
 HEARTLAND COMMUNITY COLLEGE POSITION DESCRIPTION 
 
Title: Vice President of Continuing Education and Advancement 
 
Title of Supervisor: President 
 
General Responsibilities: 
The Vice President of Continuing Education and Advancement is the chief continuing education and 
advancement officer of the College.  General responsibilities include providing executive leadership, 
direction, and support for the planning and operations of the College’s adult education, community 
education, customized training, development, marketing, and governmental relations units. 
 
Required Qualifications: 
1. Master's degree. 
2. A proven record of leadership in adult education, community education, customized training, 

development, marketing, or governmental relations units including at least five years of such 
experience in an educational institution. 

3 Strong management, organizational, interpersonal, and motivational skills.   
4. Demonstrated ability to work with widely varied stakeholders both internal and external to the 

College. 
5. Excellent oral and written communication skills.    
 
Desired Qualifications: 
1. Doctoral degree. 
2. Experience in higher education, especially Illinois community college experience. 
3. Strong knowledge of, and active involvement in, District 540.    
4. Experience working with community entities, especially District 540 employers and economic 

development agencies.  
5. Demonstrated entrepreneurial approach to programs, training, and partnerships to further the 

College mission. 
6. Demonstrated experience with fundraising functions of an organization including foundation 

boards, grant writing, and management. 
7. Experience working with elected officials and their staff to build awareness and cultivate support. 
 
Essential Functions and Duties: 
1. Direct the College’s adult education, community education, customized training, development, 

marketing, and governmental relations units as well as other areas determined to be within the 
Continuing Education and Advancement units of the College. 

 
2. Serve as principal advisor to the President on matters related to adult and continuing education, 

and advancement. 
 
3. As a member of the executive leadership team (Cabinet), contribute significantly to policy 

development and major strategic planning and resource allocation decisions. 
 
4. Oversee the planning processes related to adult education, community education, customized 

training, development, marketing, and governmental relations. Establish goals and implement 
operational plans for these departments consistent with the strategic plan of the College. 

 
5. Provide leadership in recruitment, selection, evaluation, and development of key staff in continuing 

education and advancement. 
 
6. Promote a culture of collaboration and cooperation with other members of the College community to 

ensure integrated and coordinated operations.   
 
7. Keep abreast of new developments and maintain a creative and receptive attitude toward change 



supportive of continuous improvement of operations and services, and consistent with the College 
commitment to the Academic Quality Improvement Program (AQIP) and a constant focus on 
student success. 

 
8. Attend Board, Cabinet, and other meetings as appropriate, and prepare recommendations and 

supporting documentation as needed. 
 
9. Represent the College in local, state, and national professional organizations and establish linkages 

with appropriate local, regional, and state resources and agencies, and public groups. 
 
10. Provide leadership to the College’s outreach to the employers of District 540 as it relates to training, 

workforce development, and fundraising. 
 
11. Attend Foundation board meetings and events in order to engage and support the Foundation 

board and its endeavors. 
 
12. Actively support Categories 1 and 2 in the College’s Academic Quality Improvement Program 

(AQIP) Systems Portfolio. Associated duties may include process ownership within the categories; 
process documentation and measures (KPIs); and contributing to the annual update of processes, 
results, and improvements for the Systems Portfolio. 

 
13. Promote the College through frequent personal contact with community leaders: business, 

educational, governmental, and others. 
 
14. Perform duties in support of and consistent with the College’s Risk Management Program. 
 
 
Other Duties and Responsibilities: 
This job description does not state or imply that the duties listed on this description are the only duties to be performed by the 
employee in this position.  The incumbent may be required to follow other instructions and to perform other duties requested by his or 
her supervisor within reason. 
 
Tenure Track: No 
Grant funded: No 
Classification: Executive 
Position Grade: Cabinet 
PS Position No.: 00003350 
 
 


