ALVIN COMMUNITY COLLEGE
3110 Mustang Road
Alvin, TX 77511

Regular Meeting
Thursday, September 25, 2025 6:00 PM

Agenda

1. Call to Order
2. Certification of Posting of Notice




CERTIFICATION OF POSTING OF NOTICE TO THE
REGULAR MEETING OF THE
ALVIN COMMUNITY COLLEGE DISTRICT
BOARD OF REGENTS
SEPTEMBER 25, 2025

It is hereby certified that a notice of this meeting was posted on the 19® day of
September 2025, in a place convenient to the public on the Alvin Community
College campus as required by Section 551.002, Texas Government Code.

Signed this 19" day of September 2025.

felr P 5l

Dr. Robert Exley 7
President ’/




Board Recognitions
Executive Session
Call to Order
Pledge
Invocation
Citizen Inquiries
Board Chairman Report/Comments
0. Committee Reports
10.A. Facilities
10.B. Budget and Finance
11. Information Items
11.A. Personnel Action (New): Student Services Technology Liaison
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y Robert ]. Exley, PhD
v 1 President

ALVIN COMMUNITY COLLEGE

Your College : RightNow

MEMORANDUM NO: 142-2025

TO: Board of Regents
FROM: Robert J. Exley, PhD %
DATE: September 10, 2025

SUBJECT: Personnel Action — New Position, Student Services Technology Liaison

The individual listed below has been recommended to fill the full-time Student Services
Technology Liaison which was approved as a new position for FY2526.

Funding Source: 11-6-15000-61105

Candidate
Recommended: Christina Maartens

Education: University of Houston Clear Lake
Bachelor of Arts, Communications

Christina has been employed with Alvin Community College since November 2007 and is
currently a Pathways Advisor. She brings over 15 years of higher education experience with a
strong background in student services, project coordination, and technology implementation. She
is highly skilled in Ellucian, ConexEd, Argos, Modern Campus CMS, and other student
communication systems, with proven success in developing training materials, user guides, and
system improvements. Her extensive experience as a college liaison and advisor, combined with
expertise in data reporting and technical support, makes her well-prepared to bridge the gap
between IT, student services, and end users.

Grade - 207, 2025 — 2026 Staff Salary Schedule

RIJE:fmj



ACC ALVIN COMMUNITY COLLEGE

JOB DESCRIPTION

Job Title: Student Services Technology Liaison (PID: 962)
Department: Recruitment & Enrollment FLSA Status: Exempt
Reports To: Director, Recruitment & Enrollment Grade Level: 207

ORP Eligible: No Job Category: Professional

Contractual Position No
HR approved: Lindsey Hindman/Jessica Eddy Date: 07/16/2025
Last updated by: VPSS / John Matula Date: 07/15/2025

SUMMARY

The Student Services Technology Liaison serves as a connection between student services
personnel, Alvin Community College (ACC) Information Technology and all end users. This position
provides system implementation, training, and oversight of select technology-based tools.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.
e Serves as the primary point of contact between Student Services personnel, IT and service

providers

o Collects and documents user requirements, needs and pain points to relay to IT and service
providers.

e Analyzes feedback for users to identify recurring issues, trends and opportunities for
improvement

e Develops and provides training materials, one-on-one support and group learning
opportunities to end users

¢ Creates and maintains user guides, FAQs and other support documentation to assist new
and existing users to navigate products and services

e Acts as an intermediary to resolve issues quickly, ensuring satisfaction and positive user
experience

¢ Represents the Division and serves as an advocate with internal and external stakeholders

e Tracks and reports key performance metrics related to usability and utilization, satisfaction
product usage and efficiency

e Serves as the liaison between IT and Student Services for the maintenance and use of

reporting software

Assists in the development of and maintenance of data tables

Provides assistance to Student Services personnel in generating reports and data

Assists with the development of required reports

Other duties as assigned

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform the essential duties and
responsibilities listed above. The qualifications listed below are representative of the education,
experience, knowledge, skills, and/or abilities required.

