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"ABSTRACT | o L I A P
K T P As;an“infaxmatignalléia,fQE'Flori&agcapmunity'callegegifxp -
administrators, this manual outlines a set of performance PR,
competencies for chief ‘student affairs officers (CSAO's). A - D :
professional mission statement for CSAO's is presented first, U
followed by a brief discussion of the use of the manual in writing . - o
‘job ‘descriptions, selecting candidates for CSAO positioms, : S
identifying staff developmen® néeds, facilitating self-evaluation,
“4dentifying professional training requirements, expanding studentéa .
‘affairs functions within the college, evaluating job performance, and
. contributing to accountability. The manual’thén outlines .specific
‘competencies under five professional skill categories: (1) Ve T
~educational leadership 'skills'required to analyze and interpret =~ s

institutional-policy on behalf of students-ahﬂftg;paiiicipate'infthEQ_
A

.o
S e e

policy-making process;: (2)'management and supervisor¥ skills needed
‘in .writing budgets, selecting and training personnel,\and determining
-agoals and obdectives: (3) articulation skills requiréd to ‘assure a’ -
flow.of information among. students, college staff, and the, community:
(4) program development skills required in assessing student needs,
secyring adequate human and financial resources, and evaluating. .
programs: and (5) skills required for participation in community and
professional activities outside of the college. Definitions and
.criteria for assessing competence are enumerated for each of the
competencies .specified in the manual. (Ipy ' : .
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whcr seek aSSlStanEE :Emm the chi v
cansumer and dther v1able mforma on ‘while beir
ern Theaudien:es w

,,fd; Federal laws and regulatmn'

L

T' e} ‘variou
,rt serv

/

member: of. the student SEFV,LCES/F)EFSDHHE] staff.

-

ta abfam a. solutu:\n tc!

*Understand .all conditions ‘= s
are available within .the- hmltatmns of State
: and policies of the-college. Further, -the:: .
demonstrated needs of the varmué ‘audiences will be met through' efforts. of the. =
hnef student affalrs fou:er to mterpret and artlculate pchc:y. S

audlences wnll rece cc\unsellng, testmg, adwsement, and other
1(:&5 based on- demﬂnstrated rieed except when a problem is deétermined
 outside ‘the expertise or: resr?urc:es of -the Chlef student affalrs fou:er or ,'

Y

The c! f;den‘tlahty ‘of . the t:lrcumstance c:f any - student, athe:;*rnembers of the
ion: aﬂd members of the c:ommumty Eommunxcated tg_the chiet student




““This manual wa
~defining. com
com petenc

N
- --,‘Stafi Develapment - When campetenc,les for p051t10n5 have beeﬁ
.. evaluation “of . those competencies can’ result in. the identif

: ;respans,lbmtles have a clear indication’ cx:f the c:ompeterlcles needeﬁ fi:l‘
sper:xflc pasﬂmns and functmns. : S Lo

- speG
develc\ped m ‘order to successiully expand programs 1’i’\to new areas.

: ,1dent1fled artlculatlon w1th graduaté Si:hDDI ’erém

SRS

U 77T USES.OF THE MANUAL

as developed tQ prowde comrﬂumty co IEgES in Flcrlda w11:h a tcsol for
petencies for chiefy student affairs officers.. The maﬁual lists specxflc
that maygpplx tx:n Each carﬂmumty Eollegé : . ; :

':Thefldentlfledﬁ ccmpetenmes can.serve the foll@wmg purpases wn:h regard to. the
::hlei student affau‘s ’fflcers in Flonda‘s comrnumty Calleges-‘ S

cbi Descglptlon - When ccmpetenmes_ have been Ldentnfled they ¢ 1
i develo Lng or updatmg Job descrlpty , RN ?

- When competenc;es have been ldEnthlEd they can, \w;th

) \'.V

- assessment - measures, ald- in the screemng =and selectmn oi new
:"'ff;persannel ) 1;"”_”"- R . e R E e \\

1

specific needs for staff development programming.. ‘Those with- ;trammg

. Seli Evaluatmn - When compefenmes for a staff member ‘have been
~agr eed upon, that staff member has - a faol ggr self evaluatmn and
development.- RN ,

m"-.,Expahsmn Whén CompETEnCLES have been ldennfxed w1thm
“]ob functions, they show the skills that are necessary | to be

nel ; serwces 15 greatly facﬂltated.

