely services are provided.       Other duties as assigned.      Minimum Qualifications      Education      A Bachelor’s degree in Business, Accounting, Supply Management, Procurement and Contract Administration, Finance or other closely related field; or an equivalent combination of education and experience.       Experience      Five to seven (5-7) years of recent progressively responsible practical experience, of which at least five years must have involved direct responsibility for managing a wide variety of contracts and procurements and the management of procurement department staff.      Required Qualifications     Knowledge, Skills, and Abilities      Demonstrated knowledge and experience with contracting, bidding, and procurement principles within the daily operations of a procurement office of a complex organization.   Demonstrated knowledge and experience in managing support services operations.   Demonstrated ability to interpret and apply federal, state, and local laws associated with various types of contracts and liability processes.   Must possess excellent analytical, financial, organizational, supervisory, personnel management, interpersonal, and communication skills.   Utilize the abilities of those whom she/he supervises by delegating effectively.   Organize and prioritize work, be proactive, take initiative, resolve problems, follow through, and simultaneously manage multiple priorities to ensure goals are met in a timely manner.   Must have excellent attention to detail.   Ability to work effectively in a strong service environment amid the pressures of constantly changing priorities.   Ability to analyze complex situations accurately and adopt effective courses of actions.   Ability to make sound recommendations and decisions regarding complex budget and business management activities.   Working knowledge of risk assessment and insurance regulations.   Ability to provide information to staff, faculty, students, senior campus officials, outside agencies, and community members in a courteous manner with an emphasis on customer service.   Ability to handle confidential information with discretion.      License / Certification(s)      Certified Public Procurement Officer (CPPO) or Certified Procurement Manager (CPM) designation.      Preferred Skills and Knowledge      A Master’s degree and/or Certified Public Procurement Officer (CPPO) or Certified Procurement Manager (CPM) designation.   Knowledge of PeopleSoft financial software application.   Knowledge and background with Procurement card standards and applicability.   Demonstrated skills in an institutional/educational environment utilizing a customer-oriented and service-centered attitude.   Familiarity with CSU policies and procedures.   Strong leadership skills with a strong background in transformational leadership that inspires innovation.   Strong background in public contracting language desired.      Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.    At Cal State East Bay, the following nine competencies have been identified as valued leadership qualities: Communication, Cooperation, Delegation, Empathy, Feedback, Innovation, Leadership Presence, Passion and Strategic Ability. While we may not expect our managers to exhibit all of these competencies, we do expect them to aspire to develop them. As part of the annual evaluation review process, the Director of Procurement will be evaluated on each.    Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The person holding this position is considered a “mandated reporter” under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 Revised July 21, 2017 as a condition of employment.  Advertised: Jan 05 2024 Pacific Standard Time  Applications close: Jan 26 2024 Pacific Standard Time  Closing Date/Time:
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             Salary and Benefits      PLEASE NOTE:  The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $3,791.00 per month to $4,410.00 per month.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 14 paid holidays, one personal holiday and tuition fee waiver.  For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.     Classification      Administrative Support Coordinator II     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position      This is a full-time, temporary position through June 30, 2025, with the possibility of reappointment.     The East Bay Small Business Development Center (SBDC) at the College of Business and Economics, provides consulting services and training to small businesses to assist them in obtaining financing, market effectively, and manage operations to grow their businesses and generate the economic impact and job growth for the East Bay region.   This position will perform a variety of functions; related duties include providing support to East Bay SBDC Executive Director, Director, consultants, trainers, and programs in both Alameda and Contra Costa counties. The Administrative Support Coordinator is responsible for: assisting East Bay SBDC Directors with setting up and promoting programs, program and workshop registration, attendance and reporting, assisting clients emails and phones, and to answer any questions related to SBDC programs, services, resources, events, and deadlines, initial intake interviews and scheduling appointments with advisors. This position coordinates SBDC student assistants, SBDC events and maintains records for the events. This position will also assist the executive director and director with processing purchase requisitions, purchase orders, check requests, expense reimbursements and monthly payment reconciliation and with quarterly and annual program reporting, fiscal reporting and billing.    Responsibilities     Administrative support for East Bay SBDC:      Provide support to the East Bay SBDC Executive Director, Director, consultants, trainers and programs in both Alameda and Contra Costa counties   Assist East Bay SBDC with setting up and promoting programs, trainings and workshops registration, attendance and reporting   Assist East Bay SBDC clients, emails and phone calls, and to answer any questions related to SBDC programs, services, resources, events, and deadlines   Assist East Bay SBDC clients with initial intake interviews, scheduling appointments with directors or advisors for their consulting needs   Coordinate student assistant assignment and their work with clients   Assist with Neoserra record keeping and payroll time reporting   Assist East Bay SBDC Executive Director and Director on updating client records, verifying and inputting advisor’s economic impact data, generating reports, and administering surveys using SBDC’s Neoserra system      Assist with SBDC with processing payments:      Process purchase requests for independent contractors, consultants, and speakers   Process vendor data records and purchase orders for independent contractors, consultants, and speakers   Assist with Independent contractor contracts   Process invoice payments from independent contractors, consultants, and speakers   Process check requests for independent contractors, consultants, and speakers   Process expense reimbursements   Process travel claims and payment requests   Reconcile SBDC payment records with General Ledger or payroll records   Assist with SBDC quarterly billings with the SBDC Regional Center      Assist with SBDC monthly, quarterly and annual reporting:      Assist with monthly, quarterly and annual SBDC program reports, fiscal reporting and billing processes      Administrative support for SBDC events and other duties:      Coordinate events including facilities arrangement, logistics support and registrations   Attend and assist with events, meetings and webinars   Reconcile event records in database tracking system   Assist Directors and other staff as assigned     Other duties as assigned    Minimum Qualifications      Completion of a high school program, technical/vocational program, or their equivalents combined with several years of related office work experience   A fully functional knowledge of and skill in standard office procedures and practices   An ability to understand and operate in a variety of organizational structures   Thorough knowledge of English grammar, spelling, and punctuation and ability to clearly communicate orally and in writing   Knowledge of business mathematics beyond basic arithmetic   Ability to use and quickly learn new office support technology systems and software packages   Experience to be fully functional in all technical aspects of work assignments   Thorough, detailed knowledge of applicable university infrastructure, policies, and procedures   Thorough knowledge of office systems and ability to use a broader range of technology, systems, and packages.    Ability to independently handle multiple work unit priorities and projects   Ability to apply independently a wide variety of policies and procedures where specific guidelines may not exist.    Working knowledge of budget policies and procedures   Ability to perform standard business math, such as calculate ratios and percentages, track financial data, and make simple projections   Ability to draft and compose correspondence and standard reports   Ability to handle effectively a broader range of interpersonal contacts, including those at a higher level and those sensitive in nature      Required Qualifications      Computer skills required including proficiency in Word, Excel, PowerPoint, webinar software (Zoom and Team) - skills in WordPress and Marq or Canva are a plus    Ability to conduct online research, manage a database, and learn new software applications   Willing to travel for events within Northern California   Read, comprehend and interpret written materials (policies) of moderate to complex difficulty   Ability to learn new, complex topics easily   Excellent writing and verbal communication skills   Detail-oriented with excellent organizational and multitasking abilities      Preferred Skills and Knowledge      Bachelor's degree in Business Administration, a related discipline, or equivalent experience   Experience in administrative support    Experience with PeopleSoft, or other institutional accounting system   Experience working with federal and/or state grants      Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The incumbent in this position may be considered a mandated reporter under the California Child Abuse and Neglect Reporting Act and will be required to comply with requirements set forth in the CSU Executive Order 1083 as a condition of employment.  Advertised: Mar 25 2024 Pacific Daylight Time  Applications close: Jul 25 2024 Pacific Daylight Time  Closing Date/Time:
        

    

    
        
            Mar 26, 2024
        

                                             
    

    
         Salary and Benefits      PLEASE NOTE:  The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $3,791.00 per month to $4,410.00 per month.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 14 paid holidays, one personal holiday and tuition fee waiver.  For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.     Classification      Administrative Support Coordinator II     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position      This is a full-time, temporary position through June 30, 2025, with the possibility of reappointment.     The East Bay Small Business Development Center (SBDC) at the College of Business and Economics, provides consulting services and training to small businesses to assist them in obtaining financing, market effectively, and manage operations to grow their businesses and generate the economic impact and job growth for the East Bay region.   This position will perform a variety of functions; related duties include providing support to East Bay SBDC Executive Director, Director, consultants, trainers, and programs in both Alameda and Contra Costa counties. The Administrative Support Coordinator is responsible for: assisting East Bay SBDC Directors with setting up and promoting programs, program and workshop registration, attendance and reporting, assisting clients emails and phones, and to answer any questions related to SBDC programs, services, resources, events, and deadlines, initial intake interviews and scheduling appointments with advisors. This position coordinates SBDC student assistants, SBDC events and maintains records for the events. This position will also assist the executive director and director with processing purchase requisitions, purchase orders, check requests, expense reimbursements and monthly payment reconciliation and with quarterly and annual program reporting, fiscal reporting and billing.    Responsibilities     Administrative support for East Bay SBDC:      Provide support to the East Bay SBDC Executive Director, Director, consultants, trainers and programs in both Alameda and Contra Costa counties   Assist East Bay SBDC with setting up and promoting programs, trainings and workshops registration, attendance and reporting   Assist East Bay SBDC clients, emails and phone calls, and to answer any questions related to SBDC programs, services, resources, events, and deadlines   Assist East Bay SBDC clients with initial intake interviews, scheduling appointments with directors or advisors for their consulting needs   Coordinate student assistant assignment and their work with clients   Assist with Neoserra record keeping and payroll time reporting   Assist East Bay SBDC Executive Director and Director on updating client records, verifying and inputting advisor’s economic impact data, generating reports, and administering surveys using SBDC’s Neoserra system      Assist with SBDC with processing payments:      Process purchase requests for independent contractors, consultants, and speakers   Process vendor data records and purchase orders for independent contractors, consultants, and speakers   Assist with Independent contractor contracts   Process invoice payments from independent contractors, consultants, and speakers   Process check requests for independent contractors, consultants, and speakers   Process expense reimbursements   Process travel claims and payment requests   Reconcile SBDC payment records with General Ledger or payroll records   Assist with SBDC quarterly billings with the SBDC Regional Center      Assist with SBDC monthly, quarterly and annual reporting:      Assist with monthly, quarterly and annual SBDC program reports, fiscal reporting and billing processes      Administrative support for SBDC events and other duties:      Coordinate events including facilities arrangement, logistics support and registrations   Attend and assist with events, meetings and webinars   Reconcile event records in database tracking system   Assist Directors and other staff as assigned     Other duties as assigned    Minimum Qualifications      Completion of a high school program, technical/vocational program, or their equivalents combined with several years of related office work experience   A fully functional knowledge of and skill in standard office procedures and practices   An ability to understand and operate in a variety of organizational structures   Thorough knowledge of English grammar, spelling, and punctuation and ability to clearly communicate orally and in writing   Knowledge of business mathematics beyond basic arithmetic   Ability to use and quickly learn new office support technology systems and software packages   Experience to be fully functional in all technical aspects of work assignments   Thorough, detailed knowledge of applicable university infrastructure, policies, and procedures   Thorough knowledge of office systems and ability to use a broader range of technology, systems, and packages.    Ability to independently handle multiple work unit priorities and projects   Ability to apply independently a wide variety of policies and procedures where specific guidelines may not exist.    Working knowledge of budget policies and procedures   Ability to perform standard business math, such as calculate ratios and percentages, track financial data, and make simple projections   Ability to draft and compose correspondence and standard reports   Ability to handle effectively a broader range of interpersonal contacts, including those at a higher level and those sensitive in nature      Required Qualifications      Computer skills required including proficiency in Word, Excel, PowerPoint, webinar software (Zoom and Team) - skills in WordPress and Marq or Canva are a plus    Ability to conduct online research, manage a database, and learn new software applications   Willing to travel for events within Northern California   Read, comprehend and interpret written materials (policies) of moderate to complex difficulty   Ability to learn new, complex topics easily   Excellent writing and verbal communication skills   Detail-oriented with excellent organizational and multitasking abilities      Preferred Skills and Knowledge      Bachelor's degree in Business Administration, a related discipline, or equivalent experience   Experience in administrative support    Experience with PeopleSoft, or other institutional accounting system   Experience working with federal and/or state grants      Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The incumbent in this position may be considered a mandated reporter under the California Child Abuse and Neglect Reporting Act and will be required to comply with requirements set forth in the CSU Executive Order 1083 as a condition of employment.  Advertised: Mar 25 2024 Pacific Daylight Time  Applications close: Jul 25 2024 Pacific Daylight Time  Closing Date/Time:
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             Salary and Benefits    Salary Range: $5,732.00 per month to $8,176.00 per month.  PLEASE NOTE:  The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $6,018.00 per month to $6,667.00 per month.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 14 paid holidays, one personal holiday and tuition fee waiver.  For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.    This position  may  be eligible to participate in the Cal State East Bay hybrid telecommute program subject to management approval.      Classification      Student Services Professional IV, Exempt     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    The Office of Student Outreach provides comprehensive services to prospective students, current students, staff, faculty, and members of the community seeking University information or services concerning outreach, pre-admission advising, transfer credit evaluation and financial aid. Under the general direction of the Director of Outreach, the Early Assessment Program Coordinator performs complex Student Services Professional work related to the CSU-Systemwide Academic Preparation and the Early Assessment Program (EAP). This position provides academic preparation, student advising, and guidance to middle and high schools in the regional area. The EAP Coordinator is also responsible for developing, implementing, and coordinating various academic preparation activities and events at these middle and secondary schools; coordinating meetings and developing strategies, encouraging high schools to identify and inform students on academic preparation.   Additionally, this position is responsible for monitoring the progress and evaluating educational issues driven by the California State University (CSU) and other state departments and agencies that impact K-12 education. This includes providing activities and individual and group advising workshops with emphasis on college-readiness in Math and English. The EAP Coordinator serves as the primary point of contact for students, faculty, high schools, and community colleges; partners with community organizations and collaborates to meet academic preparation goals; attends relevant meetings throughout the Cal State East Bay service region and with the CSU Chancellor’s Office; and attends meetings throughout the Cal State East Bay service region. In addition, this position oversees all aspects of related program development and has a broad responsibility for planning, organizing and prioritizing work. The EAP Coordinator also helps oversee and advise student assistants and student leaders in their programmatic and operational duties.    Responsibilities     Coordinate and Implement Student Advising, Guidance and Strategies for High School Students on Academic Preparation:      Coordinate the receipt and interpretation of test scores with high schools, students, and counselors, ensuring district test administrators receive scores and provide them to high school counselors on a timely basis   Provide high schools with options for students in their senior year that will increase college readiness and review high school senior activities to ensure standards are aligned with CSU placement standards   Publicize and communicate the value of academic preparation to area middle and high schools through email communications and presentations at regional high schools   Assist high school counselors to identify and implement appropriate senior year interventions for students needing additional assistance   Communicate and coordinate access of high school students to specific forms of 12th grade assistance   Connect area high school teachers and staff to CSU professional development programs in language arts and mathematics   Assist in identifying appropriate CSU faculty to conduct professional development programs in language arts and mathematics   Evaluate effectiveness of the program through quantitative and qualitative evaluation methods for accountability to Legislature, Trustees and the public   Identify and address student issues and institutional obstacles in support of the transition from high school to college   Develop, implement and coordinate academic preparation programming and events   Assist the Chancellor’s Office with the development of a robust EAP website for students, families and counselors   Communicate with students transitioning into East Bay about the options of Early Start and directed self-placement   Discuss appropriate pre-enrollment into math and English courses      Communication and Interaction with Campus and Community Partners Regarding EAP:      Establish and maintain direct contact with school districts, high school counselors, and teachers about program goals, placement policies and testing procedures, and assessment results to identify students who may need support in preparation for college level coursework   Serve as a liaison regionally; serve as primary point of contact for community, campus departments and other constituents   Publicize and communicate the purpose and value of appropriate 12th grade interventions of EP to area high schools   Be available and respond promptly with accurate information about the program to school personnel, students and parents   Coordinate the receipt of test scores with high schools, students and counselors ensuring that district test administrators receive scores in a timely manner; provide test scores to high school counselors on a timely basis   Assist high school counselors to identify and implement appropriate senior year interventions for students needing additional assistance      Program Administration:      Evaluate the effectiveness of the program through quantitative and qualitative evaluation methods, prepare campus/CSU-system reports and make necessary recommendations to the Director of Outreach, AVP of Enrollment Management and other constituents   Assist with the coordination of ERWC and math certification workshops for high school teachers every semester in collaboration with the Enrollment team   Develop and maintain informational materials including East Bay’s EAP webpage   Attend training/professional development conferences and meetings   Oversee, train and advise Student Ambassadors   Recruit, hire and lead student assistant(s) serving as program support staff   Liaise with colleges and admissions office to remain up to date of program admissions requirements, processes, and deadlines   Advise prospective applicants regarding East Bay’s undergraduate program admissions requirements   Design, plans and delivers EAP and APP training to relevant campus staff   Coordinate EAP, APP, Early Start-related communication with the appropriate campus departments, serves as East Bay’s primary representative to the CSU Chancellor’s Office at system-wide EAP meetings, represents East Bay and/or the CSU at professional conferences   Administer and monitor program budget to ensure that expenditures are appropriate and that the budget is maintained responsibly   Perform special projects as assigned by the Director of Outreach   Participate in the Outreach Team’s regular meetings and general activities as a partner-member to all related professional development   Summer duties involve collaboration with Outreach and Recruitment and direct involvement of the onboarding of new students and related capacities   Build articulation and collaboration among high school math and English teachers and their CSU counterparts by establishing a campus EAP advisory/steering committee consisting of the following representatives:           English department   Mathematics department   School/College of Education   Admissions   Outreach   Test officer   Others as appropriate to campus and high schools       Administer and monitor program budgets to ensure that expenditures are appropriate      Other duties as assigned.     Minimum Qualifications     Education:      Equivalent to graduation from a four-year college or university in a related field plus upper division or graduate course work in counseling techniques, interviewing and conflict resolution where such are job related      Experience:      Four (4) years of progressively responsible professional student services work experience which includes experience in advising students individually and in groups, and in analysis and resolution of complex student services problems   A master’s degree in Counseling, Clinical Psychology, Social Work or a job-related field may be substituted for one year of professional experience   A doctorate degree and the appropriate internship or clinical training in counseling, guidance or a job-related field may be substituted for two years of the required professional experience for positions with a major responsibility for professional, personal or career counseling      Knowledge and Abilities:      Thorough knowledge of the policies, procedures and practices of the program area to which assigned or the ability to quickly acquire such knowledge   General knowledge of the policies, practices and activities of Student Services programs outside the program to which immediately assigned   General knowledge of the principles, problems and methods of public administration, including organizational, personnel and fiscal management   General knowledge of advanced statistical and research methods   Ability to carry out very complex assignments without detailed instructions   Advise students individually or in groups on varied and complex matters   Determine the appropriate course of action and proper techniques to utilize while engaged with individuals and groups in personal interactions of a sensitive nature   Reason logically and analyze and solve organizational and operating problems of one or several program areas   Plan, coordinate and initiate actions necessary to implement administrative or group decisions or recommendations   Analyze and define complex organizational, policy or procedural problems, collect and evaluate data, draw valid conclusions and project consequences of various alternative courses of action   Understand the roles and responsibilities of others and to gauge relationships accordingly by taking into account the variety of the interrelationships, motivations and goals of the members of the organization served   Establish and maintain effective, cooperative and harmonious working relationships in circumstances which involve the denial of requests or the necessity to persuade others to accept a different point of view      Required Qualifications      Experience and demonstrated effectiveness in presenting to large groups   Ability to quickly develop comprehensive knowledge about CSU & Cal State East Bay academic preparation, enrollment requirements, policies, and procedures   Ability to promote constructive dialog, and demonstrated effectiveness as a sympathetic listener   Ability to interact professionally and effectively, individually or in group settings, with prospective students and their family members, school/college counselors, and colleagues   Ability and willingness to work with diverse populations   Ability to identify and analyze organizational and operating problems and implement appropriate responses   Strong organizational skills and ability to plan, coordinate and initiate actions necessary to implement administrative or group decisions or recommendations   Ability to work independently   Ability to learn and use administrative database system(s), instant messaging, degree audit software, document imaging software, and MS Office applications   Must have a valid California Driver’s License   Must be willing and able to complete frequent travel via car throughout California       License / Certification       Must have a valid California Driver’s License      Preferred Skills and Knowledge      Bilingual in Spanish    Experience with a CRM    Experience with social media platforms       Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The person holding this position is considered a 'general reporter' under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 Revised July 21, 2017 as a condition of employment.  Advertised: Jan 29 2024 Pacific Standard Time  Applications close: May 29 2024 Pacific Daylight Time  Closing Date/Time:
        

    

    
        
            Mar 07, 2024
        

                                             
    

