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Job Description 
Functional Title: Product Design Specialist, Student Centered Design Lab   

CALPERS Title: Specialist 

Department: Advancement  

Reports To: Associate Director, Research, Student Centered Design Lab  

 

FLSA Status: Exempt   Primary Work Location: Remote within California   

Last Updated: 02/17/2021  Flex Work Option: Some 

Position Summary 
In 2017, the California Community Colleges committed to the philosophy to “always design 
and decide with the student in mind.” Shortly after, the Foundation for California Community 
Colleges and the California Community Colleges Chancellor’s Office secured philanthropic 
funding to create the Student Centered Design Lab, the nation’s first lab dedicated to 
improving the community college student experience. 

The Product Design Specialist will join the Student Centered Design Lab, a small but growing 
team housed in the Foundation’s Incubation Unit. The Student Centered Design Lab team 
applies design thinking, user experience (UX) frameworks, and market research 
methodologies to increase students’ access to and success within higher education.  

This new role will be in charge of implementing research projects focused on improving 
technology platforms, communications campaigns, and public policy initiatives. Working 
closely with a variety of internal and external stakeholders, the Student Centered Design Lab 
team helps bring student voices into design and decision-making processes across the nation’s 
largest and most diverse system of higher education. The California Community Colleges 
currently serve more than 2.1 million students across 116 colleges. 

Essential Job Duties and Responsibilities 
Strategy:  

• Translate complex concepts and project, system, and technical requirements into 
strategic, user-friendly, and intuitive solutions through the creation of personas, user 
journey maps, sketches, and low-fidelity wireframes, and more.  

• Assist in driving the implementation of user experience methodologies and 
frameworks that articulate the product value proposition and inform product 
roadmaps. 

• Monitor developments within the broader industry and professional community 
considering implications in light of product roadmaps.   
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Research:  

• Support research planning, lead project implementation, and lead evaluation of 
formative and summative research, including product usability and product 
performance to identify student expectations, unmet needs, and gaps in the current 
experience. 

• Articulate research findings and recommendations to diverse stakeholders at all 
levels, including business, technology, and project teams. 

• Leverage user insights to define requirements needed to drive functional 
specifications and technical requirements. 

• Make informed recommendations by interpreting business and product performance 
metrics, including website traffic through Google Analytics, and underlying drivers. 

• Assist in defining longer term Key Performance Indicators (KPIs) for the Lab. 

Design:  

• Willingness to learn and collaboratively adhere to existing font, color, imagery style, 
and other brand standards and co-lead the development of Lab style. 

• Proactively help the team identify and troubleshoot existing and potential UI/UX issues 
within existing or new projects, including adherence to WCAG 2.1 Level AA 
accessibility guidelines. 

• Drive collaboration and help facilitate design-thinking conversations with cross-
functional teams and stakeholders to move ideas through a project funnel from 
ideation through deployment as the initiative’s champion and owner. 

• Assist in maintaining team alignment and awareness of design activities, timelines, 
and priorities among project leaders, peers and relevant department and cross-
functional stakeholders. 

• Participate in design sprints and design critiques that encourage team alignment and 
innovation. 

Other Duties:  

• Facilitate meetings with clients and partners to effectively implement projects. 
• Manage multiple projects simultaneously, ensuring project artifacts are complete, 

current, and retained appropriately. 
• Ensure all work products are delivered on time and to the highest standard of quality.  
• Assist in creating, sustaining, and optimizing operational practices and procedures to 

drive team efficiencies. 
• Emulate and participate in a culture of shared leadership and promote organizational 

values.  
• Build and cultivate relationships internally and externally where appropriate, act as 

organizational brand ambassador as needed and provide business development 
support and input where there is opportunity. 

• Contribute to team effort by completing other projects and tasks as assigned.  

Knowledge, Skills, Abilities, and Ideal Qualities  
• Ability to define problems, collect data, establish facts, collaboratively develop and 

help implement solutions, and assess outcomes. 
• Excellent organization and problem-solving skills and ability to think strategically to 

achieve goals. 
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• Excellent presentation skills, with an ability to present technical information and 
processes in an easy-to-understand way. 

• Ability to develop a deep understanding of our organization to work across business 
and technical teams, and across organizations both internally and externally. 

• Strong written and oral communication skills with the ability to communicate. 
effectively with both business and technical teams internally and externally. 

• Demonstrates strong technical and market knowledge. 
• Passion to learn from colleagues and share best practices with the team.  
• Able to contribute to multiple projects in a fast-paced environment with significant 

emphasis on collaboration and persuasion.  
• Ability to work independently, managing assigned project tasks/timelines with 

minimal supervision.  
• Willingness to experiment and iterate within a primarily government/public sector 

context. 
• Ability to excel in and adapt to a fast-paced environment with changing priorities, 

while managing multiple projects and maintaining professionalism. 
• Entrepreneurial mindset and a bias for action. 
• Ability to work remotely and navigate various technology platforms (Zoom, MS Office 

Suite-Teams, Outlook, Salesforce Lightning and other database programs, Google Suite, 
etc.). 

• Passionate about providing students with stronger pathways to education and 
building a more just and equitable California overall.  

• A self-starter and quick learner who is highly motivated and outcome-oriented, always 
seeking innovative approaches to project execution.  

• A strategic and creative thinker who can problem-solve, working within and across 
teams to swiftly respond to needs identified across the California Community Colleges.  

• Practices ownership, takes accountability, and has the ability to project manage, 
prioritize tasks, and deliver quality products on time with limited supervision.  

• Ability to work on a fast-paced team and build and maintain collaborative working 
relationships with internal and external stakeholders.  

• Knowledge of, or willingness to learn about, the California Community College system 
and the Foundation’s mission. 

Supervisory Responsibilities/Level of Supervision  
• May provide some oversight and work product review for junior staff. May be 

responsible for training, development, work assignments and performance 
evaluations.    

• Ability to manage by influence and ability to build and maintain credibility. 
• Receives assignments from Associate Director, Research, and Incubation department 

leadership. Provided moderate instruction and a general direction as to professional 
goals and project involvement, as well as achievement of those goals. Evaluation is 
based on ability to perform essential job duties and responsibilities, as well as 
successful execution of tasks/projects. 

Education and Experience 
• Relevant AA/AS, equivalent work experience, or a combination of both. 
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• Minimum of two to three (2-3) years of experience in a User Experience (UX) research 
role required), and either work samples or a portfolio demonstrating relevant client 
research experience.  

• High proficiency with Microsoft Office Suite, Google Suite, and other standard office 
software and equipment required. 

• Proficiency with UserTesting.com, Adobe Creative Suite, and WCAG 2.1 Level AA 
accessibility guidelines a plus. 

• Awareness of and a willingness to learn project management software solutions like 
Asana, JIRA, etc.  

• Experience in a higher education or nonprofit environment a plus.  
• Familiarity with the California Community Colleges and system partners is a plus.  
• Lived experience with public education, especially the challenges first-generation 

college students face navigating complex systems a plus. 
• Bilingual is a plus. 

Working Conditions, Travel, Physical Requirements 
This is a full-time position, 40 hours per week, with additional hours as needed to address the 
needs of the organization. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions/physical requirements of the job. 
Additional requirements are as follows:  

● Ability to constantly work at a computer workstation for up to five consecutive days. 

● Ability to frequently communicate with internal office staff and external third parties. 

● