
 
 
 
 

WYTHEVILLE COMMUNITY COLLEGE 

Coordinator of Dual Enrollment -- Posn #FA135 

 

Position Description 

 

The Coordinator of Dual Enrollment is responsible for the Dual Enrollment program which 

constitutes more than 20% of WCC’s credit enrollment and serves six public school divisions in 

a five county service region, and one private school.  The Coordinator is committed to the 

mission of Wytheville Community College and has experience working in a diverse student 

population.  The Coordinator is committed to academic excellence, continuous improvement 

through professional development, assessment, program and course development, and creating a 

collegial environment of civility, collaboration, and open communication.  The Coordinator of 

Dual Enrollment works among a faculty and staff with expertise in best practices, innovative 

strategies, and instructional technologies that support the highest quality teaching, learning, 

operation, and administration. 

 

The Coordinator’s responsibilities include:  

 

 Reviewing eligibility of students for college admission;  

 Enrolling students in college programs;  

 Recruiting students for college;  

 Advising individual students and parents; 

 Fostering partnerships with parents, students, college, and secondary school 

administrators;  

 Preparing and delivering presentations on college pathways, dual enrollment, and transfer 

matters to small and large groups; and, 

 Leading or facilitating detail oriented tasks such as auditing and verifying records. 

 

 

Minimum Required Qualifications (Knowledge, Skills, Abilities [KSAs]) 

 

 Proven ability to work as both a leader and a team player; 

 Demonstrated experience in oral and written communication, with the ability to prepare 

print and web marketing materials; 

 Demonstrated ability to resolve issues, resulting in mutual respect and tolerance for 

varying points of view; 
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 Demonstrated skill in managing a budget or other institutional resources; 

 Ability to effectively use computer software such as Microsoft Office to create 

spreadsheets and an online scheduling system to accurately enter course and class 

scheduling data; 

 Demonstrated ability to analyze data presented in a variety of formats, use queries to 

conduct analysis to assess and evaluate trends in student performance, discipline 

productivity and performance, and program productivity and performance; 

 Considerable knowledge of the community college mission, as well as administration 

practices and principles, curricula, instructional practices, and learning outcomes; 

 Knowledge of regional accreditation standards as well as any applicable specialized 

accreditation, certification, and licensure requirements; 

 Familiarity with the structure and function of secondary schools; 

 Demonstrated ability to develop and lead organized processes for ensuring accurate and 

efficient administration of work within the dual enrollment unit and with a variety of 

internal college departments, multiple school systems, and students; and 

 Demonstrated skill in managing a budget and other institutional resources. 

 

 

 

Minimum Required Qualifications (Education, Experience, Certifications) 

 

Candidates must have a master’s degree in one of the academic disciplines taught at the college, 

or a master’s degree in a related field with eighteen graduate credit hours in an academic 

discipline that is taught at the college.  

 

 

Preferred Qualifications (KSAs) 

 

 Direct experience preparing audit and accreditation reports and visits; 

 Experience with policies and procedures of the college and/or secondary school level; 

 Supervisory experience in an academic setting; 

 Current knowledge of dual enrollment issues at the local, state, and national levels 

preferred; 

 Direct experience with PeopleSoft 

 

 

Position Reports to the Vice President of Instruction and Student Development 

 

 

Application Process 

 

Interested persons are required to apply by using the on-line application process through the 

Virginia state-wide job listing at https://virginiajobs.peopleadmin.com   Applicants are also 

required to include a cover letter, current resume or CV, and an unofficial copy of college 

transcripts along with the application.  Only complete application documentation will be 

considered; partial submissions will not be considered.  Application documents will be received 

https://virginiajobs.peopleadmin.com/


until the position is filled; however, an initial review of the applicant pool will occur on July 6, 

2015.  Persons with disabilities requiring assistance should contact 276 223 4700.  Finalists will 

be expected to deliver a presentation during the interview process. 

 

The individual selected will be subject to a criminal history/sex offender background check and 

e-verify for employment eligibility as a condition of employment.   

 

Any questions regarding application document submission can be directed to 

lcox@wcc.vccs.edu   

 
Wytheville Community College does not discriminate on the basis of race, sex, color, national                                

origin, religion, sexual orientation, gender identity, age, political affiliation, genetics, veteran   

status, or disability when the person is otherwise qualified in its educational programs and   

activities or employment. The following person has been designated to handle inquiries   

regarding the non-discrimination policies: Crystal Cregger, Vice President of Finance and    

Administrative Services, 215 Bland Hall, 1000 East Main Street, Wytheville VA 24382,                                              

276-223-4762. For further information, see the list of OCR enforcement offices for the address                                    

and phone number of the office that serves your area, or call 1-800-421-3481 
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