    
         Salary and Benefits    Salary Range: $5,732.00 per month to $8,176.00 per month.  PLEASE NOTE:  The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $6,018.00 per month to $6,667.00 per month.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 14 paid holidays, one personal holiday and tuition fee waiver.  For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.    This position  may  be eligible to participate in the Cal State East Bay hybrid telecommute program subject to management approval.      Classification      Student Services Professional IV, Exempt     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    The Office of Student Outreach provides comprehensive services to prospective students, current students, staff, faculty, and members of the community seeking University information or services concerning outreach, pre-admission advising, transfer credit evaluation and financial aid. Under the general direction of the Director of Outreach, the Early Assessment Program Coordinator performs complex Student Services Professional work related to the CSU-Systemwide Academic Preparation and the Early Assessment Program (EAP). This position provides academic preparation, student advising, and guidance to middle and high schools in the regional area. The EAP Coordinator is also responsible for developing, implementing, and coordinating various academic preparation activities and events at these middle and secondary schools; coordinating meetings and developing strategies, encouraging high schools to identify and inform students on academic preparation.   Additionally, this position is responsible for monitoring the progress and evaluating educational issues driven by the California State University (CSU) and other state departments and agencies that impact K-12 education. This includes providing activities and individual and group advising workshops with emphasis on college-readiness in Math and English. The EAP Coordinator serves as the primary point of contact for students, faculty, high schools, and community colleges; partners with community organizations and collaborates to meet academic preparation goals; attends relevant meetings throughout the Cal State East Bay service region and with the CSU Chancellor’s Office; and attends meetings throughout the Cal State East Bay service region. In addition, this position oversees all aspects of related program development and has a broad responsibility for planning, organizing and prioritizing work. The EAP Coordinator also helps oversee and advise student assistants and student leaders in their programmatic and operational duties.    Responsibilities     Coordinate and Implement Student Advising, Guidance and Strategies for High School Students on Academic Preparation:      Coordinate the receipt and interpretation of test scores with high schools, students, and counselors, ensuring district test administrators receive scores and provide them to high school counselors on a timely basis   Provide high schools with options for students in their senior year that will increase college readiness and review high school senior activities to ensure standards are aligned with CSU placement standards   Publicize and communicate the value of academic preparation to area middle and high schools through email communications and presentations at regional high schools   Assist high school counselors to identify and implement appropriate senior year interventions for students needing additional assistance   Communicate and coordinate access of high school students to specific forms of 12th grade assistance   Connect area high school teachers and staff to CSU professional development programs in language arts and mathematics   Assist in identifying appropriate CSU faculty to conduct professional development programs in language arts and mathematics   Evaluate effectiveness of the program through quantitative and qualitative evaluation methods for accountability to Legislature, Trustees and the public   Identify and address student issues and institutional obstacles in support of the transition from high school to college   Develop, implement and coordinate academic preparation programming and events   Assist the Chancellor’s Office with the development of a robust EAP website for students, families and counselors   Communicate with students transitioning into East Bay about the options of Early Start and directed self-placement   Discuss appropriate pre-enrollment into math and English courses      Communication and Interaction with Campus and Community Partners Regarding EAP:      Establish and maintain direct contact with school districts, high school counselors, and teachers about program goals, placement policies and testing procedures, and assessment results to identify students who may need support in preparation for college level coursework   Serve as a liaison regionally; serve as primary point of contact for community, campus departments and other constituents   Publicize and communicate the purpose and value of appropriate 12th grade interventions of EP to area high schools   Be available and respond promptly with accurate information about the program to school personnel, students and parents   Coordinate the receipt of test scores with high schools, students and counselors ensuring that district test administrators receive scores in a timely manner; provide test scores to high school counselors on a timely basis   Assist high school counselors to identify and implement appropriate senior year interventions for students needing additional assistance      Program Administration:      Evaluate the effectiveness of the program through quantitative and qualitative evaluation methods, prepare campus/CSU-system reports and make necessary recommendations to the Director of Outreach, AVP of Enrollment Management and other constituents   Assist with the coordination of ERWC and math certification workshops for high school teachers every semester in collaboration with the Enrollment team   Develop and maintain informational materials including East Bay’s EAP webpage   Attend training/professional development conferences and meetings   Oversee, train and advise Student Ambassadors   Recruit, hire and lead student assistant(s) serving as program support staff   Liaise with colleges and admissions office to remain up to date of program admissions requirements, processes, and deadlines   Advise prospective applicants regarding East Bay’s undergraduate program admissions requirements   Design, plans and delivers EAP and APP training to relevant campus staff   Coordinate EAP, APP, Early Start-related communication with the appropriate campus departments, serves as East Bay’s primary representative to the CSU Chancellor’s Office at system-wide EAP meetings, represents East Bay and/or the CSU at professional conferences   Administer and monitor program budget to ensure that expenditures are appropriate and that the budget is maintained responsibly   Perform special projects as assigned by the Director of Outreach   Participate in the Outreach Team’s regular meetings and general activities as a partner-member to all related professional development   Summer duties involve collaboration with Outreach and Recruitment and direct involvement of the onboarding of new students and related capacities   Build articulation and collaboration among high school math and English teachers and their CSU counterparts by establishing a campus EAP advisory/steering committee consisting of the following representatives:           English department   Mathematics department   School/College of Education   Admissions   Outreach   Test officer   Others as appropriate to campus and high schools       Administer and monitor program budgets to ensure that expenditures are appropriate      Other duties as assigned.     Minimum Qualifications     Education:      Equivalent to graduation from a four-year college or university in a related field plus upper division or graduate course work in counseling techniques, interviewing and conflict resolution where such are job related      Experience:      Four (4) years of progressively responsible professional student services work experience which includes experience in advising students individually and in groups, and in analysis and resolution of complex student services problems   A master’s degree in Counseling, Clinical Psychology, Social Work or a job-related field may be substituted for one year of professional experience   A doctorate degree and the appropriate internship or clinical training in counseling, guidance or a job-related field may be substituted for two years of the required professional experience for positions with a major responsibility for professional, personal or career counseling      Knowledge and Abilities:      Thorough knowledge of the policies, procedures and practices of the program area to which assigned or the ability to quickly acquire such knowledge   General knowledge of the policies, practices and activities of Student Services programs outside the program to which immediately assigned   General knowledge of the principles, problems and methods of public administration, including organizational, personnel and fiscal management   General knowledge of advanced statistical and research methods   Ability to carry out very complex assignments without detailed instructions   Advise students individually or in groups on varied and complex matters   Determine the appropriate course of action and proper techniques to utilize while engaged with individuals and groups in personal interactions of a sensitive nature   Reason logically and analyze and solve organizational and operating problems of one or several program areas   Plan, coordinate and initiate actions necessary to implement administrative or group decisions or recommendations   Analyze and define complex organizational, policy or procedural problems, collect and evaluate data, draw valid conclusions and project consequences of various alternative courses of action   Understand the roles and responsibilities of others and to gauge relationships accordingly by taking into account the variety of the interrelationships, motivations and goals of the members of the organization served   Establish and maintain effective, cooperative and harmonious working relationships in circumstances which involve the denial of requests or the necessity to persuade others to accept a different point of view      Required Qualifications      Experience and demonstrated effectiveness in presenting to large groups   Ability to quickly develop comprehensive knowledge about CSU & Cal State East Bay academic preparation, enrollment requirements, policies, and procedures   Ability to promote constructive dialog, and demonstrated effectiveness as a sympathetic listener   Ability to interact professionally and effectively, individually or in group settings, with prospective students and their family members, school/college counselors, and colleagues   Ability and willingness to work with diverse populations   Ability to identify and analyze organizational and operating problems and implement appropriate responses   Strong organizational skills and ability to plan, coordinate and initiate actions necessary to implement administrative or group decisions or recommendations   Ability to work independently   Ability to learn and use administrative database system(s), instant messaging, degree audit software, document imaging software, and MS Office applications   Must have a valid California Driver’s License   Must be willing and able to complete frequent travel via car throughout California       License / Certification       Must have a valid California Driver’s License      Preferred Skills and Knowledge      Bilingual in Spanish    Experience with a CRM    Experience with social media platforms       Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The person holding this position is considered a 'general reporter' under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 Revised July 21, 2017 as a condition of employment.  Advertised: Jan 29 2024 Pacific Standard Time  Applications close: May 29 2024 Pacific Daylight Time  Closing Date/Time:
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             Salary and Benefits      PLEASE NOTE:  The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $3,518.00 per month to $6,791.00 per month.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 14 paid holidays, one personal holiday and tuition fee waiver.  For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.    This position  may  be eligible to participate in the Cal State East Bay hybrid telecommute program subject to management approval.      Classification      Administrative Analyst/Specialist - Exempt II     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    Under the supervision of the Director of Business Operations and Development, the Budget Analyst is responsible for technical and analytical budget analyses and related work required to administer the Facilities Development & Operations (FD&O) budget of over $11 million and the utility budget of $7 million. Responsibilities include but are not limited to: the development of annual and mid-year budgets and reporting, processing budget transfer requests, tracking purchase orders, and processing invoices and check requests. This position provides financial oversight and recommendations to the Director of Business Operations and FD&O Management regarding FD&O operational budgets and expenditures. The Budget Analyst coordinates the budgets to monitor, track, and verify funding sources and account numbers, validate expenses with project and service managers, and facilitate various budget logistics. This position provides complete monthly, quarterly, and yearly reports for budget review and customized reports as requested.    Responsibilities     Department Budget and Expenditure Coordination:      Monitor all expenditures on a weekly basis to ensure they are accurately recorded, appropriate, and to ensure they do not exceed budgeted amounts.    Work collaboratively with Financial Services departments on reconciling budget and expense transfers.    Participate in the monthly FD&O update meeting to review and provide an overview of budget and expenditures.    Meet monthly with individual managers to review expenditure trends and budget updates.    Reconcile budget at year-end to ensure all entries are appropriate, accurate, and posted in the correct accounts.    Work with managers to coordinate, prepare, and update their respective service unit budgets for semi-annual and annual submissions.    Provide recommendations on budget and forecasting to support management decisions and department needs.    Coordinate the submissions of quarterly budget reports and presentations to Financial Services.    Assist the Business Operations Director with budget analysis and forecasting reports.    Assist Business Operations in coordinating quarterly budget review meetings with Financial Services.    Work with general accounting during the fiscal year-end close process to ensure that actual expenditures and encumbered amounts are reflected appropriately.    Regularly review and analyze open purchase orders and request fund transfers as necessary.    Anticipate pending invoices and change requests, keeping funds on budget. Recommend necessary budget augmentation requests to ensure there is adequate project funding.       Invoice and Overtime Processing:      Process the department’s accounting transactions and payments to ensure transactions are posted accurately to account numbers, properly recorded, documented, and monitored throughout the fiscal budget year.    Ensure labor and overtime hours from services, calls, and projects are accurately recorded and funds transferred accordingly.   Process approved invoice payments to ensure the department complies with payment terms.    Process budget and expense transfers and ensure transactions are completed within the fiscal budget year.    Collaborate with Planning Design and Construction (PDC) and the WorkFlow to capture all labor overtime and ensure accurate expense transfer of charges.    Process check requests as needed.      Procurement Coordination:       Work with FD&O managers to compile and create requisitions for FD&O annual service contracts and coordinate with Procurement to ensure that purchase orders are in place before the start of the fiscal year.     Collect all required scope of work, vendor data records, and certificate of insurance from assigned managers and submit requisitions.     Work with vendors to ensure that all quotes, scopes, rate sheets, and certificates of insurance are accurate and up to date.     Work with the Procurement Office to ensure requisitions, change order requests, contract change orders, and contract adjustments are properly prepared, approved, and processed with appropriate supporting documents.       Financial Reporting:       Provide direction and support to managers on financial reporting and data, control and manage their budgets and expenses, and fulfill budgetary requirements.     Work cooperatively with managers, accounting staff, procurement personnel, and other university staff to provide information and to create reports for state agencies.     Prepare monthly financial tracking reports for purchase orders and overtime expenditures.     Provide a monthly review of operations and maintenance expenditures to ensure expenses are properly reported and charged to the correct account numbers and tracked.       Manage and Analyze Financial Data:       Provide budget coordination support to Planning Design and Construction for capital and deferred maintenance projects.     Assign appropriate project codes, prepare Chartfield Request Form, initiate and prepare project-related requisitions, and coordinate with the Procurement Office.     Process invoices and change requests, keeping project funding budget availability on target.     Work with the Procurement Office to ensure REQs, CR (Change Requests), CRO (Change Request Orders), CCO (Contract Change Orders), and contract adjustments are properly prepared, approved, and processed with appropriate supporting documents.       Other duties as assigned:       Provide administrative support as needed to cover absences in Business Operations.       Minimum Qualifications      A Bachelor's degree and/or equivalent training and administrative work experience involving study, analysis, and/or evaluation leading to the development or improvement of administrative policies, procedures, practices, or programs.   General knowledge and skills in the applicable administrative and/or program field with a foundational knowledge of public administration principles, practices, and methods.   Extensive and in-depth knowledge of and ability to apply expertise in the advanced theories, principles, methods and practices associated with the functional specialty, program, and/or organizational unit, including applicable internal policies and procedures and pertinent laws and regulations. Laws and regulations are highly complex and require substantial judgment and discretion in interpreting and applying them to the specialty or program area. Incumbents at this level often may have certification in a specialty area.   Substantial and broad knowledge of public and private entities including their organizational and operating structures, internal systems, and functional areas, as well as the impact of critical external entities on an organization.   Ability to integrate and apply this knowledge to anticipate problems and assess the impact of proposed solutions on various organizational areas.   Extensive and in-depth knowledge in project management including research and analytical methodologies.   Ability to interpret and integrate complex data and information to formulate appropriate courses of action which have broad and far reaching impact.    Ability to understand and analyze complex problems from a future-oriented and broad interactive perspective and readily develop proactive solutions that integrate strategic goals into tactical operations.    Ability to effectively use applicable information systems and applications in analysis, research, and reporting activities and projects.   Ability to effectively communicate with and influence high-level and diverse contacts inside and outside of the CSU system.    Ability to effectively use all communication methods and formats and to use expertise, as well as persuasion and negotiation skills, to build consensus to achieve short- and long-term goals and objectives.      Required Qualifications      Experience in the field of accounting, budgeting, and/or data management.    Knowledge and understanding of applicable budgeting policies and procedures regarding department operating budget, funding sources, and expenditure tracking.    Working knowledge of and ability to apply standard theories, principles, practices, and techniques to develop department budgets.    Working knowledge of operational and fiscal analysis and techniques.   Demonstrated sound analytical skills and the ability to work independently.   Demonstrated verbal and written communication skills.   Ability to interact and collaborate effectively and professionally within a diverse group of executives, managers, and subject matter experts.    Ability to provide financial analytical support as needed to support decisions.   Ability to perform advanced arithmetic functions.   Ability to collect, evaluate, and interpret fiscal data from PeopleSoft and develop sound conclusions and recommendations.    Ability to effectively interpret, organize, and present information and ideas in written or presentation form.    Ability to train others on new skills and procedures and provide work direction.   Ability to take initiative and independently plan, organize, coordinate, and perform work in various situations involving numerous and diverse demands.    Ability to track assigned task status and report the status of assignments to the supervisor.    Ability to access and produce project-related financial reports from PeopleSoft.    Ability to use standard office equipment.      Special Conditions      Some duties may require working after normal business, including weekends to meet the project schedule requirements.    Some off-site travels to attend meetings, conferences and training programs.       Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The person holding this position is considered a 'mandated reporter' under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 Revised July 21, 2017 as a condition of employment.   Advertised: Feb 02 2024 Pacific Standard Time  Applications close: Jun 02 2024 Pacific Daylight Time  Closing Date/Time:
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         Salary and Benefits      PLEASE NOTE:  The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $3,518.00 per month to $6,791.00 per month.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 14 paid holidays, one personal holiday and tuition fee waiver.  For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.    This position  may  be eligible to participate in the Cal State East Bay hybrid telecommute program subject to management approval.      Classification      Administrative Analyst/Specialist - Exempt II     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    Under the supervision of the Director of Business Operations and Development, the Budget Analyst is responsible for technical and analytical budget analyses and related work required to administer the Facilities Development & Operations (FD&O) budget of over $11 million and the utility budget of $7 million. Responsibilities include but are not limited to: the development of annual and mid-year budgets and reporting, processing budget transfer requests, tracking purchase orders, and processing invoices and check requests. This position provides financial oversight and recommendations to the Director of Business Operations and FD&O Management regarding FD&O operational budgets and expenditures. The Budget Analyst coordinates the budgets to monitor, track, and verify funding sources and account numbers, validate expenses with project and service managers, and facilitate various budget logistics. This position provides complete monthly, quarterly, and yearly reports for budget review and customized reports as requested.    Responsibilities     Department Budget and Expenditure Coordination:      Monitor all expenditures on a weekly basis to ensure they are accurately recorded, appropriate, and to ensure they do not exceed budgeted amounts.    Work collaboratively with Financial Services departments on reconciling budget and expense transfers.    Participate in the monthly FD&O update meeting to review and provide an overview of budget and expenditures.    Meet monthly with individual managers to review expenditure trends and budget updates.    Reconcile budget at year-end to ensure all entries are appropriate, accurate, and posted in the correct accounts.    Work with managers to coordinate, prepare, and update their respective service unit budgets for semi-annual and annual submissions.    Provide recommendations on budget and forecasting to support management decisions and department needs.    Coordinate the submissions of quarterly budget reports and presentations to Financial Services.    Assist the Business Operations Director with budget analysis and forecasting reports.    Assist Business Operations in coordinating quarterly budget review meetings with Financial Services.    Work with general accounting during the fiscal year-end close process to ensure that actual expenditures and encumbered amounts are reflected appropriately.    Regularly review and analyze open purchase orders and request fund transfers as necessary.    Anticipate pending invoices and change requests, keeping funds on budget. Recommend necessary budget augmentation requests to ensure there is adequate project funding.       Invoice and Overtime Processing:      Process the department’s accounting transactions and payments to ensure transactions are posted accurately to account numbers, properly recorded, documented, and monitored throughout the fiscal budget year.    Ensure labor and overtime hours from services, calls, and projects are accurately recorded and funds transferred accordingly.   Process approved invoice payments to ensure the department complies with payment terms.    Process budget and expense transfers and ensure transactions are completed within the fiscal budget year.    Collaborate with Planning Design and Construction (PDC) and the WorkFlow to capture all labor overtime and ensure accurate expense transfer of charges.    Process check requests as needed.      Procurement Coordination:       Work with FD&O managers to compile and create requisitions for FD&O annual service contracts and coordinate with Procurement to ensure that purchase orders are in place before the start of the fiscal year.     Collect all required scope of work, vendor data records, and certificate of insurance from assigned managers and submit requisitions.     Work with vendors to ensure that all quotes, scopes, rate sheets, and certificates of insurance are accurate and up to date.     Work with the Procurement Office to ensure requisitions, change order requests, contract change orders, and contract adjustments are properly prepared, approved, and processed with appropriate supporting documents.       Financial Reporting:       Provide direction and support to managers on financial reporting and data, control and manage their budgets and expenses, and fulfill budgetary requirements.     Work cooperatively with managers, accounting staff, procurement personnel, and other university staff to provide information and to create reports for state agencies.     Prepare monthly financial tracking reports for purchase orders and overtime expenditures.     Provide a monthly review of operations and maintenance expenditures to ensure expenses are properly reported and charged to the correct account numbers and tracked.       Manage and Analyze Financial Data:       Provide budget coordination support to Planning Design and Construction for capital and deferred maintenance projects.     Assign appropriate project codes, prepare Chartfield Request Form, initiate and prepare project-related requisitions, and coordinate with the Procurement Office.     Process invoices and change requests, keeping project funding budget availability on target.     Work with the Procurement Office to ensure REQs, CR (Change Requests), CRO (Change Request Orders), CCO (Contract Change Orders), and contract adjustments are properly prepared, approved, and processed with appropriate supporting documents.       Other duties as assigned:       Provide administrative support as needed to cover absences in Business Operations.       Minimum Qualifications      A Bachelor's degree and/or equivalent training and administrative work experience involving study, analysis, and/or evaluation leading to the development or improvement of administrative policies, procedures, practices, or programs.   General knowledge and skills in the applicable administrative and/or program field with a foundational knowledge of public administration principles, practices, and methods.   Extensive and in-depth knowledge of and ability to apply expertise in the advanced theories, principles, methods and practices associated with the functional specialty, program, and/or organizational unit, including applicable internal policies and procedures and pertinent laws and regulations. Laws and regulations are highly complex and require substantial judgment and discretion in interpreting and applying them to the specialty or program area. Incumbents at this level often may have certification in a specialty area.   Substantial and broad knowledge of public and private entities including their organizational and operating structures, internal systems, and functional areas, as well as the impact of critical external entities on an organization.   Ability to integrate and apply this knowledge to anticipate problems and assess the impact of proposed solutions on various organizational areas.   Extensive and in-depth knowledge in project management including research and analytical methodologies.   Ability to interpret and integrate complex data and information to formulate appropriate courses of action which have broad and far reaching impact.    Ability to understand and analyze complex problems from a future-oriented and broad interactive perspective and readily develop proactive solutions that integrate strategic goals into tactical operations.    Ability to effectively use applicable information systems and applications in analysis, research, and reporting activities and projects.   Ability to effectively communicate with and influence high-level and diverse contacts inside and outside of the CSU system.    Ability to effectively use all communication methods and formats and to use expertise, as well as persuasion and negotiation skills, to build consensus to achieve short- and long-term goals and objectives.      Required Qualifications      Experience in the field of accounting, budgeting, and/or data management.    Knowledge and understanding of applicable budgeting policies and procedures regarding department operating budget, funding sources, and expenditure tracking.    Working knowledge of and ability to apply standard theories, principles, practices, and techniques to develop department budgets.    Working knowledge of operational and fiscal analysis and techniques.   Demonstrated sound analytical skills and the ability to work independently.   Demonstrated verbal and written communication skills.   Ability to interact and collaborate effectively and professionally within a diverse group of executives, managers, and subject matter experts.    Ability to provide financial analytical support as needed to support decisions.   Ability to perform advanced arithmetic functions.   Ability to collect, evaluate, and interpret fiscal data from PeopleSoft and develop sound conclusions and recommendations.    Ability to effectively interpret, organize, and present information and ideas in written or presentation form.    Ability to train others on new skills and procedures and provide work direction.   Ability to take initiative and independently plan, organize, coordinate, and perform work in various situations involving numerous and diverse demands.    Ability to track assigned task status and report the status of assignments to the supervisor.    Ability to access and produce project-related financial reports from PeopleSoft.    Ability to use standard office equipment.      Special Conditions      Some duties may require working after normal business, including weekends to meet the project schedule requirements.    Some off-site travels to attend meetings, conferences and training programs.       Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The person holding this position is considered a 'mandated reporter' under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 Revised July 21, 2017 as a condition of employment.   Advertised: Feb 02 2024 Pacific Standard Time  Applications close: Jun 02 2024 Pacific Daylight Time  Closing Date/Time:
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             Working Title    Employee and Labor Relations (ELR) Advocate     SF State    University     San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.      Department     Office of Human Resources    Appointment Type    This is a one year probationary position.     Time Base     Full-Time     Work Schedule     Monday through Friday; from 8:00am to 5:00pm    Anticipated Hiring Range    $7,084.00 - $7,917.00 Per Month ($85,000.00 - $95,000.00 Annually)   Salary is commensurate with experience.    Position Summary    Under the general direction of the Director of Employee and Labor Relations, the incumbent will perform key responsibilities, which include contract administration, conducting meetings with union officials regarding grievances as well as writing grievances responses on behalf of the campus. The incumbent will serve as the primary conduit between the department, colleges, and union representatives. The incumbent will also conduct investigational interviews and provide training to campus leadership. Occasional travel may be required.   The ideal candidate will be well organized and comfortable working in a fast-paced environment. They should be proficient in communicating both orally and written. The ideal candidate will be an individual dedicated to the institutional success of SFSU. The Employee and Labor Relations Office is part of Human Resources, which is overseen by the AVP of HR, who reports directly to the Vice President of Finance and Administration.     Position Information       Essential Job Functions       Conduct meetings with employees, both represented and non-represented, to revolve grievances and employee concerns.   Guide campus supervisors in reconciling concerns with employee behavior, conduct, and attendance.      Professional Behavior      Fosters and promote the Principles of Conduct for a Multi-Cultural University, User-Friendly Principles, and Anti-Bullying   Should be someone who is even-tempered   Ability to work with confidential information ethically and discretely.   High level of emotional intelligence.   Emphasis on regulatory compliance in working toward resolutions   Personal effectiveness and credibility, as demonstrated by interpersonal and professional confidence.   Fosters Diversity and Inclusion      Other duties as assigned     Minimum Qualifications      Graduation from a four-year college or university   1-3 years of work experience in management, human resources, law, or related field. (advanced degree may be considered in place of work experience)   Exceptional negotiation, consultation, mediation and facilitation skills   Experience with employment-based investigations (e.g., discrimination, sexual harassment).   Ability to maintain and effectively deal with highly confidential matters and exercise sound judgment and decision-making.      Preferred Qualifications      J.D. or Master’s degree in human resources or related field   SPHR Certification   Experience in and knowledge of administration of employment policies in an institution of Higher Education.   Work in a unionized environment.      Pre-Employment Requirements    This position requires the successful completion of a background check.    Eligibility to Work    Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.    Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    CSUEU Position (For CSUEU Positions Only)    Eligible and qualified on-campus applicants, currently in bargaining units 2, 5, 7, and 9 are given hiring preference.    Additional Information      SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).     Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   CSU strongly encourages faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process are encouraged to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hr@campus.edu.   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Feb 06 2024 Pacific Standard Time  Applications close:  Closing Date/Time:
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         Working Title    Employee and Labor Relations (ELR) Advocate     SF State    University     San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.      Department     Office of Human Resources    Appointment Type    This is a one year probationary position.     Time Base     Full-Time     Work Schedule     Monday through Friday; from 8:00am to 5:00pm    Anticipated Hiring Range    $7,084.00 - $7,917.00 Per Month ($85,000.00 - $95,000.00 Annually)   Salary is commensurate with experience.    Position Summary    Under the general direction of the Director of Employee and Labor Relations, the incumbent will perform key responsibilities, which include contract administration, conducting meetings with union officials regarding grievances as well as writing grievances responses on behalf of the campus. The incumbent will serve as the primary conduit between the department, colleges, and union representatives. The incumbent will also conduct investigational interviews and provide training to campus leadership. Occasional travel may be required.   The ideal candidate will be well organized and comfortable working in a fast-paced environment. They should be proficient in communicating both orally and written. The ideal candidate will be an individual dedicated to the institutional success of SFSU. The Employee and Labor Relations Office is part of Human Resources, which is overseen by the AVP of HR, who reports directly to the Vice President of Finance and Administration.     Position Information       Essential Job Functions       Conduct meetings with employees, both represented and non-represented, to revolve grievances and employee concerns.   Guide campus supervisors in reconciling concerns with employee behavior, conduct, and attendance.      Professional Behavior      Fosters and promote the Principles of Conduct for a Multi-Cultural University, User-Friendly Principles, and Anti-Bullying   Should be someone who is even-tempered   Ability to work with confidential information ethically and discretely.   High level of emotional intelligence.   Emphasis on regulatory compliance in working toward resolutions   Personal effectiveness and credibility, as demonstrated by interpersonal and professional confidence.   Fosters Diversity and Inclusion      Other duties as assigned     Minimum Qualifications      Graduation from a four-year college or university   1-3 years of work experience in management, human resources, law, or related field. (advanced degree may be considered in place of work experience)   Exceptional negotiation, consultation, mediation and facilitation skills   Experience with employment-based investigations (e.g., discrimination, sexual harassment).   Ability to maintain and effectively deal with highly confidential matters and exercise sound judgment and decision-making.      Preferred Qualifications      J.D. or Master’s degree in human resources or related field   SPHR Certification   Experience in and knowledge of administration of employment policies in an institution of Higher Education.   Work in a unionized environment.      Pre-Employment Requirements    This position requires the successful completion of a background check.    Eligibility to Work    Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.    Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    CSUEU Position (For CSUEU Positions Only)    Eligible and qualified on-campus applicants, currently in bargaining units 2, 5, 7, and 9 are given hiring preference.    Additional Information      SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).     Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   CSU strongly encourages faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process are encouraged to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hr@campus.edu.   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Feb 06 2024 Pacific Standard Time  Applications close:  Closing Date/Time:
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             Salary and Benefits    Salary Range: $4,610.00 per month to $6,556.00 per month.  PLEASE NOTE:  The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $4,610.00 per month to $5,000.00 per month.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 14 paid holidays, one personal holiday and tuition fee waiver.  For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.    This position  may  be eligible to participate in the Cal State East Bay hybrid telecommute program subject to management approval.      Classification      Student Services Professional II     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    The Enrollment Information Center (EIC) provides comprehensive services to prospective students, currently enrolled students, staff, faculty and the members of the community-at-large who are seeking information or services from the University relative to outreach, pre-admission advising, and evaluation for the purposes of admission and graduation, student records, registration and financial aid.   As the EIC front desk staff, this position provides information and services pertaining to student admissions, financial aid, and registration in the lobby of the Student Administration Building. The EIC serves as the front-line, first contact for students; handling general inquiries regarding admissions, registration, records, graduation evaluations and financial aid. This position will respond to complex and in-depth inquiries regarding all areas mentioned above.   The Compliance Support Analyst responsibilities of this position include helping students and families navigate the financial aid process. This includes assisting in the review process for student aid eligibility, collecting data to determine student awards, and communicating with students and their families regarding financial aid related matters. This position will also work on verification and assist in the timely administration of program compliance under the supervision of the Compliance Director.    Responsibilities     General Front Desk Duties :      Effectively and efficiently advise current students on University policies, procedures and eligibility requirements as it relates to enrollment services, admissions, financial aid, records/registration, graduation and academic standards.   Obtain information, analyze data, reason logically, and draw valid conclusions to make appropriate recommendations to students through a working knowledge of general University operations.   Provide accurate, ethical, and quality initial admission, registration, graduation and financial aid advising to help students navigate through the University via phone, in-person, and through electronic communications.   Serve as point-of-contact for students in working with Enrollment Management, participating in a case management operations model, so that student issues are handled to completion.      Admissions:      Determine admission status, next course of action and give clear and concise directions as to next steps.   Initially evaluate transcripts to determine if the document will be satisfactory for meeting the deadline.   Explain admission decisions and advise students as to what is needed to meet qualifications, appeals or refer students to the specialist who evaluated the transcripts.      Records and Enrollment:      Collect documents and review for accuracy.   Advise students as to which document is appropriate for their particular need and verify accuracy of completion.   Explain policies and procedures regarding University registration policies and help students register or troubleshoot areas of obstacles.      Graduation:      Explain policies and procedures to facilitate graduation filing.   Help students who can file for graduation online or advise, based on the situation to file as non-matriculated.   Verify status regarding graduation and explain the process to ensure students' understanding of the ceremony versus confirmation of degree awarded.      Financial Aid:      Help students, parents and staff complete tasks to facilitate the gathering of information and documents for financial aid.   Explain awarding timelines and priority deadlines to students.   Advise students on how to view their financial aid awards through their MYCSUEB Portal.    Assist students with completing financial aid paperwork through the CampusLogic platform.   Troubleshoot areas of login and incorrect document retrieval due to user error.   Advise students and parents about types of acceptable documentation.    When documents do not meet the financial aid specifications, a clear explanation of requirements and expectations will be explained to the students.      Compliance Support Analyst:      Assist in the administration of aid for special programs including but not limited to PHAP, Teaching Credential, and other non-degree programs.   Gather data from reviews and assist in the administration of resolutions for issues including (but are not limited to) over awards, aggregate issues, dual enrollments, C flags, and Pell Pop, and other discrepancies that cannot be resolved through batch/system processing.   Assist to ensure timely administration and coordination of Private and Plus Loans.   Help with supporting timely administration and coordination of Special Circumstance Appeals as well as Verifications.   Help with administration of remote learning programs such as study abroad and institutional partnerships through cross registration.   Assist with phone traffic for the Financial Aid Office.      Other Duties and special projects as assigned:      Work with IT to ensure computers are running effectively.   Ensure tidy and professional appearance of the EIC.   Attend staff meetings, training sessions and Town Hall meetings as appropriate and directed.   Assist with on-campus events as needed.      Minimum Qualifications     Experience:      The equivalent of two (2) years of professional experience in one of the student services program areas or in a related field.   Experience should give evidence of competence and indicate the potential for further growth.   A Master’s degree in a job-related field may be substituted for one year of professional experience.      Education:      Equivalent to graduation from a four-year college or university in one of the behavioral sciences, public or business administration or a job-related field.   Additional specialized experience during which the applicant has acquired and successfully applied the knowledge and abilities shown above may be substituted for the required education on a year-for-year basis.      Knowledge and Abilities:      Working knowledge of the practices, procedures and activities of the program to which assigned; general knowledge of the methods and problems of organizational and program management   General knowledge of research and interview techniques; and of the principles of individual and group behavior.   Ability to interpret and apply program rules and regulations.   Use initiative and resourcefulness in planning work assignments and in implementing long-range program improvements.   Obtain factual and interpretive information through interviews.   Reason logically; collect, compile, analyze and evaluate data and make verbal or written presentations based on these data.   Advise students individually and in groups on routine matters where required.   Recognize multicultural, multi-sexed and multi-aged value systems and work accordingly.   Establish and maintain cooperative working relationships with faculty, CSU administrators, student organizations, private and public agencies and others in committee work, and student advising and community contacts; and, rapidly acquire a general knowledge of the overall operation, functions and programs of the campus to which assigned.   Demonstrated ability to make decisions and carry through actions having implications with regard to other program or service areas Services Office.      Required Qualifications      Ability to develop, retain, interpret, and apply comprehensive knowledge of university enrollment requirements, policies, and procedures.   Ability and willingness to understand, embrace, and communicate Cal State East Bay marketing messages.   Ability to analyze complex situations accurately and adopt effective courses of action.   Ability to safeguard the confidentiality and security of records.   Knowledge of individual counseling techniques    Knowledge of student services programs outside of Planning, Enrollment Management, and Student Affairs.   Ability to advise students on complex student-related matters such as disqualification and financial aid.   Ability to carry-out complex assignments without detailed instructions.   Ability to interact professionally and effectively--individually or in group settings--with diverse current and/or prospective students and their family members.   Ability to reason logically, analyze, and define organizational and operating problems and implement appropriate responses.   Strong organizational skills and ability to plan, coordinate, and initiate actions necessary to implement administrative or group decisions or recommendations.   Ability to work independently.   Excellent written and verbal communication skills in English.   Ability to work with student information systems (at an advanced level), imaged document systems, degree audit software, instant messaging, e-mail, web-based information resources, and MS Office applications.      Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The incumbent in this position may be considered a mandated reporter under the California Child Abuse and Neglect Reporting Act and will be required to comply with requirements set forth in the CSU Executive Order 1083 as a condition of employment.  Advertised: Mar 25 2024 Pacific Daylight Time  Applications close: Jul 25 2024 Pacific Daylight Time  Closing Date/Time:
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         Salary and Benefits    Salary Range: $4,610.00 per month to $6,556.00 per month.  PLEASE NOTE:  The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $4,610.00 per month to $5,000.00 per month.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 14 paid holidays, one personal holiday and tuition fee waiver.  For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.    This position  may  be eligible to participate in the Cal State East Bay hybrid telecommute program subject to management approval.      Classification      Student Services Professional II     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    The Enrollment Information Center (EIC) provides comprehensive services to prospective students, currently enrolled students, staff, faculty and the members of the community-at-large who are seeking information or services from the University relative to outreach, pre-admission advising, and evaluation for the purposes of admission and graduation, student records, registration and financial aid.   As the EIC front desk staff, this position provides information and services pertaining to student admissions, financial aid, and registration in the lobby of the Student Administration Building. The EIC serves as the front-line, first contact for students; handling general inquiries regarding admissions, registration, records, graduation evaluations and financial aid. This position will respond to complex and in-depth inquiries regarding all areas mentioned above.   The Compliance Support Analyst responsibilities of this position include helping students and families navigate the financial aid process. This includes assisting in the review process for student aid eligibility, collecting data to determine student awards, and communicating with students and their families regarding financial aid related matters. This position will also work on verification and assist in the timely administration of program compliance under the supervision of the Compliance Director.    Responsibilities     General Front Desk Duties :      Effectively and efficiently advise current students on University policies, procedures and eligibility requirements as it relates to enrollment services, admissions, financial aid, records/registration, graduation and academic standards.   Obtain information, analyze data, reason logically, and draw valid conclusions to make appropriate recommendations to students through a working knowledge of general University operations.   Provide accurate, ethical, and quality initial admission, registration, graduation and financial aid advising to help students navigate through the University via phone, in-person, and through electronic communications.   Serve as point-of-contact for students in working with Enrollment Management, participating in a case management operations model, so that student issues are handled to completion.      Admissions:      Determine admission status, next course of action and give clear and concise directions as to next steps.   Initially evaluate transcripts to determine if the document will be satisfactory for meeting the deadline.   Explain admission decisions and advise students as to what is needed to meet qualifications, appeals or refer students to the specialist who evaluated the transcripts.      Records and Enrollment:      Collect documents and review for accuracy.   Advise students as to which document is appropriate for their particular need and verify accuracy of completion.   Explain policies and procedures regarding University registration policies and help students register or troubleshoot areas of obstacles.      Graduation:      Explain policies and procedures to facilitate graduation filing.   Help students who can file for graduation online or advise, based on the situation to file as non-matriculated.   Verify status regarding graduation and explain the process to ensure students' understanding of the ceremony versus confirmation of degree awarded.      Financial Aid:      Help students, parents and staff complete tasks to facilitate the gathering of information and documents for financial aid.   Explain awarding timelines and priority deadlines to students.   Advise students on how to view their financial aid awards through their MYCSUEB Portal.    Assist students with completing financial aid paperwork through the CampusLogic platform.   Troubleshoot areas of login and incorrect document retrieval due to user error.   Advise students and parents about types of acceptable documentation.    When documents do not meet the financial aid specifications, a clear explanation of requirements and expectations will be explained to the students.      Compliance Support Analyst:      Assist in the administration of aid for special programs including but not limited to PHAP, Teaching Credential, and other non-degree programs.   Gather data from reviews and assist in the administration of resolutions for issues including (but are not limited to) over awards, aggregate issues, dual enrollments, C flags, and Pell Pop, and other discrepancies that cannot be resolved through batch/system processing.   Assist to ensure timely administration and coordination of Private and Plus Loans.   Help with supporting timely administration and coordination of Special Circumstance Appeals as well as Verifications.   Help with administration of remote learning programs such as study abroad and institutional partnerships through cross registration.   Assist with phone traffic for the Financial Aid Office.      Other Duties and special projects as assigned:      Work with IT to ensure computers are running effectively.   Ensure tidy and professional appearance of the EIC.   Attend staff meetings, training sessions and Town Hall meetings as appropriate and directed.   Assist with on-campus events as needed.      Minimum Qualifications     Experience:      The equivalent of two (2) years of professional experience in one of the student services program areas or in a related field.   Experience should give evidence of competence and indicate the potential for further growth.   A Master’s degree in a job-related field may be substituted for one year of professional experience.      Education:      Equivalent to graduation from a four-year college or university in one of the behavioral sciences, public or business administration or a job-related field.   Additional specialized experience during which the applicant has acquired and successfully applied the knowledge and abilities shown above may be substituted for the required education on a year-for-year basis.      Knowledge and Abilities:      Working knowledge of the practices, procedures and activities of the program to which assigned; general knowledge of the methods and problems of organizational and program management   General knowledge of research and interview techniques; and of the principles of individual and group behavior.   Ability to interpret and apply program rules and regulations.   Use initiative and resourcefulness in planning work assignments and in implementing long-range program improvements.   Obtain factual and interpretive information through interviews.   Reason logically; collect, compile, analyze and evaluate data and make verbal or written presentations based on these data.   Advise students individually and in groups on routine matters where required.   Recognize multicultural, multi-sexed and multi-aged value systems and work accordingly.   Establish and maintain cooperative working relationships with faculty, CSU administrators, student organizations, private and public agencies and others in committee work, and student advising and community contacts; and, rapidly acquire a general knowledge of the overall operation, functions and programs of the campus to which assigned.   Demonstrated ability to make decisions and carry through actions having implications with regard to other program or service areas Services Office.      Required Qualifications      Ability to develop, retain, interpret, and apply comprehensive knowledge of university enrollment requirements, policies, and procedures.   Ability and willingness to understand, embrace, and communicate Cal State East Bay marketing messages.   Ability to analyze complex situations accurately and adopt effective courses of action.   Ability to safeguard the confidentiality and security of records.   Knowledge of individual counseling techniques    Knowledge of student services programs outside of Planning, Enrollment Management, and Student Affairs.   Ability to advise students on complex student-related matters such as disqualification and financial aid.   Ability to carry-out complex assignments without detailed instructions.   Ability to interact professionally and effectively--individually or in group settings--with diverse current and/or prospective students and their family members.   Ability to reason logically, analyze, and define organizational and operating problems and implement appropriate responses.   Strong organizational skills and ability to plan, coordinate, and initiate actions necessary to implement administrative or group decisions or recommendations.   Ability to work independently.   Excellent written and verbal communication skills in English.   Ability to work with student information systems (at an advanced level), imaged document systems, degree audit software, instant messaging, e-mail, web-based information resources, and MS Office applications.      Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The incumbent in this position may be considered a mandated reporter under the California Child Abuse and Neglect Reporting Act and will be required to comply with requirements set forth in the CSU Executive Order 1083 as a condition of employment.  Advertised: Mar 25 2024 Pacific Daylight Time  Applications close: Jul 25 2024 Pacific Daylight Time  Closing Date/Time:
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             Salary and Benefits    Salary Range: $5,025.00 per month to $7,159.00 per month.  PLEASE NOTE:  The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $5,276.00 per month to $6,000.00 per month.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 14 paid holidays, one personal holiday and tuition fee waiver.  For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.    This position  may  be eligible to participate in the Cal State East Bay hybrid telecommute program subject to management approval.      Classification      Student Services Professional III, Exempt     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position      This is a temporary, full-time, grant funded position through December 31, 2024, with the possibility of re-appointment for a maximum of three years from the date of hire.     Project IMPACT, a Student Support Services (SSS) Program, is funded through the TRIO division of the United States Department of Education. The SSS program is a five-year grant (2020-2025). This position opening is available through December 31, 2024, with the possibility of reappointment for a maximum of three years from the date of hire. Project IMPACT provides undergraduate students with disabilities non-mandated support services, including academic advising, career planning, subject specific tutoring, support with the financial aid process, support with the graduate school application process, academic wellness counseling, assistive technology training, academic skills development, and personal finance skill development. The intent of this program is to provide services to increase retention, student GPAs and graduation rates of students with disabilities. Project IMPACT provides these enhanced academic support services to 100+ students with disabilities.    The primary purpose of this position is to provide academic advising and academic wellness counseling to participating students. The Academic Success & Wellness Counselor supports students in completing their post-secondary education by providing targeted advice related to class selection, the development of educational plans and monitors the academic progress of students in the program. Furthermore, the Academic Success & Wellness Counselor provides academic wellness counseling to support students in the development of non-cognitive skills including academic & realistic self-appraisal, growth mindset, locus of control, positive self-concept, motivation and long-term goal setting. This position will function as a team member of Project IMPACT and will assist the Project IMPACT Program Coordinator with carrying out the requirements of the grant.    Responsibilities     Direct Services to Students    Academic Advising:     Provide academic advising to participants including support with course selection each term and the development of long-term educational plans.   Provide academic advising related to withdrawals, plans for recovering from academic probation and avoiding academic disqualification.   Offer advice that takes into consideration students’ financial aid status, participation with the Department of Rehabilitation, personal learning preferences, learning strengths and challenges, and disability management strategies as it relates to course load and course selection.   Monitor students’ grades and academic progress towards graduation. Monitor barriers to students’ ability to enroll or continue to make academic progress (academic holds, financial holds, etc.).   Attend regular university-wide meetings that support the function of academic advising.   Develop a close working relationship with the General Education Office and Academic Advising and Career Education (AACE) Office. Collaborate with the Department of Rehabilitation if a student is a client.    Provide support to students with graduate school applications.      Academic Wellness Counseling:      Provide general educational and emotional support to students as it relates to their academic experience. While academic wellness counseling is not therapy, the Academic Success and Wellness Counselor supports students with academic & realistic self-appraisal, growth mindset, locus of control, positive self-concept, anxiety, managing interpersonal conflicts, developing a support network, developing plans of self-support, motivation and long term goal setting.    Conduct workshops for students on the above mentioned topics.   Conduct trainings for part-time staff on the above mentioned topics and help facilitate a culture of growth mindset. Participate in the development of a nurturing team-focused culture.   Inform Accessibility Services Director immediately of participants at risk to harm self or others.     Individual Support Plan Development:     In collaboration with the Program Coordinator, support students in developing Individual Support Plans which serve as a guide for how students should engage with the various services offered by the program, given their unique needs.   Identify students at risk for not persisting, including using CSUEB’s early alert system in Bay Adviser. Help students revise their support plans accordingly.   Coordinate with other departments and agencies as needed to support students in finding and making use of additional resources.     Financial Aid Advising:     Support students in completing all necessary applications for Financial Aid, including the FAFSA, the Cal State East Bay financial aid verification process and scholarship applications.   Support students with completing financial aid appeals as needed.   Develop a strong working relationship with the Financial Aid Office personnel to maintain understanding of the financial aid process, student requirements for meeting academic progress standards, and required student-submitted financial aid documentation.     Record Keeping and Reporting:     The Academic Success and Wellness Counselor is expected to keep accurate and timely case notes and maintain accurate student information in program software including Blumen and Accommodate.      Support with Maintenance of Program      Collaborate with other campus departments including Accessibility Services, various academic departments, the General Education Office, Academic Advising and Career Education, Housing and Financial Aid to educate the campus community about Project IMPACT.   With the Program Coordinator, recruit, interview and select new students to join the program each summer. Attend outreach events for student recruitment as needed.   Support other program staff with the coordination of the tutoring service and provide subject-specific tutoring if needed.   Support the work of the Program Coordinator in meeting all programmatic objectives as outlined in the grant. Carry out the requirements of the grant and assist the Program Coordinator in monitoring compliance with state and federal regulations, maintaining accurate student records and other administrative tasks as needed.   Attend TRIO trainings as needed to remain aware of best practices for TRIO service delivery.      Other Duties as Assigned     Minimum Qualifications     Education:      Equivalent to graduation from a four-year college or university in a related field, including or supplemented by upper division or graduate course work in counseling techniques, interviewing, and conflict resolution where such are job-related.      Experience:       Possession of these knowledge and abilities is typically demonstrated through the equivalent of three years of progressively responsible professional student services work experience.     One year in the program area to which assigned may be preferred but is not required.     A Master’s degree in Counseling, Clinical Psychology, Social Work, or a directly related field may be substituted for one year of experience.     A Doctorate degree and the appropriate internship or clinical training in counseling or guidance may be substituted for the three years of experience for positions with a major responsibility for professional career or personal counseling.       Knowledge and Abilities:       The following knowledge and abilities as well as those listed at the lower levels in the Student Services Professional series are required for appointment into this classification.     Thorough knowledge of the principles of individual and group behavior.     General knowledge of the principles, practices and trends of the Student Services field as well as general knowledge of the policies, procedures and practices of the program area to which assigned.     General knowledge of individual counseling techniques.     General knowledge, or the ability to rapidly acquire such knowledge, of the organizational procedures and activities of the specific campus to which the position is assigned.     Working knowledge of student services programs outside the program to which immediately assigned.     Ability to analyze complex situations accurately and adopt effective courses of action; advise students individually and in groups on complex student-related matters.     Determine appropriate courses of action and proper techniques to utilize while engaged with individuals in personal interactions of an argumentative or sensitive nature.     Interpret and evaluate descriptions and explanations of problems brought forward by individuals or student organizations, analyze and define the problem, draw valid conclusions and project consequences of various alternative courses of action.     Carry out a variety of professionally complex assignments without detailed instructions; and establish and maintain cooperative working relationships with a variety of individuals.       Required Qualifications      General knowledge of the principles, practices and trends of the Student Services field.   General knowledge of individual counseling techniques.   Ability to analyze complex situations accurately and adopt effective courses of action.   Advise students on complex student-related matters and determine appropriate courses of action.   Carry out a variety of professionally complex assignments without detailed instructions.   Knowledge of various types of disabilities including physical and mental health disabilities, learning disabilities, and developmental disabilities including Autism.   An understanding of the financial aid process, general student requirements for meeting academic progress standards, and general knowledge of typical graduation/ general education requirements.   Knowledge of legally mandated services to students with disabilities under the Americans with Disabilities Act and Section 504 of the Rehabilitation Act.   Knowledge of laws and ethics related to counseling.   Experience providing services to students in a higher education environment, including case management in an academic coaching, counseling, advisor or related role.   Competent in working with students in distress, including students with significant mental health challenges and knowledge of related protocols for student and campus safety.   Strong ability to communicate effectively with diverse students, faculty, staff and community members.   Proactive problem solving skills.   General competence with software packages such as Microsoft Office Suite and academic support software packages.   Experience with counseling theory and practice, intake interview techniques, and group facilitation skills.      Preferred Skills and Knowledge      A Master’s degree in Counseling, Educational Psychology, Psychology, Social Work, Special Education or related field.   Experience working with students with disabilities in a higher education setting is strongly preferred.   Experience working with students with disabilities, low-socioeconomic status, or first generation college students.   Previous experience with TRIO programs.   Specific knowledge of Cal State East Bay requirements for General Education, graduation and financial aid.   Experience with Blumen Software, PeopleSoft, Accommodate, and/or Bay Advisor.       Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The person holding this position is considered a 'mandated reporter' under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 Revised July 21, 2017 as a condition of employment.   Advertised: Jan 19 2024 Pacific Standard Time  Applications close: May 19 2024 Pacific Daylight Time  Closing Date/Time:
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         Salary and Benefits    Salary Range: $5,025.00 per month to $7,159.00 per month.  PLEASE NOTE:  The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $5,276.00 per month to $6,000.00 per month.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 14 paid holidays, one personal holiday and tuition fee waiver.  For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.    This position  may  be eligible to participate in the Cal State East Bay hybrid telecommute program subject to management approval.      Classification      Student Services Professional III, Exempt     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position      This is a temporary, full-time, grant funded position through December 31, 2024, with the possibility of re-appointment for a maximum of three years from the date of hire.     Project IMPACT, a Student Support Services (SSS) Program, is funded through the TRIO division of the United States Department of Education. The SSS program is a five-year grant (2020-2025). This position opening is available through December 31, 2024, with the possibility of reappointment for a maximum of three years from the date of hire. Project IMPACT provides undergraduate students with disabilities non-mandated support services, including academic advising, career planning, subject specific tutoring, support with the financial aid process, support with the graduate school application process, academic wellness counseling, assistive technology training, academic skills development, and personal finance skill development. The intent of this program is to provide services to increase retention, student GPAs and graduation rates of students with disabilities. Project IMPACT provides these enhanced academic support services to 100+ students with disabilities.    The primary purpose of this position is to provide academic advising and academic wellness counseling to participating students. The Academic Success & Wellness Counselor supports students in completing their post-secondary education by providing targeted advice related to class selection, the development of educational plans and monitors the academic progress of students in the program. Furthermore, the Academic Success & Wellness Counselor provides academic wellness counseling to support students in the development of non-cognitive skills including academic & realistic self-appraisal, growth mindset, locus of control, positive self-concept, motivation and long-term goal setting. This position will function as a team member of Project IMPACT and will assist the Project IMPACT Program Coordinator with carrying out the requirements of the grant.    Responsibilities     Direct Services to Students    Academic Advising:     Provide academic advising to participants including support with course selection each term and the development of long-term educational plans.   Provide academic advising related to withdrawals, plans for recovering from academic probation and avoiding academic disqualification.   Offer advice that takes into consideration students’ financial aid status, participation with the Department of Rehabilitation, personal learning preferences, learning strengths and challenges, and disability management strategies as it relates to course load and course selection.   Monitor students’ grades and academic progress towards graduation. Monitor barriers to students’ ability to enroll or continue to make academic progress (academic holds, financial holds, etc.).   Attend regular university-wide meetings that support the function of academic advising.   Develop a close working relationship with the General Education Office and Academic Advising and Career Education (AACE) Office. Collaborate with the Department of Rehabilitation if a student is a client.    Provide support to students with graduate school applications.      Academic Wellness Counseling:      Provide general educational and emotional support to students as it relates to their academic experience. While academic wellness counseling is not therapy, the Academic Success and Wellness Counselor supports students with academic & realistic self-appraisal, growth mindset, locus of control, positive self-concept, anxiety, managing interpersonal conflicts, developing a support network, developing plans of self-support, motivation and long term goal setting.    Conduct workshops for students on the above mentioned topics.   Conduct trainings for part-time staff on the above mentioned topics and help facilitate a culture of growth mindset. Participate in the development of a nurturing team-focused culture.   Inform Accessibility Services Director immediately of participants at risk to harm self or others.     Individual Support Plan Development:     In collaboration with the Program Coordinator, support students in developing Individual Support Plans which serve as a guide for how students should engage with the various services offered by the program, given their unique needs.   Identify students at risk for not persisting, including using CSUEB’s early alert system in Bay Adviser. Help students revise their support plans accordingly.   Coordinate with other departments and agencies as needed to support students in finding and making use of additional resources.     Financial Aid Advising:     Support students in completing all necessary applications for Financial Aid, including the FAFSA, the Cal State East Bay financial aid verification process and scholarship applications.   Support students with completing financial aid appeals as needed.   Develop a strong working relationship with the Financial Aid Office personnel to maintain understanding of the financial aid process, student requirements for meeting academic progress standards, and required student-submitted financial aid documentation.     Record Keeping and Reporting:     The Academic Success and Wellness Counselor is expected to keep accurate and timely case notes and maintain accurate student information in program software including Blumen and Accommodate.      Support with Maintenance of Program      Collaborate with other campus departments including Accessibility Services, various academic departments, the General Education Office, Academic Advising and Career Education, Housing and Financial Aid to educate the campus community about Project IMPACT.   With the Program Coordinator, recruit, interview and select new students to join the program each summer. Attend outreach events for student recruitment as needed.   Support other program staff with the coordination of the tutoring service and provide subject-specific tutoring if needed.   Support the work of the Program Coordinator in meeting all programmatic objectives as outlined in the grant. Carry out the requirements of the grant and assist the Program Coordinator in monitoring compliance with state and federal regulations, maintaining accurate student records and other administrative tasks as needed.   Attend TRIO trainings as needed to remain aware of best practices for TRIO service delivery.      Other Duties as Assigned     Minimum Qualifications     Education:      Equivalent to graduation from a four-year college or university in a related field, including or supplemented by upper division or graduate course work in counseling techniques, interviewing, and conflict resolution where such are job-related.      Experience:       Possession of these knowledge and abilities is typically demonstrated through the equivalent of three years of progressively responsible professional student services work experience.     One year in the program area to which assigned may be preferred but is not required.     A Master’s degree in Counseling, Clinical Psychology, Social Work, or a directly related field may be substituted for one year of experience.     A Doctorate degree and the appropriate internship or clinical training in counseling or guidance may be substituted for the three years of experience for positions with a major responsibility for professional career or personal counseling.       Knowledge and Abilities:       The following knowledge and abilities as well as those listed at the lower levels in the Student Services Professional series are required for appointment into this classification.     Thorough knowledge of the principles of individual and group behavior.     General knowledge of the principles, practices and trends of the Student Services field as well as general knowledge of the policies, procedures and practices of the program area to which assigned.     General knowledge of individual counseling techniques.     General knowledge, or the ability to rapidly acquire such knowledge, of the organizational procedures and activities of the specific campus to which the position is assigned.     Working knowledge of student services programs outside the program to which immediately assigned.     Ability to analyze complex situations accurately and adopt effective courses of action; advise students individually and in groups on complex student-related matters.     Determine appropriate courses of action and proper techniques to utilize while engaged with individuals in personal interactions of an argumentative or sensitive nature.     Interpret and evaluate descriptions and explanations of problems brought forward by individuals or student organizations, analyze and define the problem, draw valid conclusions and project consequences of various alternative courses of action.     Carry out a variety of professionally complex assignments without detailed instructions; and establish and maintain cooperative working relationships with a variety of individuals.       Required Qualifications      General knowledge of the principles, practices and trends of the Student Services field.   General knowledge of individual counseling techniques.   Ability to analyze complex situations accurately and adopt effective courses of action.   Advise students on complex student-related matters and determine appropriate courses of action.   Carry out a variety of professionally complex assignments without detailed instructions.   Knowledge of various types of disabilities including physical and mental health disabilities, learning disabilities, and developmental disabilities including Autism.   An understanding of the financial aid process, general student requirements for meeting academic progress standards, and general knowledge of typical graduation/ general education requirements.   Knowledge of legally mandated services to students with disabilities under the Americans with Disabilities Act and Section 504 of the Rehabilitation Act.   Knowledge of laws and ethics related to counseling.   Experience providing services to students in a higher education environment, including case management in an academic coaching, counseling, advisor or related role.   Competent in working with students in distress, including students with significant mental health challenges and knowledge of related protocols for student and campus safety.   Strong ability to communicate effectively with diverse students, faculty, staff and community members.   Proactive problem solving skills.   General competence with software packages such as Microsoft Office Suite and academic support software packages.   Experience with counseling theory and practice, intake interview techniques, and group facilitation skills.      Preferred Skills and Knowledge      A Master’s degree in Counseling, Educational Psychology, Psychology, Social Work, Special Education or related field.   Experience working with students with disabilities in a higher education setting is strongly preferred.   Experience working with students with disabilities, low-socioeconomic status, or first generation college students.   Previous experience with TRIO programs.   Specific knowledge of Cal State East Bay requirements for General Education, graduation and financial aid.   Experience with Blumen Software, PeopleSoft, Accommodate, and/or Bay Advisor.       Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The person holding this position is considered a 'mandated reporter' under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 Revised July 21, 2017 as a condition of employment.   Advertised: Jan 19 2024 Pacific Standard Time  Applications close: May 19 2024 Pacific Daylight Time  Closing Date/Time:
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             Salary and Benefits      PLEASE NOTE:  The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $4,170.00 per month to $4,500.00 per month.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 14 paid holidays, one personal holiday and tuition fee waiver.  For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.    This position  may  be eligible to participate in the Cal State East Bay hybrid telecommute program subject to management approval.      Classification      Administrative Analyst/Specialist - Exempt I     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    Under the general direction of the Office of Research and Sponsored Programs' (ORSP) Director of Grant Administration, the Sponsored Programs Specialist is responsible for supporting proposal development and grant award management including compliance that nurtures institutional systems to expand the University's capacity to attract external funding for the advancement of its mission and strategic commitments.   Additionally, this position will partner with University Advancement personnel and other internal stakeholders to identify opportunities and contribute to developing non-governmental/private foundation grant proposals, support adapting narratives for gift seeking, and other forms of philanthropic engagement to enhance Research, Scholarship and Creative Activities (RSCA), student training, and outreach projects.   As part of the ORSP team that interfaces with the Advancement team, the Sponsored Programs Specialist assists the AVP of ORSP and Principal Investigators (PIs) with identifying grant opportunities that align with internal resources, expertise, and priorities. The role also assists faculty with the timely submission of proposals to external entities including non-governmental/private foundations and responds to queries from all sponsors including private sponsors by collaborating with the University Advancement team.    Responsibilities     Pre-award Functions:      Review and provide clarification on funder’s guidelines to the PIs. This also includes attending occasional webinars and other information sessions organized by the funders.   For non-governmental/private foundation grants, assess whether a given opportunity is a gift or a grant by using the internal checklist in collaboration with the ORSP team and determine whether ORSP or Advancement is the primary campus unit to handle the pre- and post-award duties.   Assist PIs with the development of budget, budget narratives, and other components that are the responsibility of the ORSP for all assigned grants.   Serve as a liaison between ORSP and University Advancement to help the university leverage private donors or foundation opportunities to enhance Research, Scholarship, and Creative Activities (RSCA) through extramural grant seeking.    Collaborate with assigned University Advancement personnel to prepare responses to private and foundation opportunities, contribute to development and submission of required paperwork, grant proposals, narratives for gift seeking, and other forms of philanthropic engagement to enhance RSCA, student training, and outreach.      Post-award Functions:      Award Transition    Help Transition Awards from Pre- to Post.   Maintains compliance, carries out pre- to post-award transitions in collaboration with ORSP colleagues.       Award Administration    Administer assigned new grant awards and the initial set-up and launch of funded projects.       Using judgment and discretion that is reflective of one with professional grant administration knowledge, complete all documentation and requirements to transition funded proposals into awards, which may include (among other tasks): budget revisions, contract negotiation, subaward agreement setup, interface with IRB/IACUC/Biohazard committees and/or other campus units, database updates, and chartfield set up.   Provide guidance to and facilitate transactions for investigators for: hiring staff and students, paying faculty, ordering supplies and/or equipment, processing reimbursements related to travel or miscellaneous expenses, and ensuring that initial fiscal, human resource and procurement transactions follow Federal, State, CSU, and campus policies, as well as sponsor guidelines and award terms and conditions.   Participate in the coordination of all other post-award activities for ORSP, including but not limited to: award spend-down and projections, maintenance of ORSP master list of current grants, processing no cost extensions, and close out procedures (both internal and sponsor requirements).   Manage initial and ongoing training for faculty investigators and grant-funded staff.      Compliance:      Ensure day-to-day processing of compliance-related documents and requirements are completed for pre- and post-award operations.   In cooperation with the pre and post award teams, verify that compliance-related regulatory requirements are met with regard to cost-share, effort reporting and sub recipient monitoring.   Maintain tracking of compliance-related documentation to determine due dates and fulfillment of semi-annual reporting and certification requirements.   Remain informed about changes to laws and policies governing research and sponsored program administration and work with other ORSP staff to ensure that Cal State East Bay policies and procedures are followed.   Serve as a resource or mentor for PIs, project staff, and staff within ORSP for grant administrative and compliance issues and serve as a key contact for post-award grant administration questions and inquiries.   Help generate shared understanding in the campus community about issues pertaining to adherence with the complexities of post-award administrative requirements, via workshops and resources posted on the ORSP website.      Minimum Qualifications      A Bachelor's degree and/or equivalent training and administrative work experience involving study, analysis, and/or evaluation leading to the development or improvement of administrative policies, procedures, practices, or programs.   Requires general knowledge and skills in the applicable administrative and/or program field with a foundational knowledge of public administration principles, practices, and methods.      Required Qualifications      Some knowledge and understanding of pre- and post-award requirements, government operations, and principles applicable to contracts and grants, including the Cal State East Bay Foundation or similar auxiliary, CSU requirements, and processes.   Excellent verbal and written communication skills.   Highly developed critical thinking and analytical skills.   Excellent interpersonal skills to develop and maintain cooperative and productive working relationships.   Comfortable with the extensive use of a variety of technologies including, but not limited to: Microsoft Office suite, Excel, Google, and other applicable software packages. Familiarity with commonly utilized grants office software preferred.   Anticipate, plan and organize the work of teams collaborating on grant proposals and to foresee any issues.   Prioritize tasks, work independently, maintain confidentiality, and take the initiative to improve upon current operations, including written procedures, processes, forms, and web page presence.   Ability to represent the university and partnership well in internal and external interactions.   Must be detail-oriented and can proof written materials that will be distributed among campus constituencies.   Work in a fast-paced environment and handle multiple deadlines and tasks with diplomacy.   Ability to solve problems without direct guidance or direction.   Develop and analyze complex multi-year proposals, including all parts.   Ability to supervise individuals.   Knowledge/ability to apply OMB circulars, Federal Regulations, e.g. 2-CFR-200, CSU Executive Orders, Foundation policies/procedures, and other relevant regulations.       Preferred Skills and Knowledge      Experience and knowledge of higher education, development practices, and the development of grant budgets.   At least one or more years of experience in grants/contracts development or in accounting or payroll at a university or other similar non-profit organization.   At least one year of experience with proposal development and writing or similar, and some knowledge with the public and private grant-making agencies and organizations.      Physical Requirements:      Must be able to lift 10 lbs.   Must be able to sit for extended periods of time.   Visual acuity associated with concentrated computer use.      Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The incumbent in this position may be considered a mandated reporter under the California Child Abuse and Neglect Reporting Act and will be required to comply with requirements set forth in the CSU Executive Order 1083 as a condition of employment.  Advertised: Feb 23 2024 Pacific Standard Time  Applications close: May 24 2024 Pacific Daylight Time  Closing Date/Time:
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         Salary and Benefits      PLEASE NOTE:  The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $4,170.00 per month to $4,500.00 per month.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 14 paid holidays, one personal holiday and tuition fee waiver.  For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.    This position  may  be eligible to participate in the Cal State East Bay hybrid telecommute program subject to management approval.      Classification      Administrative Analyst/Specialist - Exempt I     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    Under the general direction of the Office of Research and Sponsored Programs' (ORSP) Director of Grant Administration, the Sponsored Programs Specialist is responsible for supporting proposal development and grant award management including compliance that nurtures institutional systems to expand the University's capacity to attract external funding for the advancement of its mission and strategic commitments.   Additionally, this position will partner with University Advancement personnel and other internal stakeholders to identify opportunities and contribute to developing non-governmental/private foundation grant proposals, support adapting narratives for gift seeking, and other forms of philanthropic engagement to enhance Research, Scholarship and Creative Activities (RSCA), student training, and outreach projects.   As part of the ORSP team that interfaces with the Advancement team, the Sponsored Programs Specialist assists the AVP of ORSP and Principal Investigators (PIs) with identifying grant opportunities that align with internal resources, expertise, and priorities. The role also assists faculty with the timely submission of proposals to external entities including non-governmental/private foundations and responds to queries from all sponsors including private sponsors by collaborating with the University Advancement team.    Responsibilities     Pre-award Functions:      Review and provide clarification on funder’s guidelines to the PIs. This also includes attending occasional webinars and other information sessions organized by the funders.   For non-governmental/private foundation grants, assess whether a given opportunity is a gift or a grant by using the internal checklist in collaboration with the ORSP team and determine whether ORSP or Advancement is the primary campus unit to handle the pre- and post-award duties.   Assist PIs with the development of budget, budget narratives, and other components that are the responsibility of the ORSP for all assigned grants.   Serve as a liaison between ORSP and University Advancement to help the university leverage private donors or foundation opportunities to enhance Research, Scholarship, and Creative Activities (RSCA) through extramural grant seeking.    Collaborate with assigned University Advancement personnel to prepare responses to private and foundation opportunities, contribute to development and submission of required paperwork, grant proposals, narratives for gift seeking, and other forms of philanthropic engagement to enhance RSCA, student training, and outreach.      Post-award Functions:      Award Transition    Help Transition Awards from Pre- to Post.   Maintains compliance, carries out pre- to post-award transitions in collaboration with ORSP colleagues.       Award Administration    Administer assigned new grant awards and the initial set-up and launch of funded projects.       Using judgment and discretion that is reflective of one with professional grant administration knowledge, complete all documentation and requirements to transition funded proposals into awards, which may include (among other tasks): budget revisions, contract negotiation, subaward agreement setup, interface with IRB/IACUC/Biohazard committees and/or other campus units, database updates, and chartfield set up.   Provide guidance to and facilitate transactions for investigators for: hiring staff and students, paying faculty, ordering supplies and/or equipment, processing reimbursements related to travel or miscellaneous expenses, and ensuring that initial fiscal, human resource and procurement transactions follow Federal, State, CSU, and campus policies, as well as sponsor guidelines and award terms and conditions.   Participate in the coordination of all other post-award activities for ORSP, including but not limited to: award spend-down and projections, maintenance of ORSP master list of current grants, processing no cost extensions, and close out procedures (both internal and sponsor requirements).   Manage initial and ongoing training for faculty investigators and grant-funded staff.      Compliance:      Ensure day-to-day processing of compliance-related documents and requirements are completed for pre- and post-award operations.   In cooperation with the pre and post award teams, verify that compliance-related regulatory requirements are met with regard to cost-share, effort reporting and sub recipient monitoring.   Maintain tracking of compliance-related documentation to determine due dates and fulfillment of semi-annual reporting and certification requirements.   Remain informed about changes to laws and policies governing research and sponsored program administration and work with other ORSP staff to ensure that Cal State East Bay policies and procedures are followed.   Serve as a resource or mentor for PIs, project staff, and staff within ORSP for grant administrative and compliance issues and serve as a key contact for post-award grant administration questions and inquiries.   Help generate shared understanding in the campus community about issues pertaining to adherence with the complexities of post-award administrative requirements, via workshops and resources posted on the ORSP website.      Minimum Qualifications      A Bachelor's degree and/or equivalent training and administrative work experience involving study, analysis, and/or evaluation leading to the development or improvement of administrative policies, procedures, practices, or programs.   Requires general knowledge and skills in the applicable administrative and/or program field with a foundational knowledge of public administration principles, practices, and methods.      Required Qualifications      Some knowledge and understanding of pre- and post-award requirements, government operations, and principles applicable to contracts and grants, including the Cal State East Bay Foundation or similar auxiliary, CSU requirements, and processes.   Excellent verbal and written communication skills.   Highly developed critical thinking and analytical skills.   Excellent interpersonal skills to develop and maintain cooperative and productive working relationships.   Comfortable with the extensive use of a variety of technologies including, but not limited to: Microsoft Office suite, Excel, Google, and other applicable software packages. Familiarity with commonly utilized grants office software preferred.   Anticipate, plan and organize the work of teams collaborating on grant proposals and to foresee any issues.   Prioritize tasks, work independently, maintain confidentiality, and take the initiative to improve upon current operations, including written procedures, processes, forms, and web page presence.   Ability to represent the university and partnership well in internal and external interactions.   Must be detail-oriented and can proof written materials that will be distributed among campus constituencies.   Work in a fast-paced environment and handle multiple deadlines and tasks with diplomacy.   Ability to solve problems without direct guidance or direction.   Develop and analyze complex multi-year proposals, including all parts.   Ability to supervise individuals.   Knowledge/ability to apply OMB circulars, Federal Regulations, e.g. 2-CFR-200, CSU Executive Orders, Foundation policies/procedures, and other relevant regulations.       Preferred Skills and Knowledge      Experience and knowledge of higher education, development practices, and the development of grant budgets.   At least one or more years of experience in grants/contracts development or in accounting or payroll at a university or other similar non-profit organization.   At least one year of experience with proposal development and writing or similar, and some knowledge with the public and private grant-making agencies and organizations.      Physical Requirements:      Must be able to lift 10 lbs.   Must be able to sit for extended periods of time.   Visual acuity associated with concentrated computer use.      Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The incumbent in this position may be considered a mandated reporter under the California Child Abuse and Neglect Reporting Act and will be required to comply with requirements set forth in the CSU Executive Order 1083 as a condition of employment.  Advertised: Feb 23 2024 Pacific Standard Time  Applications close: May 24 2024 Pacific Daylight Time  Closing Date/Time:
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             Salary and Benefits      PLEASE NOTE:  The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $5,000.00 per month to $7,000.00 per month.    Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 14 paid holidays, one personal holiday and tuition fee waiver. For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.    This position  may  be eligible to participate in the Cal State East Bay hybrid telecommute program subject to management approval.      Classification      Associate, Academic and Institutional Studies II     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    The Administrative Lead of K-16 East Bay Collaborative is a leadership position for a $4,000,000 grant from January 2024 to June 30, 2026 with no renewal. The state-funded grant is a collaboration established over 18 months between the Dean of the College of Education and Allied Studies (the Co-PI) and the following partners: San Francisco State, San Jose State, UC Berkeley, Chabot-Las Positas Community College District, Chabot College, Las Positas College, Contra Costa Community College District, San Leandro USD, Oakland USD, and several faculty and administrators on the Cal State East Bay campus. The Administrative Lead will have same level peers at San Francisco State, San Jose State, and UC Berkeley, while they will submit reports to the fiscal agent’s Executive Director at Chabot-Las Positas Community College District. The primary duties of the Administrative Lead will be to: build relationships region-wide and campus-wide; directly lead the work direction of administrative personnel at Cal State East Bay; serve as a lead with administrators across districts; serve as the accountability lead for all grant-funded programs; lead data collection and reporting throughout the east bay region; serve as the primary fiscal and administrative lead for the grant; and seek grants to sustain and extend the mission of the grant.     This is a full-time, grant funded, temporary position through June 30, 2025 with the possibility of re-appointment.      Responsibilities     Leadership and Management of the K-16 Collaborative Grant:      Develop strong knowledge of Cal State East Bay/CSU fiscal, ORSP, personnel, and procurement policies and procedures.   Serve as a leader who directly works with K-12 district administrators and community college administrators to maintain and/or build relationships with them.   Lead work direction of a part-time administrative staff member who is responsible for the logistics of the K-16 collaborative grant: i.e., working with ORSP directly, billing organizations, collecting information from the multiple programs as required, coordinating meetings, and working directly with the backbone organization.   Lead the faculty and staff leads of multiple grant-funded projects (K-16 Collaborative grant) throughout the east bay who are housed at K-12 districts, community colleges, local organizations, and at Cal State East Bay.   Hold regular meetings with faculty and staff leads of K-16 Collaborative grant-funded projects to ensure that they are completing the required tasks on time and ensuring that deliverables are achieved as outlined in the grant.   Ensure that data is being collected.   Meet regularly with the K-16 Collaborative grant Executive Director.   Meet regularly with the Dean/Co-PI of the K-16 Collaborative sub-regional grant.   Meet with leaders of community organizations in support of the K-16 Collaborative grant.   Complete all reports on time.      Program and Mission Sustainability:      Develop relationships with Cal State East Bay faculty talent in the college and throughout campus to consider them as participants or Principal Investigators for future grants aimed at program and mission sustainability.   Receive and evaluate potential grant opportunities that support program and mission sustainability.   Set up a team to write and run the grant.   Develop relationships with K-12 district and community college administrators in Contra Costa County and Alameda County to determine their district needs in relation to potential grant opportunities that will sustain the mission of the grant.      Minimum Qualifications     Education:      Equivalent to graduation from a four-year college or university.      Experience:      Four years of progressively responsible administrative, technical, or professional analytical experience which demonstrates ability to conduct substantive surveys and studies of problems and issues in assigned areas.     OR     The rank of Associate Professor or higher in a four-year college or university and demonstrated experience in research or special study work may be substituted for the four years of experience.      Knowledges and Abilities:      General knowledge of administrative survey principles and techniques and skill in their application.   General knowledge of principles of organization and management.   Thorough knowledge of the subject area of the assignment.   Working knowledge of statistical methods.   Ability to relate the overall objectives and policies of the Trustees, the Office of the Chancellor and the administration and faculties of the campus to analytical and research studies.   Ability to see the interrelationships within and among the various educational, administrative and fiscal programs on the campuses.   Sensitivity to the special needs of various campuses because of different size, location, characteristics and circumstances.   Ability to approach problems objectively.   Ability to present findings and recommendations clearly and diplomatically and to reconcile, to the extent possible, various divergent points of view.   Ability to utilize complex statistical and other types of research methods.   Ability to draw conclusions and develop recommendations, to prepare written reports, and to develop and level contacts including the leading of meetings and negotiations.      Preferred Qualifications      A demonstrated history of leading groups composed of members who represent disparate points of view, politics, and geographical regions.   A demonstrated history of excellent and humanizing staff and personnel management.   A demonstrated history of successfully motivating groups to complete major tasks, on-time.   A demonstrated history of managing federal and/or state grants of at least $1,000,000, or a history of managing an organization with a large budget.   A capacity to quickly learn a large volume of disparate information such as policies and practices.   Independence and the ability to problem-solve with minimal direct supervision.   A demonstrated commitment to supporting historically marginalized communities, or ethnically minoritized communities through advocacy, community organizing, or through the development of new organizational structures.   A graduate degree or a certificate demonstrating advanced professional leadership training.      Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.  Advertised: Mar 27 2024 Pacific Daylight Time  Applications close: Jul 27 2024 Pacific Daylight Time  Closing Date/Time:
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         Salary and Benefits      PLEASE NOTE:  The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $5,000.00 per month to $7,000.00 per month.    Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 14 paid holidays, one personal holiday and tuition fee waiver. For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.    This position  may  be eligible to participate in the Cal State East Bay hybrid telecommute program subject to management approval.      Classification      Associate, Academic and Institutional Studies II     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    The Administrative Lead of K-16 East Bay Collaborative is a leadership position for a $4,000,000 grant from January 2024 to June 30, 2026 with no renewal. The state-funded grant is a collaboration established over 18 months between the Dean of the College of Education and Allied Studies (the Co-PI) and the following partners: San Francisco State, San Jose State, UC Berkeley, Chabot-Las Positas Community College District, Chabot College, Las Positas College, Contra Costa Community College District, San Leandro USD, Oakland USD, and several faculty and administrators on the Cal State East Bay campus. The Administrative Lead will have same level peers at San Francisco State, San Jose State, and UC Berkeley, while they will submit reports to the fiscal agent’s Executive Director at Chabot-Las Positas Community College District. The primary duties of the Administrative Lead will be to: build relationships region-wide and campus-wide; directly lead the work direction of administrative personnel at Cal State East Bay; serve as a lead with administrators across districts; serve as the accountability lead for all grant-funded programs; lead data collection and reporting throughout the east bay region; serve as the primary fiscal and administrative lead for the grant; and seek grants to sustain and extend the mission of the grant.     This is a full-time, grant funded, temporary position through June 30, 2025 with the possibility of re-appointment.      Responsibilities     Leadership and Management of the K-16 Collaborative Grant:      Develop strong knowledge of Cal State East Bay/CSU fiscal, ORSP, personnel, and procurement policies and procedures.   Serve as a leader who directly works with K-12 district administrators and community college administrators to maintain and/or build relationships with them.   Lead work direction of a part-time administrative staff member who is responsible for the logistics of the K-16 collaborative grant: i.e., working with ORSP directly, billing organizations, collecting information from the multiple programs as required, coordinating meetings, and working directly with the backbone organization.   Lead the faculty and staff leads of multiple grant-funded projects (K-16 Collaborative grant) throughout the east bay who are housed at K-12 districts, community colleges, local organizations, and at Cal State East Bay.   Hold regular meetings with faculty and staff leads of K-16 Collaborative grant-funded projects to ensure that they are completing the required tasks on time and ensuring that deliverables are achieved as outlined in the grant.   Ensure that data is being collected.   Meet regularly with the K-16 Collaborative grant Executive Director.   Meet regularly with the Dean/Co-PI of the K-16 Collaborative sub-regional grant.   Meet with leaders of community organizations in support of the K-16 Collaborative grant.   Complete all reports on time.      Program and Mission Sustainability:      Develop relationships with Cal State East Bay faculty talent in the college and throughout campus to consider them as participants or Principal Investigators for future grants aimed at program and mission sustainability.   Receive and evaluate potential grant opportunities that support program and mission sustainability.   Set up a team to write and run the grant.   Develop relationships with K-12 district and community college administrators in Contra Costa County and Alameda County to determine their district needs in relation to potential grant opportunities that will sustain the mission of the grant.      Minimum Qualifications     Education:      Equivalent to graduation from a four-year college or university.      Experience:      Four years of progressively responsible administrative, technical, or professional analytical experience which demonstrates ability to conduct substantive surveys and studies of problems and issues in assigned areas.     OR     The rank of Associate Professor or higher in a four-year college or university and demonstrated experience in research or special study work may be substituted for the four years of experience.      Knowledges and Abilities:      General knowledge of administrative survey principles and techniques and skill in their application.   General knowledge of principles of organization and management.   Thorough knowledge of the subject area of the assignment.   Working knowledge of statistical methods.   Ability to relate the overall objectives and policies of the Trustees, the Office of the Chancellor and the administration and faculties of the campus to analytical and research studies.   Ability to see the interrelationships within and among the various educational, administrative and fiscal programs on the campuses.   Sensitivity to the special needs of various campuses because of different size, location, characteristics and circumstances.   Ability to approach problems objectively.   Ability to present findings and recommendations clearly and diplomatically and to reconcile, to the extent possible, various divergent points of view.   Ability to utilize complex statistical and other types of research methods.   Ability to draw conclusions and develop recommendations, to prepare written reports, and to develop and level contacts including the leading of meetings and negotiations.      Preferred Qualifications      A demonstrated history of leading groups composed of members who represent disparate points of view, politics, and geographical regions.   A demonstrated history of excellent and humanizing staff and personnel management.   A demonstrated history of successfully motivating groups to complete major tasks, on-time.   A demonstrated history of managing federal and/or state grants of at least $1,000,000, or a history of managing an organization with a large budget.   A capacity to quickly learn a large volume of disparate information such as policies and practices.   Independence and the ability to problem-solve with minimal direct supervision.   A demonstrated commitment to supporting historically marginalized communities, or ethnically minoritized communities through advocacy, community organizing, or through the development of new organizational structures.   A graduate degree or a certificate demonstrating advanced professional leadership training.      Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.  Advertised: Mar 27 2024 Pacific Daylight Time  Applications close: Jul 27 2024 Pacific Daylight Time  Closing Date/Time:
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             Salary and Benefits      PLEASE NOTE:   The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $4,000.00 per month to $4,300.00 per month.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 14 paid holidays, one personal holiday and tuition fee waiver.  For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.    This position  may  be eligible to participate in the Cal State East Bay hybrid telecommute program subject to management approval.      Classification      Accounting Technician II     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    This position is under the supervision of the General Accounting Manager and is primarily in the Accounting & Fiscal Services. However, duties may also include other areas within Fiscal Services such as Accounts Payable, Auxiliary Organizations, or other finance areas. The General Accounting unit collects and organizes University-wide accounting transaction data to provide managerial and operational information to the University administration, the Chancellor’s Office, and the State Controller’s Office. This position supports this function.   The Finance area consists of General Accounting, Accounts Payable, Student Financial & Cashier Services, Bay Card/University Club Services, Accounts Receivable, and Procurement & Support Services. These departments report to three managers, the University Controller, Student Financial Services & Cashiers Director, and the Director of Procurement Services. These managers’ report to the Associate Vice President of Financial Services. The incumbent will be an Accounting Technician II within the University Accounting unit.    Responsibilities     Process Financial Transactions      Post information to journals, registers, and ledgers; analyze and assemble and compile data used in the generation of financial reports and/or analysis:    Prepare routine, recurring and adjusting journal entries; assign account coded   Process routine department requests, such as expenditure transfers   Verify delegation of authority before processing transactions   Verify and approve Accounts Payable vendor setup or enter vendors, but not both       Make mathematical calculations; prepare documents for processing; compile, verify, reconcile, analyze, and summarize information; enter data; review computer generated reports and make necessary corrections   Create and maintain spreadsheets, including entering, revising, sorting, calculating and creating tables; modify, run and export queries   Balance and reconcile assigned accounts:    Prepare routine general ledger account reconciliations, maintaining supporting documentation and schedules   Maintain supporting schedules needed for financial reporting and other required reporting using systems such as Excel, PeopleSoft queries and Data Warehouse          Financial reporting and maintenance of records      Compile, verify, reconcile, analyze, and summarize information required for accounting entries and other reporting needs such as, financial aid and to answer inquiries   Run routine reports, public queries and report results   Monitor funds for inactivity, negative cash balances and other abnormal account balance   Scan, verify scans and file documents   Maintain records      Compliance      Understand and interpret university policies and regulations for faculty, staff and the general public   Communicate established university policies and procedures to faculty, staff and the general public, obtaining clarification from others when more extensive interpretation is required; review data for accuracy and completeness and make correcting entries   Review documents for accuracy, completeness, validity, and adherence to standards   Maintain required documentation for compliance in both electronic and paper format   Notify staff as required by changes in the documentation   Assist with the modification and documentation of established procedures based on precedent and university policies:    Write or update departmental procedures such as the business process guides (BPG)   Review and recommend content updates to web pages   Assist with the maintenance and creation of forms          Other Duties as Assigned      Provide technical assistance with web site applications; and use current computer word processing and spreadsheet software programs, web browsers, query tools, integrated financial systems and/or other types of records management systems   Use initiative and judgment in analyzing information and determining a course of action within the specifications of standard practice and established guidelines. Work is usually performed without direct verification or check   Participate in the testing of financial software for upgrades and implementations as related to the position including such activities as testing transaction/data entry and data output   Assist Accountant I and higher with projects or other tasks as directed   Perform routine clerical functions as needed, such as sorting mail, data entry, greeting customers, answering phones and providing assistance, filing and using standard office equipment      Minimum Qualifications     Education:      Any equivalent combination of education and experience which provides the required knowledge and abilities      Experience:      Equivalent to three years (3) of progressively responsible financial record-keeping experience which has provided the above knowledge and abilities      Knowledge:      Thorough knowledge of financial record-keeping, mathematical and general office methods, procedures, and practices      Abilities:      Apply accounting procedures and practices to the analysis of basic accounting problems   Analyze and interpret accounting data   Apply problem solving techniques in finding solutions to basic accounting problems   Understand and apply applicable rules, regulations, policies, and procedures   Use current computer word processing and spreadsheet software programs, web browsers, query tools, integrated financial systems and/or other types of records management systems, such as student accounting, cashiering and student financial aid   work independently   Make sound decisions and recommendations regarding accounting activities      Preferred Skills and Knowledge      A Bachelor's degree in accounting or related field   Advanced skill level in Excel   Experience with Oracle PeopleSoft Finance Application or finance applications   Experience with general ledger reconciliations      Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The incumbent in this position may be considered a mandated reporter under the California Child Abuse and Neglect Reporting Act and will be required to comply with requirements set forth in the CSU Executive Order 1083 as a condition of employment.  Advertised: Mar 22 2024 Pacific Daylight Time  Applications close: Jul 22 2024 Pacific Daylight Time  Closing Date/Time:
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         Salary and Benefits      PLEASE NOTE:   The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $4,000.00 per month to $4,300.00 per month.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 14 paid holidays, one personal holiday and tuition fee waiver.  For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.    This position  may  be eligible to participate in the Cal State East Bay hybrid telecommute program subject to management approval.      Classification      Accounting Technician II     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    This position is under the supervision of the General Accounting Manager and is primarily in the Accounting & Fiscal Services. However, duties may also include other areas within Fiscal Services such as Accounts Payable, Auxiliary Organizations, or other finance areas. The General Accounting unit collects and organizes University-wide accounting transaction data to provide managerial and operational information to the University administration, the Chancellor’s Office, and the State Controller’s Office. This position supports this function.   The Finance area consists of General Accounting, Accounts Payable, Student Financial & Cashier Services, Bay Card/University Club Services, Accounts Receivable, and Procurement & Support Services. These departments report to three managers, the University Controller, Student Financial Services & Cashiers Director, and the Director of Procurement Services. These managers’ report to the Associate Vice President of Financial Services. The incumbent will be an Accounting Technician II within the University Accounting unit.    Responsibilities     Process Financial Transactions      Post information to journals, registers, and ledgers; analyze and assemble and compile data used in the generation of financial reports and/or analysis:    Prepare routine, recurring and adjusting journal entries; assign account coded   Process routine department requests, such as expenditure transfers   Verify delegation of authority before processing transactions   Verify and approve Accounts Payable vendor setup or enter vendors, but not both       Make mathematical calculations; prepare documents for processing; compile, verify, reconcile, analyze, and summarize information; enter data; review computer generated reports and make necessary corrections   Create and maintain spreadsheets, including entering, revising, sorting, calculating and creating tables; modify, run and export queries   Balance and reconcile assigned accounts:    Prepare routine general ledger account reconciliations, maintaining supporting documentation and schedules   Maintain supporting schedules needed for financial reporting and other required reporting using systems such as Excel, PeopleSoft queries and Data Warehouse          Financial reporting and maintenance of records      Compile, verify, reconcile, analyze, and summarize information required for accounting entries and other reporting needs such as, financial aid and to answer inquiries   Run routine reports, public queries and report results   Monitor funds for inactivity, negative cash balances and other abnormal account balance   Scan, verify scans and file documents   Maintain records      Compliance      Understand and interpret university policies and regulations for faculty, staff and the general public   Communicate established university policies and procedures to faculty, staff and the general public, obtaining clarification from others when more extensive interpretation is required; review data for accuracy and completeness and make correcting entries   Review documents for accuracy, completeness, validity, and adherence to standards   Maintain required documentation for compliance in both electronic and paper format   Notify staff as required by changes in the documentation   Assist with the modification and documentation of established procedures based on precedent and university policies:    Write or update departmental procedures such as the business process guides (BPG)   Review and recommend content updates to web pages   Assist with the maintenance and creation of forms          Other Duties as Assigned      Provide technical assistance with web site applications; and use current computer word processing and spreadsheet software programs, web browsers, query tools, integrated financial systems and/or other types of records management systems   Use initiative and judgment in analyzing information and determining a course of action within the specifications of standard practice and established guidelines. Work is usually performed without direct verification or check   Participate in the testing of financial software for upgrades and implementations as related to the position including such activities as testing transaction/data entry and data output   Assist Accountant I and higher with projects or other tasks as directed   Perform routine clerical functions as needed, such as sorting mail, data entry, greeting customers, answering phones and providing assistance, filing and using standard office equipment      Minimum Qualifications     Education:      Any equivalent combination of education and experience which provides the required knowledge and abilities      Experience:      Equivalent to three years (3) of progressively responsible financial record-keeping experience which has provided the above knowledge and abilities      Knowledge:      Thorough knowledge of financial record-keeping, mathematical and general office methods, procedures, and practices      Abilities:      Apply accounting procedures and practices to the analysis of basic accounting problems   Analyze and interpret accounting data   Apply problem solving techniques in finding solutions to basic accounting problems   Understand and apply applicable rules, regulations, policies, and procedures   Use current computer word processing and spreadsheet software programs, web browsers, query tools, integrated financial systems and/or other types of records management systems, such as student accounting, cashiering and student financial aid   work independently   Make sound decisions and recommendations regarding accounting activities      Preferred Skills and Knowledge      A Bachelor's degree in accounting or related field   Advanced skill level in Excel   Experience with Oracle PeopleSoft Finance Application or finance applications   Experience with general ledger reconciliations      Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The incumbent in this position may be considered a mandated reporter under the California Child Abuse and Neglect Reporting Act and will be required to comply with requirements set forth in the CSU Executive Order 1083 as a condition of employment.  Advertised: Mar 22 2024 Pacific Daylight Time  Applications close: Jul 22 2024 Pacific Daylight Time  Closing Date/Time:
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             FACULTY EMPLOYMENT OPPORTUNITY     DEPARTMENT OF SPEECH, LANGUAGE, AND HEARING SCENCES      FULL-TIME TENURE-TRACK     THE UNIVERSITY: California State University, East Bay (CSUEB), one of the 23 California State Universities, is a comprehensive university serving the San Francisco Bay Area/Silicon Valley. We are proud of our mission to support a richly diverse student body through academically rich and culturally relevant learning experiences. We are designated Hispanic-Serving Institution (HSI) as well as an Asian American & Native American Pacific Islander Serving Institution (AANAPISI), and we have the second highest percentage of Black students in the CSU system. Our student population reflects a variety of abilities and identities. Many are the first in their family to attend college. Our students come from a number of regional community colleges and high schools. The successful candidate will bring with them expertise or an openness to creating a welcoming and supportive environment for all of our students.   We are known for our award-winning programs, expert instruction, its diverse student body, and a choice of more than 100 career-focused fields of study. With an enrollment of approximately 10,000 students and 900 faculty, the University offers bachelor’s degrees in 49 fields, minors in 52 fields, master’s degrees in 34 fields, 16 credentials programs, 18 certificate options, and 1 doctoral degree program. Cal State East Bay has three locations: the main 342 acre campus in the Hayward hills, the Concord Center, and the downtown Oakland Center.   For more information on CSUEB, please visit: http://www20.csueastbay.edu/ or https://www.csueastbay.edu/about/mission-and-strategic-planning/index.html   THE DEPARTMENT: The Department of Speech, Language, and Hearing Sciences is housed on the Hayward campus and will be joining the newly established College of Health in Fall 2024. The Department has a three-pronged mission of teaching, research, and service in speech-language pathology and audiology. The Department currently has approximately 120 undergraduate and 100 graduate majors, four tenured/tenure-track faculty, two full-time clinical faculty (including a clinic director), one half-time speech-language pathologist, as well as lecturers and part-time clinical supervisors. The Norma S. and Ray R. Rees Speech, Language and Hearing Clinic includes eleven observable individual and group therapy rooms, one large group room, an aphasia treatment program (ATP), a conference room, and an audiology test suite. Five labs are currently housed in the department: a fully equipped Speech Science Lab, the Early Social Communication Research Clinic, the Augmentative and Alternative Communication Lab, the Neurocognitive Research on the Rehabilitation of Language (NRRL) Lab , and the Multilingualism Lab. The Department is accredited by ASHA's Council on Academic Accreditation (CAA) in speech-language pathology and is authorized to grant the Speech Language Hearing Services Credential approved by the California Commission on Teacher Credentialing (CTC) and the Council for the Accreditation of Educator Preparation (CAEP).    DUTIES OF THE POSITION: Area of specialization is open but should complement the expertise of current faculty. Preferred candidates will be able to teach one or more academic courses from among the following content areas: linguistic and cultural diversity, speech science, voice, motor speech disorders, cognitive-communicative disorders, school-age language disorders and literacy, speech sound disorders, fluency. In addition to teaching, all faculty are expected to sustain a record of scholarly work, advise majors, assist the department with administrative and/or committee work, and assume campus-wide committee responsibilities. Please note that teaching assignments at California State University, East Bay include courses at the Hayward campus, Concord Center, and Online.    RANK AND SALARY:  Assistant Professor. Salary is dependent upon educational preparation and experience. Subject to budgetary authorization. The salary range for this position is $75,000 to $83,000. The anticipated hiring range is generally at or near the minimum of the appropriate range, commensurate with education and experience.   DATE OF APPOINTMENT: Fall Semester, 2024   QUALIFICATIONS: Ph.D. in Speech, Language, and Hearing Sciences, or a closely related field, is required by effective date of appointment. Possession of CCC-SLP and eligibility for California licensure are strongly preferred. Prior teaching experience in higher education preferred. Interest in sustained research and grant writing is preferred. Candidates should demonstrate experience in teaching, mentoring, research, or community service that has prepared them to contribute to our commitment to diversity and excellence. Additionally, applicants must demonstrate a record of scholarly activity. This University is fully committed to the rights of students, staff and faculty with disabilities in accordance with applicable state and federal laws. For more information about the University’s program supporting the rights of our students with disabilities see: https://www.csueastbay.edu/accessibility/ For more information about accommodations for employees, contact: Iris Gallardo, Human Resources, at 510-885-2335 or iris.gallardo@csueastbay.edu, or Elena Dukhovny, Department Chair, at elena.dukhovny@csueastbay.edu .   APPLICATION DEADLINE: Review of applications will begin on September 15, 2023. The position will be considered open until filled. Please submit a letter of application, which addresses the qualifications noted in the position announcement; a complete and current vita via PageUp (see “Apply Now”).   Applicants are required to also submit a 1-2 page diversity and equity statement that addresses how they would successfully engage our diverse student population in their teaching, research, mentoring, and advising. See Diversity and Equity Statement Instructions: https://www.csueastbay.edu/diversity/writing-a-diversity-statement.pdf   Note: California State University, East Bay hires only individuals lawfully authorized to work in the United States. All offers of employment are contingent upon presentation of documents demonstrating the appointee’s identity and eligibility to work in accordance with provisions of the Immigration Reform and Control Act. A background check (including a criminal records check and prior employment verification) must be completed and cleared prior to the start of employment.    As an Equal Opportunity Employer, CSUEB does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran’s status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.   Advertised: Jul 28 2023 Pacific Daylight Time  Applications close:  Closing Date/Time:
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         FACULTY EMPLOYMENT OPPORTUNITY     DEPARTMENT OF SPEECH, LANGUAGE, AND HEARING SCENCES      FULL-TIME TENURE-TRACK     THE UNIVERSITY: California State University, East Bay (CSUEB), one of the 23 California State Universities, is a comprehensive university serving the San Francisco Bay Area/Silicon Valley. We are proud of our mission to support a richly diverse student body through academically rich and culturally relevant learning experiences. We are designated Hispanic-Serving Institution (HSI) as well as an Asian American & Native American Pacific Islander Serving Institution (AANAPISI), and we have the second highest percentage of Black students in the CSU system. Our student population reflects a variety of abilities and identities. Many are the first in their family to attend college. Our students come from a number of regional community colleges and high schools. The successful candidate will bring with them expertise or an openness to creating a welcoming and supportive environment for all of our students.   We are known for our award-winning programs, expert instruction, its diverse student body, and a choice of more than 100 career-focused fields of study. With an enrollment of approximately 10,000 students and 900 faculty, the University offers bachelor’s degrees in 49 fields, minors in 52 fields, master’s degrees in 34 fields, 16 credentials programs, 18 certificate options, and 1 doctoral degree program. Cal State East Bay has three locations: the main 342 acre campus in the Hayward hills, the Concord Center, and the downtown Oakland Center.   For more information on CSUEB, please visit: http://www20.csueastbay.edu/ or https://www.csueastbay.edu/about/mission-and-strategic-planning/index.html   THE DEPARTMENT: The Department of Speech, Language, and Hearing Sciences is housed on the Hayward campus and will be joining the newly established College of Health in Fall 2024. The Department has a three-pronged mission of teaching, research, and service in speech-language pathology and audiology. The Department currently has approximately 120 undergraduate and 100 graduate majors, four tenured/tenure-track faculty, two full-time clinical faculty (including a clinic director), one half-time speech-language pathologist, as well as lecturers and part-time clinical supervisors. The Norma S. and Ray R. Rees Speech, Language and Hearing Clinic includes eleven observable individual and group therapy rooms, one large group room, an aphasia treatment program (ATP), a conference room, and an audiology test suite. Five labs are currently housed in the department: a fully equipped Speech Science Lab, the Early Social Communication Research Clinic, the Augmentative and Alternative Communication Lab, the Neurocognitive Research on the Rehabilitation of Language (NRRL) Lab , and the Multilingualism Lab. The Department is accredited by ASHA's Council on Academic Accreditation (CAA) in speech-language pathology and is authorized to grant the Speech Language Hearing Services Credential approved by the California Commission on Teacher Credentialing (CTC) and the Council for the Accreditation of Educator Preparation (CAEP).    DUTIES OF THE POSITION: Area of specialization is open but should complement the expertise of current faculty. Preferred candidates will be able to teach one or more academic courses from among the following content areas: linguistic and cultural diversity, speech science, voice, motor speech disorders, cognitive-communicative disorders, school-age language disorders and literacy, speech sound disorders, fluency. In addition to teaching, all faculty are expected to sustain a record of scholarly work, advise majors, assist the department with administrative and/or committee work, and assume campus-wide committee responsibilities. Please note that teaching assignments at California State University, East Bay include courses at the Hayward campus, Concord Center, and Online.    RANK AND SALARY:  Assistant Professor. Salary is dependent upon educational preparation and experience. Subject to budgetary authorization. The salary range for this position is $75,000 to $83,000. The anticipated hiring range is generally at or near the minimum of the appropriate range, commensurate with education and experience.   DATE OF APPOINTMENT: Fall Semester, 2024   QUALIFICATIONS: Ph.D. in Speech, Language, and Hearing Sciences, or a closely related field, is required by effective date of appointment. Possession of CCC-SLP and eligibility for California licensure are strongly preferred. Prior teaching experience in higher education preferred. Interest in sustained research and grant writing is preferred. Candidates should demonstrate experience in teaching, mentoring, research, or community service that has prepared them to contribute to our commitment to diversity and excellence. Additionally, applicants must demonstrate a record of scholarly activity. This University is fully committed to the rights of students, staff and faculty with disabilities in accordance with applicable state and federal laws. For more information about the University’s program supporting the rights of our students with disabilities see: https://www.csueastbay.edu/accessibility/ For more information about accommodations for employees, contact: Iris Gallardo, Human Resources, at 510-885-2335 or iris.gallardo@csueastbay.edu, or Elena Dukhovny, Department Chair, at elena.dukhovny@csueastbay.edu .   APPLICATION DEADLINE: Review of applications will begin on September 15, 2023. The position will be considered open until filled. Please submit a letter of application, which addresses the qualifications noted in the position announcement; a complete and current vita via PageUp (see “Apply Now”).   Applicants are required to also submit a 1-2 page diversity and equity statement that addresses how they would successfully engage our diverse student population in their teaching, research, mentoring, and advising. See Diversity and Equity Statement Instructions: https://www.csueastbay.edu/diversity/writing-a-diversity-statement.pdf   Note: California State University, East Bay hires only individuals lawfully authorized to work in the United States. All offers of employment are contingent upon presentation of documents demonstrating the appointee’s identity and eligibility to work in accordance with provisions of the Immigration Reform and Control Act. A background check (including a criminal records check and prior employment verification) must be completed and cleared prior to the start of employment.    As an Equal Opportunity Employer, CSUEB does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran’s status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.   Advertised: Jul 28 2023 Pacific Daylight Time  Applications close:  Closing Date/Time:
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             Salary and Benefits      PLEASE NOTE:  The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $100,000.00 per year to $115,000.00 per year.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 14 paid holidays, one personal holiday and tuition fee waiver.  For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.    This position  may  be eligible to participate in the Cal State East Bay hybrid telecommute program subject to management approval.      Classification      Administrator II     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    Under the general direction of the AVP of Risk Management and Internal Control, the Emergency Manager is responsible for day to day administrative, operational, fiscal management of emergency management programs and services. The Emergency Manager manages planning, budgeting, training, and programming related to emergency preparedness and response functions. The Emergency Manager (1) serves as a liaison with local, state, and federal agencies to ensure compliance, (2) works directly with staff, faculty, and students to develop, implement, manage, and continually improve campus-wide emergency preparedness, business continuity response plans, and programs to improve the University’s ability to respond to emergencies, effectively manage incidents, and systematically restore the campus to full operation following adverse events. The Emergency Manager participates in State, County and Chancellor’s Office planning and compliance audits as they relate to emergency management.    Responsibilities     Responding to Emergencies:      Respond to emergencies that directly or indirectly impact the operation of the University in accordance with the guidelines established within the California State University Emergency Operation Plans, the Federal Emergency Management Agency (FEMA) and the National Incident Management System.   Coordinate responses by all appropriate campus resources during an actual event to ensure timely and effective response and manages recovery in a post-incident environment.      Administrative Duties:      Maintain and update all resource materials associated with emergency preparedness plans, prepares emergency situation status reports that describe response and recovery efforts, needs, and preliminary damage assessments.   Apply for federal funding for emergency management related needs and administers and reports on the progress of such grants.   Assist in the planning, developing, and managing of the budget relating to University Emergency Preparedness.   Lead in the design, development, implementation, and management of existing and new programs, systems, procedures, and methods of operation related to emergency operations administration on Campus.      Policy Creation, Review and Compliance:      Develop and update the Emergency Operations Plan and all annexes in order to meet compliance standards established by the Federal Emergency Management Agency (FEMA), keeps informed of federal, state, and local regulations affecting emergency plans and ensures that plans adhere to these regulations, proposes alteration of emergency response procedures based on regulatory changes, technological changes, or knowledge gained from outcomes of previous emergency situations, and develops and performs tests and evaluations of emergency management plans in accordance with federal, state and county regulations/guidelines.   Collaborate with various campus stakeholders in the development of hazard-specific plans that outline operating procedures to be used in response to disasters or emergencies, such as earthquakes, mass casualties and terrorist attacks, and in recovery from these events. Reviews emergency plans of individual campus departments to ensure their adequacy, alignment with the overall Cal State East Bay plan and compliance with University requirements.   Research and oversee campus compliance with CSU, State, and Federal emergency preparedness guidelines, regulations, and policy.   Ensure campus compliance with CSU EO #1056, Emergency Management, State, and Federal emergency preparedness guidelines, regulations and policy.      Operational Preparedness:      Coordinate and maintain the campus emergency response team assigned to staff the University’s Emergency Operations Center (EOC), facilitates the activation of the EOC, and serves as the Emergency Operations Center Coordinator in the event of an activation or any other roles as assigned by the EOC Executive or Director.   Stay apprised of activities or changes that could affect the likelihood of an emergency, as well as those that could affect response efforts and details of plan implementation.   Manage the Emergency Notification System and ensures the call lists for employees and students are up-to-date and functional, conducts quarterly reviews and verification of call lists and publishes updates, and maintains the Building Emergency Support Team (BEST) roster.   Coordinates disaster response or crisis management activities, such as developing communications and implementation plans for evacuations, shelters, and special needs plans.   Collaborate with other campus departments to ensure effective coordination and oversight of the BEST program including purchasing resources and materials for BEST members, providing training and drills, building emergency evacuation plans and building emergency supplies.   Maintain working relationships with municipalities, county departments, other emergency response organizations (such as Red Cross), and similar entities to facilitate plan development, response effort coordination, and exchanges of personnel and equipment.   Consult with officials of local and area governments, schools, hospitals, and other institutions to determine their needs and capabilities in the event of a natural disaster or other emergency.   Inspect facilities and equipment, such as emergency operations centers and communications equipment, to determine their operational and functional capabilities in emergency situations.   Assess emergency-related needs that should be addressed in disaster planning and/or provide technical support to others conducting such surveys.   Leads the development and maintenance of the Emergency Management web pages in providing current information and training materials.      Training:      Plan, develop, and implement a variety of tabletop, functional, and full-scale exercises and drills designed to test the University’s ability to respond to various situations using an all-hazards approach to emergency management designed to test the University and identify gaps in the current response plan.   Design, administer or coordinate emergency or disaster preparedness training courses that teach individuals and groups how to effectively respond to major emergencies and disasters. Trains groups in the preparations of emergency plans that are compatible with federal, state and county plans. Provides guidance for levels and types of training needed for campus emergency responders including the EOC, and other key members of the campus community.   Identify training resources, coordinates attendance, and maintains an accurate database detailing training curriculum received by individuals on campus to ensure the University is compliant with current SEMS/NIMS requirements of having emergency responders trained in required ICS courses.   Attend meetings, conferences, and workshops related to emergency management to learn new information and to develop working relationships with other CSU emergency managers and studies emergency plans used elsewhere to gather information for plan development and improvement.   Develop instructional materials and makes presentations to groups to provide information on emergency plans and the implementation process.   Collaborate with the Audit Manager in the testing and improvements of Business Continuity Plans for essential functions of the University.      Minimum Qualifications      A Bachelor's Degree from an accredited four-year college or university in Emergency Management, Public Administration, Public Policy, Business Administration, or related area.   Three (3) years of related practical experience and a minimum of three years of experience supervising/managing professional staff.      Required Qualifications      Thorough knowledge of emergency management programs.   Knowledge of principles, concepts and terminology in emergency preparedness and of legal/regulatory basis for current emergency management programs.   Well versed in Standardized Emergency Management Systems (SEMS), Incident Command System (ICS), the California Emergency Services Act, the Natural Disaster Assistance Act, and the Robert T. Stafford Act.   Participate and be a member in regional organizations such as the CA Office of Emergency Services Mutual Aid Regional Advisory Committee (MARAC), California Emergency Services Association, International Association of Emergency Managers, etc.   Ability to train others and provide lead work direction.   Interpret, and apply a wide variety of policies and procedures to develop conclusions and make recommendations.   Perform basic research and statistical analysis.   Analyze data and make accurate projections using business mathematics and basic statistics.   Communicate effectively both orally and in writing.      Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     At Cal State East Bay, the following nine competencies have been identified as valued leadership qualities: Communication, Cooperation, Delegation, Empathy, Feedback, Innovation, Leadership Presence, Passion and Strategic Ability. While we may not expect our managers to exhibit all of these competencies, we do expect them to aspire to develop them. As part of the annual evaluation review process, the Emergency Manager will be evaluated on each.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The incumbent in this position may be considered a mandated reporter under the California Child Abuse and Neglect Reporting Act and will be required to comply with requirements set forth in the CSU Executive Order 1083 as a condition of employment.  Advertised: Nov 14 2023 Pacific Standard Time  Applications close: Apr 30 2024 Pacific Daylight Time  Closing Date/Time:
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         Salary and Benefits      PLEASE NOTE:  The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $100,000.00 per year to $115,000.00 per year.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 14 paid holidays, one personal holiday and tuition fee waiver.  For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.    This position  may  be eligible to participate in the Cal State East Bay hybrid telecommute program subject to management approval.      Classification      Administrator II     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    Under the general direction of the AVP of Risk Management and Internal Control, the Emergency Manager is responsible for day to day administrative, operational, fiscal management of emergency management programs and services. The Emergency Manager manages planning, budgeting, training, and programming related to emergency preparedness and response functions. The Emergency Manager (1) serves as a liaison with local, state, and federal agencies to ensure compliance, (2) works directly with staff, faculty, and students to develop, implement, manage, and continually improve campus-wide emergency preparedness, business continuity response plans, and programs to improve the University’s ability to respond to emergencies, effectively manage incidents, and systematically restore the campus to full operation following adverse events. The Emergency Manager participates in State, County and Chancellor’s Office planning and compliance audits as they relate to emergency management.    Responsibilities     Responding to Emergencies:      Respond to emergencies that directly or indirectly impact the operation of the University in accordance with the guidelines established within the California State University Emergency Operation Plans, the Federal Emergency Management Agency (FEMA) and the National Incident Management System.   Coordinate responses by all appropriate campus resources during an actual event to ensure timely and effective response and manages recovery in a post-incident environment.      Administrative Duties:      Maintain and update all resource materials associated with emergency preparedness plans, prepares emergency situation status reports that describe response and recovery efforts, needs, and preliminary damage assessments.   Apply for federal funding for emergency management related needs and administers and reports on the progress of such grants.   Assist in the planning, developing, and managing of the budget relating to University Emergency Preparedness.   Lead in the design, development, implementation, and management of existing and new programs, systems, procedures, and methods of operation related to emergency operations administration on Campus.      Policy Creation, Review and Compliance:      Develop and update the Emergency Operations Plan and all annexes in order to meet compliance standards established by the Federal Emergency Management Agency (FEMA), keeps informed of federal, state, and local regulations affecting emergency plans and ensures that plans adhere to these regulations, proposes alteration of emergency response procedures based on regulatory changes, technological changes, or knowledge gained from outcomes of previous emergency situations, and develops and performs tests and evaluations of emergency management plans in accordance with federal, state and county regulations/guidelines.   Collaborate with various campus stakeholders in the development of hazard-specific plans that outline operating procedures to be used in response to disasters or emergencies, such as earthquakes, mass casualties and terrorist attacks, and in recovery from these events. Reviews emergency plans of individual campus departments to ensure their adequacy, alignment with the overall Cal State East Bay plan and compliance with University requirements.   Research and oversee campus compliance with CSU, State, and Federal emergency preparedness guidelines, regulations, and policy.   Ensure campus compliance with CSU EO #1056, Emergency Management, State, and Federal emergency preparedness guidelines, regulations and policy.      Operational Preparedness:      Coordinate and maintain the campus emergency response team assigned to staff the University’s Emergency Operations Center (EOC), facilitates the activation of the EOC, and serves as the Emergency Operations Center Coordinator in the event of an activation or any other roles as assigned by the EOC Executive or Director.   Stay apprised of activities or changes that could affect the likelihood of an emergency, as well as those that could affect response efforts and details of plan implementation.   Manage the Emergency Notification System and ensures the call lists for employees and students are up-to-date and functional, conducts quarterly reviews and verification of call lists and publishes updates, and maintains the Building Emergency Support Team (BEST) roster.   Coordinates disaster response or crisis management activities, such as developing communications and implementation plans for evacuations, shelters, and special needs plans.   Collaborate with other campus departments to ensure effective coordination and oversight of the BEST program including purchasing resources and materials for BEST members, providing training and drills, building emergency evacuation plans and building emergency supplies.   Maintain working relationships with municipalities, county departments, other emergency response organizations (such as Red Cross), and similar entities to facilitate plan development, response effort coordination, and exchanges of personnel and equipment.   Consult with officials of local and area governments, schools, hospitals, and other institutions to determine their needs and capabilities in the event of a natural disaster or other emergency.   Inspect facilities and equipment, such as emergency operations centers and communications equipment, to determine their operational and functional capabilities in emergency situations.   Assess emergency-related needs that should be addressed in disaster planning and/or provide technical support to others conducting such surveys.   Leads the development and maintenance of the Emergency Management web pages in providing current information and training materials.      Training:      Plan, develop, and implement a variety of tabletop, functional, and full-scale exercises and drills designed to test the University’s ability to respond to various situations using an all-hazards approach to emergency management designed to test the University and identify gaps in the current response plan.   Design, administer or coordinate emergency or disaster preparedness training courses that teach individuals and groups how to effectively respond to major emergencies and disasters. Trains groups in the preparations of emergency plans that are compatible with federal, state and county plans. Provides guidance for levels and types of training needed for campus emergency responders including the EOC, and other key members of the campus community.   Identify training resources, coordinates attendance, and maintains an accurate database detailing training curriculum received by individuals on campus to ensure the University is compliant with current SEMS/NIMS requirements of having emergency responders trained in required ICS courses.   Attend meetings, conferences, and workshops related to emergency management to learn new information and to develop working relationships with other CSU emergency managers and studies emergency plans used elsewhere to gather information for plan development and improvement.   Develop instructional materials and makes presentations to groups to provide information on emergency plans and the implementation process.   Collaborate with the Audit Manager in the testing and improvements of Business Continuity Plans for essential functions of the University.      Minimum Qualifications      A Bachelor's Degree from an accredited four-year college or university in Emergency Management, Public Administration, Public Policy, Business Administration, or related area.   Three (3) years of related practical experience and a minimum of three years of experience supervising/managing professional staff.      Required Qualifications      Thorough knowledge of emergency management programs.   Knowledge of principles, concepts and terminology in emergency preparedness and of legal/regulatory basis for current emergency management programs.   Well versed in Standardized Emergency Management Systems (SEMS), Incident Command System (ICS), the California Emergency Services Act, the Natural Disaster Assistance Act, and the Robert T. Stafford Act.   Participate and be a member in regional organizations such as the CA Office of Emergency Services Mutual Aid Regional Advisory Committee (MARAC), California Emergency Services Association, International Association of Emergency Managers, etc.   Ability to train others and provide lead work direction.   Interpret, and apply a wide variety of policies and procedures to develop conclusions and make recommendations.   Perform basic research and statistical analysis.   Analyze data and make accurate projections using business mathematics and basic statistics.   Communicate effectively both orally and in writing.      Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     At Cal State East Bay, the following nine competencies have been identified as valued leadership qualities: Communication, Cooperation, Delegation, Empathy, Feedback, Innovation, Leadership Presence, Passion and Strategic Ability. While we may not expect our managers to exhibit all of these competencies, we do expect them to aspire to develop them. As part of the annual evaluation review process, the Emergency Manager will be evaluated on each.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The incumbent in this position may be considered a mandated reporter under the California Child Abuse and Neglect Reporting Act and will be required to comply with requirements set forth in the CSU Executive Order 1083 as a condition of employment.  Advertised: Nov 14 2023 Pacific Standard Time  Applications close: Apr 30 2024 Pacific Daylight Time  Closing Date/Time:
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             Salary and Benefits      PLEASE NOTE:   The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $167,000 per year to $180,000 per year.   This position is a Management Personnel Plan (MPP) position in the CSU, and serves at the pleasure of the President.   The CSU enjoys a generous benefits program with employer paid life insurance ($100,000), as well as health, dental, and vision insurance with the monthly premium largely paid by the CSU. Additionally, we offer a broad range of other benefits which includes dependent and health care reimbursement accounts, tuition fee waiver, 401k, 457 and 403(b) plans. The CSU belongs to the CalPERS retirement plan in which medical and dental insurance continues in qualified retirement. The CSU has 14 paid holidays, one personal holiday and the position earns 24 days of vacation and 12 days of sick leave per year. For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.     Classification      Administrator III     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    The University Libraries at Cal State East Bay, Hayward and Concord, are the heart of the campus, inspiring students, faculty, and staff to engage in the adventure of intellectual discovery and creation. Specifically, the Cal State East Bay Library (Library) on the Hayward campus serves as a hub of academic support on campus by providing an engaging environment for study and an integrated suite of student services, including the Student Center for Academic Achievement (SCAA) and technology support in the Learning Commons in addition to reference and research services, and faculty support. The libraries consist of 14 library faculty, 24 staff, and 47 student assistants. The Library moved into a new state-of-the-art building, CORE, in the fall of 2022. Within CORE, faculty and staff now have access to twice as many study seats as in the old library and 32 new and improved group study rooms. With a commitment to innovation, there is also a meditation room, a family-friendly study space, and more.   The next dean, in collaboration with the library team and campus community, will have the opportunity to chart a 21st-century vision and strategic plan for the future of the Cal State East Bay Library and the new CORE facility. The vision and plan should be forward-looking and play a significant role in key university initiatives within the institution's strategic plan. The dean will also build collaborations and partnerships across the university emphasizing support for student success, research, and scholarship opportunities. The dean must value teamwork and support the professional journey of all team members within the Library as well as be a strong advocate for diversity, equity, inclusion, and accessibility.    The Dean of the Libraries is a key leadership role responsible for overseeing the ever-changing roles of libraries, strategic direction, operations, and advancement of the University's library system. This role is pivotal in shaping the academic and research experience at the institution, fostering innovation in library services and technologies, as well as ensuring the library remains a hub for knowledge dissemination and collaboration; in fact, we envision the library will become a destination for everyone on campus. The Dean is the primary advocate for recognizing and communicating the libraries’ critical value and impact on learning and integrating knowledge.    Responsibilities     Strategic Leadership and Planning:      Develop and implement a comprehensive strategic plan for the University’s libraries that aligns with the institution's overall mission, vision and Future Directions plan.   Collaborate with college Deans and Associate Vice Presidents to support undergraduate and graduate education.   Manage and optimize the utilization of the new CORE building on the Hayward campus and library services at the Concord Center.   Oversee the allocation of resources, including budget management, to support the strategic goals of the libraries.   Position the libraries as hubs of collaboration, innovation, and scholarly activities.   Foster a culture of innovation and continuous improvement within the libraries, exploring new technologies, services, and partnerships.   Collaborate with faculty, administrators, and other stakeholders to ensure the libraries’ resources and services meet the evolving needs of the academic community.   Recruit, mentor, and develop a diverse and talented library faculty and staff, promoting professional growth and ensuring a high level of service.   Manage the libraries’ physical and digital resources efficiently, including acquisitions, cataloging, and preservation efforts.   Ensure compliance with copyright and licensing regulations related to library collections.   Collaborate with IT to maintain and improve the library's technology infrastructure.   Supervise and support the Director of the Student Center for Academic Achievement (SCAA), tutoring service that provides in-person and online support for over 3,000 students per year.   Supervise and support the Coordinator of the Learning Commons, a facility that provides online and in-person technology support to students.       Academic Engagement and Research Support:       Support teaching, learning, and research, including access to digital and physical resources.     Foster collaborative relationships with academic departments to understand and address faculty and student research needs.     Develop and maintain programs that promote information literacy and research skills among students and faculty.     Facilitate the acquisition and curation of collections to support the university's academic programs.     Support open access and other initiatives that enhance accessibility and dissemination.     Develop and maintain high quality academic and curricular information resources for four (five in 2025) with a range of undergraduate and graduate programs.       Other duties as assigned:       Represent the libraries in university-wide committees, forums, and initiatives as well as serving as part of the broader University leadership team.     Build relationships with external stakeholders, including donors, alumni, and community members, to garner support for library initiatives.     Advocate for the libraries’ role in fostering intellectual curiosity, inclusivity, and a strong academic community.     Promote library services and resources through outreach and marketing efforts.       Minimum Qualifications      A Master of Library Science (MLS/MILS) degree from an American Library Association accredited program, a record of progressive administrative experience, and academic achievement that merits tenure with an appointment at the rank of Full Librarian is required.   Three (3) years of progressively responsible management experience, including supervision of professional staff.      Preferred Skills and Knowledge      Visionary, dynamic, collaborative leader.   Strong knowledge of emerging trends and technologies in libraries and higher education.   Demonstrated experience leading transformational change.   Exceptional interpersonal and communication skills to engage effectively with diverse stakeholders.   Demonstrated ability to manage budgets and allocate resources effectively.   Demonstrated knowledge of emerging areas of librarianship including capabilities and future trends in service models, technologies, and systems to maximize discovery and access.   Leadership experience in a collective bargaining and shared governance environment.   Visionary leadership with the ability to inspire and empower library faculty and staff.   Strong advocacy skills and a passion for promoting the value of libraries in academia and the community.   Commitment to fostering and supporting equity, inclusion and anti-racism as well as closing student success and completion gaps.   Engagement with student success initiatives; demonstrated commitment to students at a high access institution.   Some experience in successful fundraising and grant writing.       Applications and Nominations     All applications, nominations, and inquiries are invited. Applications should include, as separate documents, a CV and a letter of interest addressing the themes in the leadership profile which can be found at www.wittkieffer.com . These documents can be submitted and uploaded when applying at the Cal State East Bay website. Once you’ve completed applying via Cal State East Bay, please also email nominations, inquiries, and application materials to Jessica Herrington and Sarah Seavey at CSUEASTBAYLibraryDean@WittKieffer.com.   WittKieffer is assisting Cal State East Bay in this search. For fullest consideration, candidate materials should be received by February 29th, 2024.     Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     At Cal State East Bay, the following nine competencies have been identified as valued leadership qualities: Communication, Cooperation, Delegation, Empathy, Feedback, Innovation, Leadership Presence, Passion and Strategic Ability. While we may not expect our managers to exhibit all of these competencies, we do expect them to aspire to develop them. As part of the annual evaluation review process, the Dean of Libraries will be evaluated on each.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The incumbent in this position may be considered a mandated reporter under the California Child Abuse and Neglect Reporting Act and will be required to comply with requirements set forth in the CSU Executive Order 1083 as a condition of employment.  Advertised: Jan 19 2024 Pacific Standard Time  Applications close: May 19 2024 Pacific Daylight Time  Closing Date/Time:
        

    

    
        
            Mar 07, 2024
        

                                             
    

    
         Salary and Benefits      PLEASE NOTE:   The starting salary placement depends on qualifications and experience and is anticipated to be in the range of $167,000 per year to $180,000 per year.   This position is a Management Personnel Plan (MPP) position in the CSU, and serves at the pleasure of the President.   The CSU enjoys a generous benefits program with employer paid life insurance ($100,000), as well as health, dental, and vision insurance with the monthly premium largely paid by the CSU. Additionally, we offer a broad range of other benefits which includes dependent and health care reimbursement accounts, tuition fee waiver, 401k, 457 and 403(b) plans. The CSU belongs to the CalPERS retirement plan in which medical and dental insurance continues in qualified retirement. The CSU has 14 paid holidays, one personal holiday and the position earns 24 days of vacation and 12 days of sick leave per year. For more information on the benefits program, please visit our benefits website. The CSU Total Compensation Calculator demonstrates the significance of our benefits package.     Classification      Administrator III     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    The University Libraries at Cal State East Bay, Hayward and Concord, are the heart of the campus, inspiring students, faculty, and staff to engage in the adventure of intellectual discovery and creation. Specifically, the Cal State East Bay Library (Library) on the Hayward campus serves as a hub of academic support on campus by providing an engaging environment for study and an integrated suite of student services, including the Student Center for Academic Achievement (SCAA) and technology support in the Learning Commons in addition to reference and research services, and faculty support. The libraries consist of 14 library faculty, 24 staff, and 47 student assistants. The Library moved into a new state-of-the-art building, CORE, in the fall of 2022. Within CORE, faculty and staff now have access to twice as many study seats as in the old library and 32 new and improved group study rooms. With a commitment to innovation, there is also a meditation room, a family-friendly study space, and more.   The next dean, in collaboration with the library team and campus community, will have the opportunity to chart a 21st-century vision and strategic plan for the future of the Cal State East Bay Library and the new CORE facility. The vision and plan should be forward-looking and play a significant role in key university initiatives within the institution's strategic plan. The dean will also build collaborations and partnerships across the university emphasizing support for student success, research, and scholarship opportunities. The dean must value teamwork and support the professional journey of all team members within the Library as well as be a strong advocate for diversity, equity, inclusion, and accessibility.    The Dean of the Libraries is a key leadership role responsible for overseeing the ever-changing roles of libraries, strategic direction, operations, and advancement of the University's library system. This role is pivotal in shaping the academic and research experience at the institution, fostering innovation in library services and technologies, as well as ensuring the library remains a hub for knowledge dissemination and collaboration; in fact, we envision the library will become a destination for everyone on campus. The Dean is the primary advocate for recognizing and communicating the libraries’ critical value and impact on learning and integrating knowledge.    Responsibilities     Strategic Leadership and Planning:      Develop and implement a comprehensive strategic plan for the University’s libraries that aligns with the institution's overall mission, vision and Future Directions plan.   Collaborate with college Deans and Associate Vice Presidents to support undergraduate and graduate education.   Manage and optimize the utilization of the new CORE building on the Hayward campus and library services at the Concord Center.   Oversee the allocation of resources, including budget management, to support the strategic goals of the libraries.   Position the libraries as hubs of collaboration, innovation, and scholarly activities.   Foster a culture of innovation and continuous improvement within the libraries, exploring new technologies, services, and partnerships.   Collaborate with faculty, administrators, and other stakeholders to ensure the libraries’ resources and services meet the evolving needs of the academic community.   Recruit, mentor, and develop a diverse and talented library faculty and staff, promoting professional growth and ensuring a high level of service.   Manage the libraries’ physical and digital resources efficiently, including acquisitions, cataloging, and preservation efforts.   Ensure compliance with copyright and licensing regulations related to library collections.   Collaborate with IT to maintain and improve the library's technology infrastructure.   Supervise and support the Director of the Student Center for Academic Achievement (SCAA), tutoring service that provides in-person and online support for over 3,000 students per year.   Supervise and support the Coordinator of the Learning Commons, a facility that provides online and in-person technology support to students.       Academic Engagement and Research Support:       Support teaching, learning, and research, including access to digital and physical resources.     Foster collaborative relationships with academic departments to understand and address faculty and student research needs.     Develop and maintain programs that promote information literacy and research skills among students and faculty.     Facilitate the acquisition and curation of collections to support the university's academic programs.     Support open access and other initiatives that enhance accessibility and dissemination.     Develop and maintain high quality academic and curricular information resources for four (five in 2025) with a range of undergraduate and graduate programs.       Other duties as assigned:       Represent the libraries in university-wide committees, forums, and initiatives as well as serving as part of the broader University leadership team.     Build relationships with external stakeholders, including donors, alumni, and community members, to garner support for library initiatives.     Advocate for the libraries’ role in fostering intellectual curiosity, inclusivity, and a strong academic community.     Promote library services and resources through outreach and marketing efforts.       Minimum Qualifications      A Master of Library Science (MLS/MILS) degree from an American Library Association accredited program, a record of progressive administrative experience, and academic achievement that merits tenure with an appointment at the rank of Full Librarian is required.   Three (3) years of progressively responsible management experience, including supervision of professional staff.      Preferred Skills and Knowledge      Visionary, dynamic, collaborative leader.   Strong knowledge of emerging trends and technologies in libraries and higher education.   Demonstrated experience leading transformational change.   Exceptional interpersonal and communication skills to engage effectively with diverse stakeholders.   Demonstrated ability to manage budgets and allocate resources effectively.   Demonstrated knowledge of emerging areas of librarianship including capabilities and future trends in service models, technologies, and systems to maximize discovery and access.   Leadership experience in a collective bargaining and shared governance environment.   Visionary leadership with the ability to inspire and empower library faculty and staff.   Strong advocacy skills and a passion for promoting the value of libraries in academia and the community.   Commitment to fostering and supporting equity, inclusion and anti-racism as well as closing student success and completion gaps.   Engagement with student success initiatives; demonstrated commitment to students at a high access institution.   Some experience in successful fundraising and grant writing.       Applications and Nominations     All applications, nominations, and inquiries are invited. Applications should include, as separate documents, a CV and a letter of interest addressing the themes in the leadership profile which can be found at www.wittkieffer.com . These documents can be submitted and uploaded when applying at the Cal State East Bay website. Once you’ve completed applying via Cal State East Bay, please also email nominations, inquiries, and application materials to Jessica Herrington and Sarah Seavey at CSUEASTBAYLibraryDean@WittKieffer.com.   WittKieffer is assisting Cal State East Bay in this search. For fullest consideration, candidate materials should be received by February 29th, 2024.     Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website here.   In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available here.     At Cal State East Bay, the following nine competencies have been identified as valued leadership qualities: Communication, Cooperation, Delegation, Empathy, Feedback, Innovation, Leadership Presence, Passion and Strategic Ability. While we may not expect our managers to exhibit all of these competencies, we do expect them to aspire to develop them. As part of the annual evaluation review process, the Dean of Libraries will be evaluated on each.     Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The incumbent in this position may be considered a mandated reporter under the California Child Abuse and Neglect Reporting Act and will be required to comply with requirements set forth in the CSU Executive Order 1083 as a condition of employment.  Advertised: Jan 19 2024 Pacific Standard Time  Applications close: May 19 2024 Pacific Daylight Time  Closing Date/Time:
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             NON-INSTRUCTIONAL FACULTY EMPLOYMENT OPPORTUNITY     INTERCOLLEGIATE ATHLETICS      Coaching Assistant -12 Month        (Temporary through June 30, 2024 with the possibility of reappointment)     POSITION AVAILABLE: This position will help foster a team culture that is focused and driven to succeed academically and athletically, while servicing the community. Assist in planning and implementation of practice, competitions, travel, equipment, paperwork and any other administrative duties set forth by the Head Coach. Recruit prospective student athletes in compliance with college policies and procedures. Monitor the academic progress and development of student-athletes. Conduct and supervise athletically related activities for specific training groups on a daily basis. Assist with the monitoring and posting on the team website and social media. Assist in all fundraising opportunities. Maintain knowledge and ensure compliance with NCAA, conference, and institutional rules and regulations.   THE DEPARTMENT: The California State University East Bay Athletic Department (Pioneer Athletics) strives to fulfill the educational mission of the university while providing unique opportunities for personal growth and success outside of the classroom. Pioneer Athletics has aligned itself with the eight shared strategic commitments set forth by Cal State East Bay, showcasing the partnership that exists between athletics and the university community. Pioneer Athletics maintains its focus on the academic and athletic success of our student-athletes, as well as, preparing this diverse population of students for meaningful lifework and to be socially responsible contributors to society. Cal State East Bay is a member of the National Collegiate Athletic Association (NCAA) Division II, and sponsors 15 Intercollegiate athletic programs. In June 2011, the Pioneers made the transition back to NCAA Division II during the 2009-10 season after a 10-year absence. CSUEB is a member of the California Collegiate Athletic Association (CCAA), which has won 154 national championships since its inception in 1939, the most of any Division II conference. In addition, the Pioneer Swimming program is a member of the Pacific Collegiate Swim and Dive Conference (PCSC), while its Water Polo program is a member of the Western Water Polo Association (WWPA).   DUTIES OF THE POSITION: Responsibilities:   Coaching and program administration:     Assist the head coach with day-to-day planning and supervision of practices and competitions.   Work with head coach, sport supervisor and/or appropriate department staff to schedule competitions and order necessary equipment and uniforms within department budget and guidelines.   Work alongside the department business manager and/or designated staff member in assisting the head coach with planning and completing all team travel arrangements including cash advances and billing for hotel, air transportation, ground transportation and meals.   Attend department and assigned staff meetings.   Complete any and all required department, campus, CSU, CCAA and NCAA trainings.     Academic progress and compliance:     As directed by a head coach, work with academic advisor, compliance office and student-athletes to ensure all student -athletes make progress towards degree completion and graduation.   Complete all assigned and necessary department and NCAA requirements for compliance including, but not limited to, weekly playing and practice hours, weekly recruiting logs and team updates for squad lists.   As directed by the head coach, work through compliance office for admission of student-athlete through both university and NCAA Eligibility Center requirements. Attend rules education meetings.     Recruiting:     As directed by the head coach, follow NCAA Division II, CCAA and department guidelines to recruit prospective student-athletes at a level to compete in the CCAA and NCAA successfully.   As directed by the head coach, travel to appropriate competitions to evaluate.   As directed by the head coach, plan and complete official and unofficial visits on campus for prospective student-athletes.     Community, Department, Camp and Constituent Engagement:     As directed by the head coach, assist in the planning and facilitation of the involvement of student-athletes in appropriate community, campus and alumni engagement initiatives.   As directed by the head coach, assist in the preparation and execution of program specific camp activities for the purpose of community engagement and/or revenue production for the program.   This position has been identified to have significant responsibility for student and campus activities, and will be required to function as a Campus Security Authority (CSA) under the Clery Act. In accordance with CSU Executive Order 1107, Implementation of the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act, the incumbent will be responsible for reporting allegations of Clery Act crimes to the University Police Department and/or the University Clery Director.     Responsibilities of the CSA include:     Complete annual training requirements.   Report any alleged Clery Act Crimes that are reported to them using the online CSA Reporting Form; all alleged Clery Act Crimes should be reported in a timely manner.      SALARY:  Salary is dependent upon educational preparation and experience. Position appointment is subject to budgetary authorization.   The CSU salary schedule information for the Coaching Assistant - 12 month Classification is available based on the following range:   Range 0: $5,168.00 - $6,946.00 (based on FTE 1.0). The hiring anticipated FTE varies between 0.1 and 1.0.    The anticipated hiring range is generally at or near the minimum of the appropriate range, commensurate with education and experience.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick leave, 14 paid holidays, one personal holiday and tuition fee waiver.   Eligibility standards for health benefits are determined by the Public Employees Retirement System (PERS). PLEASE NOTE: Benefits eligibility and earnings may be impacted if a candidate is unable to work through the entirety of the appointment or if the percentage of employment does not qualify them for benefits. To be eligible for CalPERS health benefits while you are working, including dental and vision plan benefits, you must be appointed to a job that will last at least six months and one day, and work at least half time.   DATE OF APPOINTMENT: Varies. Fall Semester begins August 21, 2023, and Spring Semester begins January 16, 2024.   QUALIFICATIONS:    Minimum Qualifications      Under direction, performs a variety of coaching functions related to one or more sports in the Intercollegiate Athletic program.    A Bachelor's degree in Kinesiology or related field is the minimum requirement for appointment at this level.    Within five years from the date of hire, the individual must obtain a Master's degree in Kinesiology or related field to be considered for re-appointment at any level.   Current First Aid, CPR and AED training.   Competitive coaching background.    Must have a strong commitment to safety and welfare of student-athletes.   Ability to work on weekends, evenings, and odd hours.   Must hold a valid Driver's License.   Must be able to pass the NCAA recruiting test and have an understanding of NCAA rules.      Preferred Skills and Knowledge      Master's degree with an academic background in kinesiology/physical education, sports management or a related field.   Five or more years of successful collegiate coaching experience.   Collegiate recruiting experience in California.   Knowledge of Division II NCAA rules and regulations.     APPLICATION DEADLINE: Positions open until filled. Applications are considered on a continuous basis.    Note: California State University, East Bay hires only individuals lawfully authorized to work in the United States. All offers of employment are contingent upon the presentation of documents demonstrating the appointee’s identity and eligibility to work in accordance with provisions of the Immigration Reform and Control Act. A background check (including a criminal records check and prior employment verification, and LiveScan, as appropriate)) must be completed and cleared prior to the start of employment. All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.   CSUEB is an Equal Opportunity Employer and does not discriminate on the basis of age, race, color, national origin, sex, sexual orientation, or disability. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Sponsorship    Cal State East Bay is not a sponsoring agency for Lecturer positions and we are not an E-Verify employer.    Mandated Reporter    The incumbent in this position may be considered a mandated reporter under the California Child Abuse and Neglect Reporting Act and will be required to comply with requirements set forth in the CSU Executive Order 1083 as a condition of employment.  Advertised: Jun 22 2023 Pacific Daylight Time  Applications close:  Closing Date/Time:
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         NON-INSTRUCTIONAL FACULTY EMPLOYMENT OPPORTUNITY     INTERCOLLEGIATE ATHLETICS      Coaching Assistant -12 Month        (Temporary through June 30, 2024 with the possibility of reappointment)     POSITION AVAILABLE: This position will help foster a team culture that is focused and driven to succeed academically and athletically, while servicing the community. Assist in planning and implementation of practice, competitions, travel, equipment, paperwork and any other administrative duties set forth by the Head Coach. Recruit prospective student athletes in compliance with college policies and procedures. Monitor the academic progress and development of student-athletes. Conduct and supervise athletically related activities for specific training groups on a daily basis. Assist with the monitoring and posting on the team website and social media. Assist in all fundraising opportunities. Maintain knowledge and ensure compliance with NCAA, conference, and institutional rules and regulations.   THE DEPARTMENT: The California State University East Bay Athletic Department (Pioneer Athletics) strives to fulfill the educational mission of the university while providing unique opportunities for personal growth and success outside of the classroom. Pioneer Athletics has aligned itself with the eight shared strategic commitments set forth by Cal State East Bay, showcasing the partnership that exists between athletics and the university community. Pioneer Athletics maintains its focus on the academic and athletic success of our student-athletes, as well as, preparing this diverse population of students for meaningful lifework and to be socially responsible contributors to society. Cal State East Bay is a member of the National Collegiate Athletic Association (NCAA) Division II, and sponsors 15 Intercollegiate athletic programs. In June 2011, the Pioneers made the transition back to NCAA Division II during the 2009-10 season after a 10-year absence. CSUEB is a member of the California Collegiate Athletic Association (CCAA), which has won 154 national championships since its inception in 1939, the most of any Division II conference. In addition, the Pioneer Swimming program is a member of the Pacific Collegiate Swim and Dive Conference (PCSC), while its Water Polo program is a member of the Western Water Polo Association (WWPA).   DUTIES OF THE POSITION: Responsibilities:   Coaching and program administration:     Assist the head coach with day-to-day planning and supervision of practices and competitions.   Work with head coach, sport supervisor and/or appropriate department staff to schedule competitions and order necessary equipment and uniforms within department budget and guidelines.   Work alongside the department business manager and/or designated staff member in assisting the head coach with planning and completing all team travel arrangements including cash advances and billing for hotel, air transportation, ground transportation and meals.   Attend department and assigned staff meetings.   Complete any and all required department, campus, CSU, CCAA and NCAA trainings.     Academic progress and compliance:     As directed by a head coach, work with academic advisor, compliance office and student-athletes to ensure all student -athletes make progress towards degree completion and graduation.   Complete all assigned and necessary department and NCAA requirements for compliance including, but not limited to, weekly playing and practice hours, weekly recruiting logs and team updates for squad lists.   As directed by the head coach, work through compliance office for admission of student-athlete through both university and NCAA Eligibility Center requirements. Attend rules education meetings.     Recruiting:     As directed by the head coach, follow NCAA Division II, CCAA and department guidelines to recruit prospective student-athletes at a level to compete in the CCAA and NCAA successfully.   As directed by the head coach, travel to appropriate competitions to evaluate.   As directed by the head coach, plan and complete official and unofficial visits on campus for prospective student-athletes.     Community, Department, Camp and Constituent Engagement:     As directed by the head coach, assist in the planning and facilitation of the involvement of student-athletes in appropriate community, campus and alumni engagement initiatives.   As directed by the head coach, assist in the preparation and execution of program specific camp activities for the purpose of community engagement and/or revenue production for the program.   This position has been identified to have significant responsibility for student and campus activities, and will be required to function as a Campus Security Authority (CSA) under the Clery Act. In accordance with CSU Executive Order 1107, Implementation of the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act, the incumbent will be responsible for reporting allegations of Clery Act crimes to the University Police Department and/or the University Clery Director.     Responsibilities of the CSA include:     Complete annual training requirements.   Report any alleged Clery Act Crimes that are reported to them using the online CSA Reporting Form; all alleged Clery Act Crimes should be reported in a timely manner.      SALARY:  Salary is dependent upon educational preparation and experience. Position appointment is subject to budgetary authorization.   The CSU salary schedule information for the Coaching Assistant - 12 month Classification is available based on the following range:   Range 0: $5,168.00 - $6,946.00 (based on FTE 1.0). The hiring anticipated FTE varies between 0.1 and 1.0.    The anticipated hiring range is generally at or near the minimum of the appropriate range, commensurate with education and experience.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick leave, 14 paid holidays, one personal holiday and tuition fee waiver.   Eligibility standards for health benefits are determined by the Public Employees Retirement System (PERS). PLEASE NOTE: Benefits eligibility and earnings may be impacted if a candidate is unable to work through the entirety of the appointment or if the percentage of employment does not qualify them for benefits. To be eligible for CalPERS health benefits while you are working, including dental and vision plan benefits, you must be appointed to a job that will last at least six months and one day, and work at least half time.   DATE OF APPOINTMENT: Varies. Fall Semester begins August 21, 2023, and Spring Semester begins January 16, 2024.   QUALIFICATIONS:    Minimum Qualifications      Under direction, performs a variety of coaching functions related to one or more sports in the Intercollegiate Athletic program.    A Bachelor's degree in Kinesiology or related field is the minimum requirement for appointment at this level.    Within five years from the date of hire, the individual must obtain a Master's degree in Kinesiology or related field to be considered for re-appointment at any level.   Current First Aid, CPR and AED training.   Competitive coaching background.    Must have a strong commitment to safety and welfare of student-athletes.   Ability to work on weekends, evenings, and odd hours.   Must hold a valid Driver's License.   Must be able to pass the NCAA recruiting test and have an understanding of NCAA rules.      Preferred Skills and Knowledge      Master's degree with an academic background in kinesiology/physical education, sports management or a related field.   Five or more years of successful collegiate coaching experience.   Collegiate recruiting experience in California.   Knowledge of Division II NCAA rules and regulations.     APPLICATION DEADLINE: Positions open until filled. Applications are considered on a continuous basis.    Note: California State University, East Bay hires only individuals lawfully authorized to work in the United States. All offers of employment are contingent upon the presentation of documents demonstrating the appointee’s identity and eligibility to work in accordance with provisions of the Immigration Reform and Control Act. A background check (including a criminal records check and prior employment verification, and LiveScan, as appropriate)) must be completed and cleared prior to the start of employment. All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.   CSUEB is an Equal Opportunity Employer and does not discriminate on the basis of age, race, color, national origin, sex, sexual orientation, or disability. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Sponsorship    Cal State East Bay is not a sponsoring agency for Lecturer positions and we are not an E-Verify employer.    Mandated Reporter    The incumbent in this position may be considered a mandated reporter under the California Child Abuse and Neglect Reporting Act and will be required to comply with requirements set forth in the CSU Executive Order 1083 as a condition of employment.  Advertised: Jun 22 2023 Pacific Daylight Time  Applications close:  Closing Date/Time:
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             Salary and Benefits    Salary Range: $1,612.00 - $1,759.00 /month for this part time position.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 13 paid holidays, one personal holiday and tuition fee waiver.  For more information on the benefits program, please visit https://www.csueastbay.edu/hr/benefits/index.html     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). With an enrollment over 15,800 students, Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    Associate Counselors have completed their graduate degrees in counseling, marriage and family therapy, or social work, and need to gather hours of supervised clinical experience toward licensure. Associates receive one hour of individual supervision and two hours of group supervision each week, as well as monthly professional development trainings. Position is three days a week and requires Thursday, for a total of 24 hours per week.   This recruitment will be used to establish a pool of candidates for current and future temporary positions. These are temporary, part-time (0.60 time-base) positions through May 17, 2024 , with the possibility of reappointment. This appointment cannot exceed 2 years in the position.    Responsibilities    Associate Counselors, under the supervision of the Director of Counseling and their clinical supervisor, provide intake assessments, crisis intervention, and short-term individual and couples counseling to students of the University. They work collaboratively with counseling and medical staff to help students maintain optimum mental and physical health. The Associate Counselor may also provide group counseling and outreach presentations to the campus community in partnership with licensed clinical staff.     Required Qualifications     Thorough knowledge and understanding of professional counseling theory and practice, and adherence to approved professional, legal and ethical standards of the counseling profession.   Minimum Qualifications    Must have completed an accredited master's level program in counseling, marriage and family therapy or social work.     Preferred Skills and Knowledge      Experience in, or a strong desire to learn about, crisis intervention, short-term therapy, couples therapy, group therapy, and outreach and consultation.      Experience or a strong desire to learn as a clinical generalist. Common issue areas include interpersonal relationships, depression, anxiety, sexual assault, autism spectrum disorders, anger management, sexual disorders, eating disorders, domestic violence, and substance abuse treatment.     Proficient in using electronic health records.     Strong demonstrated experience working with diverse populations.      Ability to collaborate with a multidisciplinary team of mental health and medical providers in an integrated health center.     Experience in a college or university setting.     Proficient in interpersonal, verbal, and written communication.     Proficient in Spanish, Mandarin, or Cantonese.        Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website at http://www.csueastbay.edu/smokeandtobaccofree/  In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available at: http://www.csueastbay.edu/upd/safety-and-security-reports.html    Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The incumbent in this position may be considered a mandated reporter under the California Child Abuse and Neglect Reporting Act and will be required to comply with requirements set forth in the CSU Executive Order 1083 as a condition of employment.  Advertised: Apr 28 2023 Pacific Daylight Time  Applications close:  Closing Date/Time:
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         Salary and Benefits    Salary Range: $1,612.00 - $1,759.00 /month for this part time position.   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 13 paid holidays, one personal holiday and tuition fee waiver.  For more information on the benefits program, please visit https://www.csueastbay.edu/hr/benefits/index.html     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). With an enrollment over 15,800 students, Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    Associate Counselors have completed their graduate degrees in counseling, marriage and family therapy, or social work, and need to gather hours of supervised clinical experience toward licensure. Associates receive one hour of individual supervision and two hours of group supervision each week, as well as monthly professional development trainings. Position is three days a week and requires Thursday, for a total of 24 hours per week.   This recruitment will be used to establish a pool of candidates for current and future temporary positions. These are temporary, part-time (0.60 time-base) positions through May 17, 2024 , with the possibility of reappointment. This appointment cannot exceed 2 years in the position.    Responsibilities    Associate Counselors, under the supervision of the Director of Counseling and their clinical supervisor, provide intake assessments, crisis intervention, and short-term individual and couples counseling to students of the University. They work collaboratively with counseling and medical staff to help students maintain optimum mental and physical health. The Associate Counselor may also provide group counseling and outreach presentations to the campus community in partnership with licensed clinical staff.     Required Qualifications     Thorough knowledge and understanding of professional counseling theory and practice, and adherence to approved professional, legal and ethical standards of the counseling profession.   Minimum Qualifications    Must have completed an accredited master's level program in counseling, marriage and family therapy or social work.     Preferred Skills and Knowledge      Experience in, or a strong desire to learn about, crisis intervention, short-term therapy, couples therapy, group therapy, and outreach and consultation.      Experience or a strong desire to learn as a clinical generalist. Common issue areas include interpersonal relationships, depression, anxiety, sexual assault, autism spectrum disorders, anger management, sexual disorders, eating disorders, domestic violence, and substance abuse treatment.     Proficient in using electronic health records.     Strong demonstrated experience working with diverse populations.      Ability to collaborate with a multidisciplinary team of mental health and medical providers in an integrated health center.     Experience in a college or university setting.     Proficient in interpersonal, verbal, and written communication.     Proficient in Spanish, Mandarin, or Cantonese.        Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website at http://www.csueastbay.edu/smokeandtobaccofree/  In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available at: http://www.csueastbay.edu/upd/safety-and-security-reports.html    Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The incumbent in this position may be considered a mandated reporter under the California Child Abuse and Neglect Reporting Act and will be required to comply with requirements set forth in the CSU Executive Order 1083 as a condition of employment.  Advertised: Apr 28 2023 Pacific Daylight Time  Applications close:  Closing Date/Time:
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             Salary and Benefits    The starting salary is anticipated to be between $4,198.40 and $4,500 per month (at .8 time base).   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 13 paid holidays, one personal holiday and tuition fee waiver.    For more information on the benefits program, please visit https://www.csueastbay.edu/hr/benefits/index.html     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). With an enrollment over 15,800 students, Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    Working under the supervision of the Director of Counseling Services, Counselor Faculty provide clinical services to registered students of the University. The student population at Cal State East Bay is diverse, presenting with a wide range of psychosocial, developmental, interpersonal, and relational concerns. The Counselor Faculty assumes independent responsibility for their cases, including identification of major problems, determining services needed, selecting and using appropriate counseling strategies, assessing results, and, where appropriate, referring to additional services.    This recruitment will be used to establish a pool of candidates for current and future temporary positions. These are temporary, part-time (0.80 time-base) positions through May 17, 2024 , with the possibility of reappointment.   PLEASE NOTE: This is an academic year position. Benefits eligibility and earnings may be impacted if a candidate is unable to work through the entirety of the academic year appointment or if the percentage of employment does not qualify them for benefits. For the 2023/24 academic year, the appointment begins on August 21, 2023 and ends on May 17, 2024.    Responsibilities    Counselor Faculty provide clinical services including intake assessment, crisis intervention, short-term individual, couples, and group therapy, and some case management. Counselor Faculty also provide outreach programs about mental health, and debriefing and assistance during University crises as needed. Counselor Faculty may also serve as liaisons to particular departments or populations on campus, or provide training in areas of expertise.    Required Qualifications      Ability to assess and intervene in crisis situations.      Ability to provide short-term individual, couples, and group counseling.     Ability to provide education and counseling for substance abuse.      Ability to provide debriefing and assistance during university-wide crises.      Ability to design and implement outreach programs to the university community, including presentations, workshops, and building liaison relationships.      Ability to work after hours or on weekends on occasion for outreach or crisis intervention.       Demonstrated ability to work effectively with diverse community        Minimum Qualifications      Possession of an appropriate terminal degree, e.g., a master's or doctorate in behavioral sciences, counseling, psychology or a specific related academic field.      Licensed by California Board of Behavioral Sciences as LMFT, LCSW, LPCC, or Clinical Psychologist. Committee will consider license-eligible candidates who are in the process of completing their exams, but candidate must possess valid California license at time of hire.        Preferred Skills and Knowledge      Experience on multidisciplinary team of mental health professionals and primary care clinicians within an integrated center.      Experience facilitating both psychoeducational and interpersonal process groups.     Experience treating a wide variety of issues, including substance abuse, relationship issues, depression, anxiety, sexual assault, autism spectrum disorders, anger management, sexual disorders, eating disorders, and/or domestic violence.     Proficient in electronic scheduling and records     Strong interpersonal, verbal, and written communication skills.     Experience providing short-term couples counseling.     Proficient in Spanish, Mandarin, or Cantonese        Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website at http://www.csueastbay.edu/smokeandtobaccofree/  In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available at: http://www.csueastbay.edu/upd/safety-and-security-reports.html    Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The incumbent in this position may be considered a mandated reporter under the California Child Abuse and Neglect Reporting Act and will be required to comply with requirements set forth in the CSU Executive Order 1083 as a condition of employment.  Advertised: Apr 28 2023 Pacific Daylight Time  Applications close:  Closing Date/Time:
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         Salary and Benefits    The starting salary is anticipated to be between $4,198.40 and $4,500 per month (at .8 time base).   Cal State East Bay offers a broad range of benefits that includes medical, dental, vision, retirement (CalPERS), 401k, 457, 403(b), dependent and health care reimbursement accounts, life insurance, vacation and sick, 13 paid holidays, one personal holiday and tuition fee waiver.    For more information on the benefits program, please visit https://www.csueastbay.edu/hr/benefits/index.html     About Cal State East Bay    Cal State East Bay's beautiful main campus is located in the Hayward hills with panoramic views of the San Francisco Bay shoreline. Situated above the city of Hayward, the campus offers an ideal setting for teaching and learning and yet easy access to the many cities along the bay. The University has a satellite campus in Concord, a professional development center in Oakland and a significant presence online. Founded in 1957, Cal State East Bay is one of 23 universities of the California State University system (CSU). With an enrollment over 15,800 students, Cal State East Bay is recognized as a regionally engaged and globally oriented university with a strong commitment to academic innovation, student success, engaged and service learning, diversity, and sustainability.    About the Position    Working under the supervision of the Director of Counseling Services, Counselor Faculty provide clinical services to registered students of the University. The student population at Cal State East Bay is diverse, presenting with a wide range of psychosocial, developmental, interpersonal, and relational concerns. The Counselor Faculty assumes independent responsibility for their cases, including identification of major problems, determining services needed, selecting and using appropriate counseling strategies, assessing results, and, where appropriate, referring to additional services.    This recruitment will be used to establish a pool of candidates for current and future temporary positions. These are temporary, part-time (0.80 time-base) positions through May 17, 2024 , with the possibility of reappointment.   PLEASE NOTE: This is an academic year position. Benefits eligibility and earnings may be impacted if a candidate is unable to work through the entirety of the academic year appointment or if the percentage of employment does not qualify them for benefits. For the 2023/24 academic year, the appointment begins on August 21, 2023 and ends on May 17, 2024.    Responsibilities    Counselor Faculty provide clinical services including intake assessment, crisis intervention, short-term individual, couples, and group therapy, and some case management. Counselor Faculty also provide outreach programs about mental health, and debriefing and assistance during University crises as needed. Counselor Faculty may also serve as liaisons to particular departments or populations on campus, or provide training in areas of expertise.    Required Qualifications      Ability to assess and intervene in crisis situations.      Ability to provide short-term individual, couples, and group counseling.     Ability to provide education and counseling for substance abuse.      Ability to provide debriefing and assistance during university-wide crises.      Ability to design and implement outreach programs to the university community, including presentations, workshops, and building liaison relationships.      Ability to work after hours or on weekends on occasion for outreach or crisis intervention.       Demonstrated ability to work effectively with diverse community        Minimum Qualifications      Possession of an appropriate terminal degree, e.g., a master's or doctorate in behavioral sciences, counseling, psychology or a specific related academic field.      Licensed by California Board of Behavioral Sciences as LMFT, LCSW, LPCC, or Clinical Psychologist. Committee will consider license-eligible candidates who are in the process of completing their exams, but candidate must possess valid California license at time of hire.        Preferred Skills and Knowledge      Experience on multidisciplinary team of mental health professionals and primary care clinicians within an integrated center.      Experience facilitating both psychoeducational and interpersonal process groups.     Experience treating a wide variety of issues, including substance abuse, relationship issues, depression, anxiety, sexual assault, autism spectrum disorders, anger management, sexual disorders, eating disorders, and/or domestic violence.     Proficient in electronic scheduling and records     Strong interpersonal, verbal, and written communication skills.     Experience providing short-term couples counseling.     Proficient in Spanish, Mandarin, or Cantonese        Condition(s) of Employment    Satisfactory completion of a background check (including LiveScan, as appropriate), that may include, but is not limited to: criminal records check, verification of academic credentials, licenses, certificates, credit history, professional references and/or verification of work history is required for employment. Cal State East Bay will issue a conditional offer of employment to the selected candidate, which may be rescinded if the background check reveals disqualifying information, and/or it is discovered that the candidate knowingly withheld or falsified information. Unsatisfactory results may also affect the continued employment of current Cal State East Bay employees who were conditionally offered the position.  All background checks are conducted through the university's third party vendor, Accurate. LiveScan is conducted through the University Police Department.    EEO Statement    As an Equal Opportunity Employer, Cal State East Bay does not discriminate on the basis of any protected categories: age, ancestry, citizenship, color, disability, gender, immigration status, marital status, national origin, race, religion, sexual orientation, or veteran's status. The University is committed to the principles of diversity in employment and to creating a stimulating learning environment for its diverse student body.    Other Information    All California State University campuses, including Cal State East Bay, are smoke and tobacco-free. For more information, please visit our website at http://www.csueastbay.edu/smokeandtobaccofree/  In compliance with state and federal crime awareness and campus security legislation, including The Jeanne Clery Disclosure of Campus Security Policy and Crime Statistics Act, the Cal State East Bay Annual Campus Security Report is available at: http://www.csueastbay.edu/upd/safety-and-security-reports.html    Sponsorship    Cal State East Bay is not a sponsoring agency for Staff or Management positions and we are not an E-Verify employer.    Mandated Reporter    The incumbent in this position may be considered a mandated reporter under the California Child Abuse and Neglect Reporting Act and will be required to comply with requirements set forth in the CSU Executive Order 1083 as a condition of employment.  Advertised: Apr 28 2023 Pacific Daylight Time  Applications close:  Closing Date/Time:
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