Guidelines for Creating a New RT/EP Job Description


In creating the job description, you may wish to refer to the following list. All or perhaps some items may relate to the assignment:
1. Leadership 
Selection						Legislation
Assignment and Scheduling			Conferences
Payroll 						Conflict Resolution

2. Curriculum 
Preparation/Revision
Presentation to C & I
Scheduling 

3. Budget
Preparation
Annual Request
Management
Preparation of Grant Application - Fiscal 

4. Students
Recruitment
Information
Complaints/Grievances
Testing - Selection and Administration 

5. Materials, Equipment
Selection and Ordering  
Maintenance/Repair 
Inventory 

6. Classified Personnel 
Selection/Supervision/Evaluation
Payroll 

7. Locations 
Selection/Supervision
Scheduling 

8. Coordination College - 
Internal meetings, e.g. Division Chairs, Governance
Committees, Executive Committee 
Community -
External Meetings State or Federal Agencies 
Advisory Boards Conferences


Job Announcement Template
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RELEASED TIME/EXTRA PAY OPPORTUNITY ANNOUNCEMENT
Position Title
____% Assignment
Closing Date:  


Objectives of Assignment:


Description of Assignment:


Supervision Exercised and Received:


Tasks and/or Activities Required:


Preferred Qualifications:


Stipend and/or Released Time:  


Term of Assignment:  



Application Procedure:

1. Interested faculty members should submit a letter of interest which clearly describes how the candidate is qualified to fulfill the duties of the position as listed on this announcement.  The letter of interest must be received in the Human Resources Office by 4:30 p.m. on the closing date for consideration for this position.		
2. A selection committee will interview the candidates for the position and make a final recommendation to _________________________. 


All activities related to this position in no way supplant contractual responsibilities
such as office hours, committee assignments and curriculum revision and development.
This position is subject to availability of continued funding.



Released Time/Extra Pay Assignment
Application


[image: ]RT/EP APPLICATION FORM

Position Title
% Released Time
Closing Date: 










Attach Additional Sheets, If Necessary
	Name:

	

	Current Position at GCC:
	GCC Telephone Extension:

	
	

	Relevant Experience and Education: 

	

	Other: 

	

	References: 

	





_______________________________________			_____________________
Employee Signature					Date

All activities related to this position in no way supplant contractual responsibilities
such as office hours, committee assignments and curriculum revision and development.
This position is subject to availability of continued funding.
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