Evaluatmn W--hen ccmpetencles have been 1d:§ﬁt1f d,a “careful

&

When perfcrmance cgmpetenmes have been -

accountability standards.
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ediation’ is

feil,,necl
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sition hava been LI
professgonals 1n L

identified, they show. .the 1mplementatmﬂ of a portlan of the



SUGGES ED PERFORMANCE CDMPETENCIES
FDR CHIEF STUDENT AFFAIRS DFFICERS

- Lis "d. beldw ere flve iunetmns \wth defmmonsj eompetenelee, and esseesment’
criteria. .Theése were ‘identified by the -Florida ‘Community College .‘Council of

Student Affairs' Task Force on the Idennflcet;on of Performance Competenmes fD[’ -

,”:;\Chlef Student Affairs Officers.. ..

B Edueetlenal Leedershlp - ThlS functlon refers to the proaetnve role of the

the prlmery etudent advocate.of the 1n5t1tut10n. : .

To perform thlS funet;on effeetlvely, the Chl&f Student Affalrs foleer muet
be able to, : , : : o ’

A Analyee the potentlal impact of pendlng 1esuee upon th >
o needs of the etudente of the 1net1tutlon. LY e

*interest “and
-To demonstrate thle competency, the Chtef Student Affelrs Officer must .-

" be: able td.

1. Determme through an approved rnethdd of analyele ‘the
l;"lrnpaet of 1net1tutlonal policy on 1dent1f1ed student needs.

2., Develop queetlonnelres t6 obtain lnfOl’matlon from students relenve
to the impact of eollege policy on their needs. S

/

- B. ;Ana,lyee the potennel 1mpaet of pend;ng pollcy issues . upon existing

» /program and personnel resources which are within the adrnlnletratxve o
]urlsdtetmn df the’ Chtef Student Affairs foleer. R S

S .To demonstrate-this cernpeteney, the (:hlEf Student Affatrs Officer must
o be able to: . : _ -

f 1. Determlne via. etudent effalrs edm1n15tret0rs/euperv1eors the impact’,
7. of eollege pollcy updn exletmg progrem and personnel resources.

< 2. 'Develdp questlonnalree 10 ¢ dbteln 1nforrnatlon from edmlmetrators/-

; euperwsere reletlve to the J.rnpect of college polley on their needs.

C. .Interact ef:fectlvely with -the adm«lnlstratlon, ‘feeulty, and staff in

Chief: Student-Affairs Officer in partlelpatmg in all c‘gllege pehcy matters as -«

presenting the needs of students and student eifalre in decision-making - -’

" process. w o _

- To demonstrate this cempeteney, the’ Chl&f Student Affatrs C)fflcer muet -
" be. able to: . _

1. Attend and pertlclpate -in meetlnge where deelsldns are rnede

relat;ve to Student polu:y : o : :

. B . N 'K)c; .

2. Anelyze the effeenvenese Df the decision- meklng process whlch :
refleet the needs of studente, and student aifelrs. .

3



D

1. Recommend the eetebhshment end/or rev1ew of lnstltutldnal pohcy .

LR E =

lnfluence eellege po,llc:y der:;smns whu:h 1mpect bdth dlrectly andr

: mdlrectly, students of the Lnstttutmn, personnel and pregram resources
* within student affalrs.. e T o

‘ - uE : R T RS

To demonstrate thls eompeten:y, the C‘h;ef Student Affelrs C)ffu:er must
beablete. e L

i,i
=t

- ~which meac:t stdde’te. ’ o _ oy ej; -

v

2. (‘Dbteln 1nformetmb from student end steff thet would 1nﬂuenee the -
7 edllege pehc:y and reV‘;ew of eurrent cdllege o

-}__eetabllshment d_f F
policy. "

Interpret pohey dec151dns intd- language and forms which are “under-

standable - and_ d;ssemlnete thls lnformetldn _to. the’ entlre eellege_

- .eemmumty.

1. ‘Provide an e;cplenetmn of eollege pehey. e .

"To demenstrate this eompetenc:y, the Chtef Student Affelre C)ffu:er must

be able” td. P : E oo

used to disseminate eollege policy. IR

' Management and Superwsmn - This’ :func:tlon refers to the rdle of the (:hlef

Student Affdirs Officer in the dellverenee of progrems and serweee, and

monltormg e551gned functions.

To perform this. funetton effectxvely, the Chlef Student Affairs Officer must;
be ablé to: 9’—1_ : . o

L Eveluate the eetvie'es te'istuldente

.To demonstrate this cempeteney, the Chlef Student Affairs fou:er must
“be able to: : :

v .
T

Plan, 1mplement, and. memtor operetmg budgets for etudent effelrst

To demonstrete tmls eompetency, ,the Chief Student Affa;re thlcer muet
be able. to:

1; Develop budgets to meet the needs of progrems and services.