REQUIRED QUALIFICATIONS
e Bachelor's degree
e Three (3) years of experience in higher education
e Administration experience working with reporting, CRMs, and student communications
applications and software

Full-Time 1



PREFERRED QUALIFICATIONS
o Five (5) years of experience in higher education, preferably in Student Services
e Bilingual — English/Spanish

KNOWLEDGE, SKILLS, AND ABILITIES
e Requires accuracy and attention to detail
Requires stamina during peak periods
Must be able to problem solve and think creatively
Knowledge of Microsoft Office applications required
Typing, filing and general office skills are required
Must have excellent interpersonal and communication skills
Must have experience with Ellucian/Colleague
Must have the dexterity required to operate keyboard-based equipment such as computers
Ability to work extended office hours during peak period of registration
Must be able to work pre-selected late shifts throughout the semester

WORK ENVIRONMENT

The incumbent typically works in an office environment and uses a computer, telephone and other
office equipment as needed to perform duties. The noise level in the work environment is typical of
that of an office. Incumbent may encounter frequent interruptions throughout the work day.

PHYSICAL DEMANDS
The employee is regularly required to sit, talk, or hear; frequently required to use repetitive hand
motion, handle or feel, and to stand, walk, reach, bend or lift up to twenty (20) pounds.

Alvin Community College is an equal opportunity institution and does not discriminate
against anyone on the basis of race, religion, color, sex, pregnancy, gender equity, sexual
orientation, parental status, national origin, age, disability, family medical history or genetic
information, political affiliation, military service or veteran's status.

This is a security sensitive position and requires a criminal history and/or motor vehicle
records check.

This job description in no way states or implies that these are the only duties to be performed
by the employee occupying this position. Employees will be required to follow any other job-
related instructions and to perform any other job-related duties requested by their supervisor.

This job description may be revised upon development of other duties and changes in
responsibilities.

X X

EMPLOYEE PRINTED NAME SUPERVISORS PRINTED NAME

X X

EMPLOYEE SIGNATURE AND DATE SUPERVISOR SIGNATURE AND DATE

Sign and return to HR for placement into employee personnel file.
Full-Time 2




11.B. Personnel Action (Replacement): Grounds Equipment Operator
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ALVIN COMMUNITY COLLEGE

Your College : RightNow

MEMORANDUM NO: 141-2025

TO: Board of Regents
FROM: Robert J. Exley, PhD %
DATE: September 10, 2025

SUBJECT: Personnel Action — Replacement Position, Grounds Equipment Operator

The individual listed below has been recommended to fill the full-time Grounds Equipment
Operator position, which is a replacement for Ahren Fuhrmann.

Funding Source: 11-8-16160-61305

Candidate
Recommended: Christopher Matula

Education: Living Stones Christian School
General Studies, Diploma

Christopher has been self-employed as a Part-Time Landscaper since March 2019 and has
extensive knowledge in mowing lawns, weed eating, edging, maintaining gardens, tilling, cleaning
barns, mulching, and power washing for many people in the Alvin/Pearland area. He has also been
employed with CMT Technical Services as a Field Technician from May 2025 to the present.

Grade - 107, 2025 — 2026 Staff Salary Schedule

RIJE:fmj



2CC ALVIN COMMUNITY COLLEGE

JOB DESCRIPTION

Job Title: Grounds Equipment Operator (PID 257)

Department: Physical Plant/Grounds FLSA Non-Exempt
Status:
Reports To: Grounds Maintenance Supervisor Job TSCM
Category:
Grade Level: 107

HR approved: Jessica Eddy (template updated 06.19.2024) Date: 06/19/2024
Last updated by: Physical Plant/BH & KN Date: 9/7/2023

SUMMARY
Responsible for the operation of all light equipment used in the maintenance of grounds. All duties
as assigned.