2. ‘Allocate budgete to prowde pfegrems and servu:ee

'3, Remain within budget peremeters end make tlmely prov1510ne Jor

budget emendmente. , . :

2. Rev;ew annue,lly the effectlveness of student affau’s 1n5truments

i



st |

1. Select quahfled persannel -

2.t E‘. rnmend employment of quahiled persannel. L

'Tram the staﬂ that perfarm the. pragrams and servu:es. '

'\»,

o Sele taff perfarmmg the pr@grams and SErwr:es_

To demanstrate th15 campetency, the Ch;ef Student Affa;rs Dfiu:er rnust
béable to: - SR A . 3 , \ :

i - ) . --\”%A u =

-

To demanstrate thls com«petency, the Eh;ef Student Afiams Diiu:er rnust

be able to:’ - . R

L Prom@fe and prav,lde m—servn:e, anatheajab trammg, and fcrmai

"~ 2. Communicate goals and

T tralnmg oppcrtumtles fér stafi L - - R
‘2. Evaluate in-service, »on—theajﬁ;b- training, and formal training
. pracedures oL . : ‘ '
R . = L . o= . = \ . N
Superwse the staff that perfnrm the pragrams and servn:es. 7

-

’ aperaxmn of student affalrs.

5

.To demonstrate thls campeterﬁ:y, the, Ch;ef Studgnt Affa;rs fou:er rnust‘
beableta. e

;1; Memtor da;ly actwmes of office .personnel to ‘_a,;ssuzré efficient -

2. "Seek feedbac:k from: student affairs perscnnel regardmg the superg )

vision c:f daily activities.

: Evaluate the staff that perform the pmgrams and servu:es.

s

To demansfrate ‘thlS campetency, the Chlef Student Affalrs fou:er must

5 ' 7 ‘be able to:

1 _ Prowde written job descrlptmns for student affalrs persannel

2. Canduct and maintain annual written evaiuatlons on student affalrs :

pEFSanel. .

' Establish, d;ssemmatg, and EValuate the %oals and ob]ectlves csf each ‘of

the pro j}ams and services. -

be able io; »

.. Develap goals and c:b]er:tWes for services and pmgrams o‘f student
affairs which are. consistent with stated mstltutn:mal goals and
objectives. : o

" staff.

tg_indigenous



“3 Eveluete the outco?nes ef studen,’t e@falrs prcglzams and servu:es 1n
: relatmn to goals and eb]ect;ves- e . .

glf u:ulatmn - Th15 funetlon refers to’ the role Gi th , :h:-ef Student Affe;rs
fficer in-ensuring the flow of xnfermatmn arneng the students, the staff the

callege, and the r.:ornmumty,

To perform this functlon effectlvely, the Chief. Student A\ffalrs thlcer rnust‘ I

“’-beablete._ . SR 1_

. :ge :"',_

AL Interprete end dxsselﬁlnate the rmssmn, geels, and DbjECtIVES of the L

1nst1tut1en to the personnel in student effaxrs.

E

:To demon‘strate this competeney, the Ch;ei Student Affalrs folCEf must
be able: to: ‘ ,"':_ . )

o
= i
!

1. Communicate the. mission, goals, andfebjeetwes of the eellege to
student affairs persennel Lo AR . : g

B..- Demonstrate communleatlon skllls wrzt:h w1ll mterpret and premote the
ggels and objectives of student effexr to al,l segments of the campus and
the* cornmumty L : :

: To demegstrate th15 coﬁfpeteney, the Chxef Student Affelrs C)ffn:er must

. be able to: N _
l. - Cemmunlcate the ‘goals . and abJ\EthES nf stu ent affau-s !
' c:ampus and. c:omrnunlty. T e f“ : . 7

E.

T C. ‘-Cornrnumcate\ the tieed “for pasive werk;ng relatlonshlps between -
; - student’ affalrjs staff and others on the campue te enhance services to

~ students. . Lo R o o . .
To dernoristrate this Cornpetency, the‘Fhlef Student Affaxrs C)ff er must -
be able to: - ] e G __a.» L

Yow

1. Implement strateg;es fer a pQSli‘LVE workmg relatlonshlp between
. student affairs staff and others on the campus fo- enhance services .
to students, RS A

D. Provide the framework by whlch lnfermatlon abeut the college may be.-
accurately disseminated, and ut;hze feedback Dbtalned from all its
Censtltuenclesi . :

To demonstrate th;s cempetency, the Chlef Student Affalrs C)ffu:er must
be able to: o S oo

. Implement a network for information tlew; '

St

e -




..

-Developfﬁent of Programs and Servu:es = This funetmn refere to the role of .
'the Chlef Student Affelre C)ffxeer in plenmngi implementmg, memtelmn Ilar d

serwces )

i
-

‘ £ . . N ‘i t & .

To perform thls funetlen efiectlvely; ‘the Ch;efasStudent Affelre foi ‘er must L

be able to: : S oo

;A!

- able to:

C.,

Identlfy the needs of etudente. - o i “T’ - .

To demonstrate thle eompeteney, the Chief Student Affelrs thlcer rnuet

beeble to: . o LT,

i LItlhee sound research’ teehmques to eseertam, treet and 1nterpret‘

'the needs Df student ehentele- :

v 2 Ttenslate the results of Dnsgmng student reseert:hf analyees 1nte-" ‘

operetnonal pmgreme and services, -

3. “Share the results eﬁd the tmplerﬂentetmn plan, oi student reeeereh 3
' _with other appropriate prerttes within and GUtSlde the college-

Apply recent progrern devel’cpmeﬂts in the fle,ld of etudentjﬁelrs

To demonetrete th;s eompetency, the Chief Student Affairy C)ﬂu:er nfust

" be able to:

* B o= . . '
.

- 1. Rev1ew evelvmg theories of ‘student development end etudent

servu:ee for eppllcetlon to the college's own: progrems eﬂd servxeeei

2. Cemmumeete to the college end within the professnon mformatlon '
E regerdtng success ful pragrems end services. '

3. Adopt epptepnetef 1nnovet1ve praeneee through a review and
“evaluation of sueeeeeful in- place programs. - : : .

Belenee flnanelel end staff gesoureee with student effelre prqurem neede.
- = . ¥
To perferm thlS eompetene’y, the Chlef Student Affelrs QfﬁCer must be

_g,; -‘i

L (E‘ommu"meete effeettvely and persues\ively to ﬁ’\e pre51dent ef the'

... .college the staf:ﬁng and imenelel needs of student services. -

-z -

f2. Anelyze finances and personnel avellable to the eh;ef student efiexre

effieer;

3. Estabhsh pregram prlontles in keeping with student needs.

s-\j// Develop and operate pregrams which mexlrmee ,J;l ble etaff and

: ftnene1el resources.



D. Evaluate the achleved progr‘am goals and the lmpact Df each‘pmgram and o )
v . service on u:lentlfled néeds of CllEﬁtS- : R L
© i Ta demnnstrate ThlS campetency, the Chlef Student Affalrs C)fimer must
o ; bE able ‘t@' o . o . ) ;1,“-—' - SR S
T o \ .
. . ] ¥
1 'Provuje orgamzed and systematlc cansumer mput on- Each*;g—place
' program and serwce. : : A : -
: 2, Ccmpare the resu,lts of c',llent mput with the,
' prggrams and serw&es. IO
“ . 3 Use cl",nt mput tc: mcdgfy or ellmmate exlsnng gjmgrams aﬁd o
/ g - servicés or to create new pragrams and servu:es. P { SoEEe 0 e
Cammumfy Awareness, Involvernent and Servu:es kb #
“the role of the ChiefStudent Affau's Officer as a ;ontrlbi tlng partlc;pant in,
the issues and activities of -the c:ommumty served by--the college and the
professmn of student affaus. TR S S e e R
 To perform this functlon Effectlvely, the Chief Stuéent Affau*s fou:er must
beable to: - IR Do _ . ; B ]
A ) Serve the needs cf the commumty and” the prgfessmn thmug persanaL o - g
mvalvement stafﬁng camm;tment and pmgram mclusmn. "’_ ‘ oot T
s \c:ommumty ta Lo
S ascertam the pateritlal far personal and professmnai nmlvement. ,, ; Tt
- ! - x v . : o
' 2. Encourage commumty and pmfessu:mal awareness and m\mlvement
among staff w1th1n student affairs.. . S L - :
_ 3. Pramgte an awaréness and involvement -in cornmumty ’nc!,j e T
R *professi@hal issues amcn‘g Student affalrs personnel . Lo T
ERL. Allocate tlme and. cﬁ:her resources which w1ljﬁperrmt part1c1p tion 1n Lt
TR cammumty and professxonal 1nvolvement.! ; e LT
5.4 Utlhze mfcrmanon ‘ﬂbfalned thraugh communﬁy andﬁ'professmnal B gt
PR mvol\sement to impact pl’lBt‘ltléS as they relate to exlstlng prggrams s, L
A . of the msﬂtutmn. . s : _ e
_ . *-t = i s 7 R ™ - . f C \
® ;‘!6@ [
. v e . oo
) 10« L ey . .
. . 3 . y : [
\’ \ = B '
: : 1 1 2 -t v .
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