ESSENTIAL DUTIES AND RESPONSIBILITIES
e Drives gasoline or diesel-powered tractor to mow grass, draw implements such as box
blades, scraper, post hole digger and so forth in order to perform landscaping duties.
o Operates gasoline powered street sweeper, slope mower, triplex reel mower and other pieces
of riding equipment.
e Properly maintains all riding equipment and performs maintenance duties such as refueling,
oiling, greasing, checks batteries, tires and other moving parts to ensure proper operation.
e Maintains grounds including landscaping, mowing, trimming, edging, watering, fertilizing and
tree pruning.
o Applies chemicals such as fertilizers, herbicides, insecticides, pesticides and other
horticulture chemicals used in grounds maintenance.
e COperates equipment engaged in loading, unloading, storing and distributing materials
furniture, drums and other equipment designated for moving or reloading.
Assists in the maintaining of the sprinkler system.
Maintains tools and keeps work area clean and orderly and performs minor tool repairs.
Assist with setups involving campus tables, chairs, etc.
Other duties as assigned.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform the essential duties and
responsibilities listed above. The qualifications listed below are representative of the education,
experience, knowledge, skills, and/or abilities required.

REQUIRED QUALIFICATIONS
o Experience in operating light motorized equipment
e Must have a valid driver’s license and current automobile insurance

PREFERRED QUALIFICATIONS
¢ High school diploma or GED
o Experience in garden, lawn care or turf management
e Bilingual — English/Spanish

Full-Time 1



KNOWLEDGE, SKILLS, AND ABILITIES

o Must perform usual duties in the presence of others and must consider safety in order to
prevent injury

o Must be aware of people while operating equipment so as to not hit them or allow flying debris
to strike anyone

e Have the ability to work unsupervised

¢ Must be able to make decisions concerning the safe operation of equipment and when it is
to be operated

WORK ENVIRONMENT

Regularly works around moving mechanical parts and in outside conditions that include inclement
weather, heat and humidity. Noise level may be loud at times. Exposed to other disagreeable
features such as dust, dirt, grease, dampness, chemicals, cleaning agents, exhaust and fuel fumes
and runs a high risk of being bitten by insects such as wasps and bees.

PHYSICAL DEMANDS

Must be able to move objects, and use abdominal and lower back muscles to provide support over
time without fatigue. Constant movement and use of limbs; this position requires good manual
dexterity, coordination and stamina. Frequently moves assets and equipment weighing fifty (50) or
more pounds across campus for various campus and event needs. The Grounds Equipment
Operator will be exposed to rough riding, lifting, walking, pushing, pulling, sitting, standing,
stooping, and general out of position work for approximately twenty-five (25%) of the time.

Alvin Community College is an equal opportunity institution and does not discriminate
against anyone on the basis of race, religion, color, sex, pregnancy, gender equity, sexual
orientation, parental status, national origin, age, disability, family medical history or genetic
information, political affiliation, military service or veteran's status.

This is a security sensitive position and requires a criminal history and/or motor vehicle
records check.

This job description in no way states or implies that these are the only duties to be performed
by the employee occupying this position. Employees will be required to follow any other job-
related instructions and to perform any other job-related duties requested by their supervisor.

This job description may be revised upon development of other duties and changes in
responsibilities.

X X

EMPLOYEE PRINTED NAME SUPERVISORS PRINTED NAME

X X

EMPLOYEE SIGNATURE AND DATE SUPERVISOR SIGNATURE AND DATE

Sign and return to HR for placement into employee personnel file.

Full-Time 2



11.C. Personnel Action (New): Student Records Specialist — Articulation
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MEMORANDUM NO: 140-2025

TO: Board of Regents
FROM: Robert J. Exley, PhD %
DATE: September 10, 2025

SUBJECT: Personnel Action — New Position, Student Records Specialist - Articulation

The individual listed below has been recommended to fill the full-time Student Records Specialist
- Articulation which was approved as a new position for FY2526.

Funding Source: 11-6-15100-61305

Candidate
Recommended: Julyssa Marroquin

Education: Brazosport College
Associates of Arts, Multidisciplinary Studies

Julyssa has been employed by Brazosport College as a Part-Time Student Worker in the Student
Success Center since September 2021 and she supported student achievement and campus
engagement through front-line operations, peer guidance, and administrative support.

Grade - 108, 2025 — 2026 Staff Salary Schedule

RIJE:fmj



ACC ALVIN COMMUNITY COLLEGE

JOB DESCRIPTION
Job Title: Student Records Specialist — Articulation (192)

Department: Student Services / Registrar FLSA Status: Non-Exempt

Reports To: Assistant Registrar Job Category: TSCM

Grade Level: 108

HR approved: Jessica Eddy Date: 6/19/2025
Last updated by: Registrar / DP Date: 6/19/2025

SUMMARY

The Student Records Specialist — Articulation is responsible for the review, interpretation, and
evaluation of college transcripts for newly admitted transfer students to determine placement of
transfer courses in order to accurately prepare the transfer credit evaluation. This position reports
directly to the Assistant Registrar.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be
assigned.

Runs the term’s Transfer Student Report at census date of every term
Evaluates every transfer student’s received transcript for viable transfer courses
Evaluates military student transfer credit via CC of the Air Force and credit awarded by State
of Texas via College Credit for Heroes
Posts all viable transfer courses to student’s record
Posts core curriculum completion from received college transcripts to student’s record
Corresponds with transfer students on their final transcript evaluation
Reconciles any transfer course discrepancy with assistance from the subject department
chair
Reviews the ACGM and WECM for each transfer student’s transcript evaluation
Reviews the TCCNS database for each transfer student’s transcript evaluation
Reviews and becomes familiar with the College’s Core Curriculum at the beginning of each
academic year
Troubleshoots with Advisors in making preliminary transfer evaluations (for advising
purposes only)
Works closely with Financial Aid in making ‘on-the-spot’ evaluations when aid/award is
pending
Responds to transfer related student questions in-person, telephone, and email
Acts as liaison to academic and technical department chairs on relevant matters in transfer
evaluations
Confers with officials from other higher education institutions concerning course credit and
content comparability
Performs regular audit reports on the transcript evaluation process
Identifies data integrity problems in Colleague concerning the import of SPEEDE transcripts
Maintains familiarity with regionally accrediting agency standards
Maintains familiarity with evaluating companies of foreign credit for content comparability
Maintains familiarity with formulas for equating clock and/or quarter hours to credit hours
Conducts record cleanup for the No-Show applicants (group project at every term census
date)

o Provides general information about college services and activities

Full-Time 1



O

Releases departmental holds

Triages students’ needs and makes referrals for academic advising, career and
personal counseling

Serves as information center for campus

Answers general information inquiries directed to the main Admissions & Registrar’s
Office extension

Determines specific needs of the caller and makes referrals as necessary

Must maintain knowledge of state regulations regarding residency, tuition exemptions
and waivers, THECB policies that affect students, federal financial aid regulations,
federal privacy laws

Administers the College Source Transfer Evaluation system

e Other duties as assigned

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform the essential duties and
responsibilities listed above. The qualifications listed below are representative of the education,
experience, knowledge, skills, and/or abilities required.

REQUIRED QUALIFICATIONS
e High school diploma or equivalent
e One (1) year of experience in higher education

PREFERRED QUALIFICATIONS
o Associate’s degree
e One (1) year of experience in higher education Student Services
e Bilingual English/Spanish

KNOWLEDGE, SKILLS, AND ABILITIES
¢ Requires demonstrated customer service skills

Requires accuracy and attention to detalil

Requires stamina during peak periods

Must be able to problem solve and think creatively

Knowledge of Microsoft Office applications required

Typing, filing and general office skills are required

Must have excellent interpersonal and communication skills

Ability to follow general procedures, yet make decisions on an individual basis

Must have the dexterity required to operate keyboard-based equipment such as computers
Ability to work extended office hours during peak period of registration.

Ability to implement, use and understand technological applications used in the position
Ability to attend work regularly and on time

WORK ENVIRONMENT

The incumbent typically works in an office environment and uses a computer, telephone and other
office equipment as needed to perform duties. The noise level in the work environment is typical of
that of an office. Incumbent may encounter frequent interruptions throughout the work day.

PHYSICAL DEMANDS
The employee is regularly required to sit, talk, or hear; frequently required to use repetitive hand
motion, handle or feel, and to stand, walk, reach, bend or lift up to twenty (20) pounds.

Full-Time



Alvin Community College is an equal opportunity institution and does not discriminate
against anyone on the basis of race, religion, color, sex, pregnancy, gender equity, sexual
orientation, parental status, national origin, age, disability, family medical history or genetic
information, political affiliation, military service or veteran's status.

This is a security sensitive position and requires a criminal history and/or motor vehicle
records check.

This job description in no way states or implies that these are the only duties to be performed
by the employee occupying this position. Employees will be required to follow any other job-
related instructions and to perform any other job-related duties requested by their supervisor.

This job description may be revised upon development of other duties and changes in
responsibilities.

X X

EMPLOYEE PRINTED NAME SUPERVISORS PRINTED NAME

X X

EMPLOYEE SIGNATURE AND DATE SUPERVISOR SIGNATURE AND DATE

Sign and return to HR for placement into employee personnel file.

Full-Time 3



11.D. Personnel Action (New): Administrative Assistant, Center of Excellence
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MEMORANDUM NO: 139-2025

TO: Board of Regents
FROM: Robert J. Exley, PhD %
DATE: September 10, 2025

SUBJECT: Personnel Action — New Position, Administrative Assistant, Center of Excellence

The individual listed below has been recommended to fill the full-time Administrative Assistant,
Center of Excellence position.

Funding Source: 11-5-10620-61305

Candidate
Recommended: Jeana Bell

Education: Alvin Community College
Associates Applied Science
Associates Liberal Arts

Jeana Bell has over 5 years of customer service experience and office practices.

Her previous position with the US Army was an Administrative Support Assistant. She had a
couple of administrative support roles with the US Army from August 2015 to May 2025.

Grade - 110, 2025 — 2026 Staff Salary Schedule

RJE:fmj



ACC ALVIN COMMUNITY COLLEGE

JOB DESCRIPTION
Job Title: Administrative Assistant, Center of Excellence (P1D:963)

Department: Criminal Justice/Law FLSA Status: Non-Exempt
Enforcement, EMS,
Paralegal, Mental Health &
Addiction Counseling,
Correctional Officer Training

Reports To: Executive Director, Center of Job Category:
Excellence

Grade Level:
110

HR approved: Human Resources/LG Date: 7/15/2025

Last updated by:  Exec. Director Center of Date: 7/15/2025
Excellence/Dr. JM

SUMMARY

The Administrative Assistant provides comprehensive support to multiple academic and continuing
education programs within the Center of Excellence, including Criminal Justice, EMS, Paralegal,
MHAC, and Correctional Officer Training. This role supports daily operations, student engagement,
program coordination, compliance, and community partnerships. The position requires strong
organizational and communication skills, with the ability to manage diverse tasks in a dynamic
environment.

ESSENTIAL DUTIES AND RESPONSIBILITIES

e Coordinate communications and administrative functions across assigned programs.

¢ Provide front-line support for students, faculty, and external partners.

o Assist with student enroliment, records management, event planning, and outreach efforts.

e Support compliance and accreditation reporting for state and national agencies.

¢ Help maintain program websites, manage schedules, and facilitate internal operations.

o Collaborate with program directors and continuing education staff to support course delivery
and documentation.

e Other duties as assigned.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform the essential duties and
responsibilities listed above. The qualifications listed below are representative of the education,
experience, knowledge, skills, and/or abilities required.

REQUIRED QUALIFICATIONS

¢ High school diploma required
e Minimum (6) six months, experience in an administrative assistant role.

Full-Time 1



PREFERRED QUALIFICATIONS

e Previous higher education experience
e Bilingual — English/Spanish

KNOWLEDGE, SKILLS, AND ABILITIES

e Proficiency in Microsoft Office (Word, Excel, Outlook)

e Excellent organizational, communication, and interpersonal skills.

e Strong attention to detail with the ability to manage multiple tasks efficiently.

o Expertise in Microsoft Office suite (Word, Excel, PowerPoint, Outlook, Publisher), Adobe,
office procedures, telephone etiquette, and customer service skills.

o Exceptional verbal and written communications skills.

o Ability to communicate with a diverse network of contacts including community members, law
firms, law enforcement, government and educational officials, and the general public.

¢ Willingness and ability to learn the instructional areas, from faculty contracts to course
descriptions; including the knowledge to manage and coordinate these diverse components.

¢ Willingness and ability to learn and implement technology in the office setting.

¢ Organizational and time management skills are essential.

o Ability to take initiative and complete tasks in a timely manner.

WORK ENVIRONMENT

The incumbent typically works in an office environment and uses a computer, telephone and other
office equipment as needed to perform duties. The noise level in the work environment is typical of
that of an office. Incumbent may encounter frequent interruptions throughout the work day.

PHYSICAL DEMANDS
The employee is regularly required to sit, talk, or hear; frequently required to use repetitive hand
motion, handle or feel, and to stand, walk, reach, bend or lift up to twenty (20) pounds.

Alvin Community College is an equal opportunity institution and does not discriminate
against anyone on the basis of race, religion, color, sex, pregnancy, gender equity, sexual
orientation, parental status, national origin, age, disability, family medical history or genetic
information, political affiliation, military service or veteran's status.

This is a security sensitive position and requires a criminal history and/or motor vehicle
records check.

This job description in no way states or implies that these are the only duties to be performed

by the employee occupying this position. Employees will be required to follow any other job-
related instructions and to perform any other job-related duties requested by their supervisor.

Full-Time 2



This job description may be revised upon development of other duties and changes in
responsibilities.

X X

EMPLOYEE PRINTED NAME SUPERVISORS PRINTED NAME

X X

EMPLOYEE SIGNATURE AND DATE SUPERVISOR SIGNATURE AND DATE

Sign and return to HR for placement into employee personnel file.

Full-Time 3



11.E. Personnel Action (New): Grant Specialist
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MEMORANDUM NO: 138-2025

TO: Board of Regents
FROM: Robert J. Exley, PhD %
DATE: September 10, 2025

SUBJECT: Personnel Action — New Position, Grant Specialist

The individual listed below has been recommended to fill the full-time Grant Specialist position.
Funding Source:  11-7-10460-61310

Candidate
Recommended:  Julie Higuera

Education: University of Houston — Downtown
Bachelor of Science

Alvin Community College
Associate of Science

Julie Higuera brings in grant writing experience and experience with budgeting, finance and
program development.

Her previous position with Alvin Community College was Part-Time Grant Specialist. She served
as the Part-Time Grant Specialist from July 2024 — August 2025 and has been employed with us
since July 2024.

Grade - 202, 2025 — 2026 Staff Salary Schedule

RJE:fmj



ACC ALVIN COMMUNITY COLLEGE

JOB DESCRIPTION

Job Title: Grant Specialist (PID:960)

Department: Grants FLSA Status: Exempt

Reports to: Director, Grants Grade Level: 202

Safety Sensitive: Yes Job Category: Professional

HR approved: Human Resources/LG Date: 7/10/2025
Last updated by: Director, Grants/LG Date: 7/10/2025

SUMMARY

This position will assist the Grants Director and Grant Compliance Specialist including research,
acquisition, and proposal development of grant applications. Assisting with monitoring, reporting,
and compliance of institutional grants is also required.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be
assigned.

Research available funding opportunities for the college’s need for resources and training
opportunities.

Collaborate with grant proposal teams in the development of grant applications to acquire
funding for targeted projects.

Assist in the preparation of all necessary grant application/forms with accurate institutional
information including final consolidation of all required components of the proposal, review
the written text, verify the correct format, and appropriate number of proposal copies.

Assist teams to analyze and interpret an agency’s request for proposal (RFP), which includes
eligibility requirements, instructions for proposal development and submission, budgeting
requirements for allowable or unallowable costs, cost sharing requirements, and appropriate
agency forms

Assist with training college personnel in the processes required to acquire and develop grant
projects.

Assist with reviewing and monitoring progress of active grant projects, plans, budgets, and
reports.

Assist with ongoing grant monitoring, compliance, and administrative/business support to
grant teams to assure consistent progress, grant processing, and reporting.

Promote and maintain an inclusive environment where diverse perspectives are recognized
and respected to build an equitable campus community.

Other duties may be assigned

QUALIFICATIONS
To perform this job successfully, an individual must be able to perform the essential duties and
responsibilities listed above. The qualifications listed below are representative of the education,
experience, knowledge, skills, and/or abilities required.

REQUIRED QUALIFICATIONS

Bachelor’s degree from an accredited college or university
Minimum of two years of increasingly responsible experience in program management,
preferably in a higher education setting.

Full Time 1



PREFERRED QUALIFICATIONS
e Prior grant writing experience.
o Experience with budgeting, finance, and program development.

KNOWLEDGE, SKILLS, AND ABILITIES
e College organization, operations, policies, and procedures.
Legislative processes related to grant funding.
Available resources for grant-related activities.
Interpersonal skills using tact, patience and courtesy.
Effective oral and written communication skills.
Record-keeping techniques.
Federal, state, and local laws, codes, and regulations as related to grants.
Demonstrated sensitivity to and understanding of the diverse academic, socioeconomic,
cultural, disability, and ethnic backgrounds of community college students.

WORK ENVIRONMENT

The incumbent typically works in an office environment and uses a computer, telephone and other
office equipment as needed to perform duties. The noise level in the work environment is typical of
that of an office. Incumbent may encounter frequent interruptions throughout the work day.

PHYSICAL DEMANDS
The employee is regularly required to sit, talk, or hear; frequently required to use repetitive hand
motion, handle or feel, and to stand, walk, reach, bend or lift up to twenty (20) pounds.

Alvin Community College is an equal opportunity institution and does not discriminate
against anyone on the basis of race, religion, color, sex, pregnancy, gender equity, sexual
orientation, parental status, national origin, age, disability, family medical history or genetic
information, political affiliation, military service or veteran's status.

This is a security sensitive position and requires a criminal history and/or motor vehicle
records check.

This job description in no way states or implies that these are the only duties to be
performed by the employee occupying this position. Employees will be required to follow
any other job-related duties instructions and to perform any other job-related duties
requested by their supervisor.

This job description may be revised upon development of other duties and changes in
responsibilities.

This job description in no way states or implies that these are the only duties to be
performed by the employee occupying this position. Employees will be required to follow
any other job-related instructions and to perform any other job-related duties requested by
their supervisor.

Full Time 2



This job description may be revised upon development of other duties and changes in
responsibilities.

X X

EMPLOYEE PRINTED NAME SUPERVISORS PRINTED NAME

X X

EMPLOYEE SIGNATURE AND DATE SUPERVISOR SIGNATURE AND DATE

Sign and return to HR for placement into employee personnel file.

Full Time



11.F. Personnel Action (New): Grounds Equipment Operator
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MEMORANDUM NO: 137-2025

TO: Board of Regents

FROM: Robert J. Exl ey, PhD

DATE: September 10, 2025

SUBJECT: Personnel Action 1T New Position, Gr ounc
The individual |l i sted below has been recomme

Operator which was approved as a new position

Funding Source: 11-8-16160-61305

Candidate
Recommended: Jakob Emmert-Baucom

Education: Penn Foster High School
Gener al St

Jakob Baucom has been employed with Alvin Col
Shipping & Receiving Clerk. He has assisted t

brings hands-on experience, i s highly motivat
with proven ability to work in varying outdoo
Grade 1T 107, 2025-2026 Staff Salary Schedul e
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11.G. Employee Count






11.H. Employee Resignation/Retirement Report






12. Consent Agenda
12.A. Approval of Minutes for the August 21, 2025, Regular Board Meeting







12.B. Grants






13. President's Report
14. Fall Enrollment Report
15. Title IX Report







16. Consider Approval of Personnel Action (Repurposed): Associate Provost







17. Consider Approval of Tax Rate for Fiscal Year 2025-2026







18. Consider Approval of Resolution for Maintenance Tax and Refunding Note







19. Consider Approval of the President's Contract Finalization







20. Consider Approval of the Cooperative Agreement, 1GPA







21. Consider Approval of the Houston Endowment Planning Grant-Contractors







22. Consider Approval of the Department of Labor Developmental Evaluator







23. Consider Approval of the Modification of Policy CF(Local) - Purchasing and
Acquisition







24. Consider Approval of the Modification to Policy CM(Local) - Facilities
Construction







25. Consider Approval of Brazoria County Appraisal District - Resolution to
Nominate Candidate(s)







26. Financial Report Ending August 31, 2025







27. Level 3 Hearing

28. Executive Session

29. Call to Order

30. Action on Level 3 Hearing

31. Adjournment
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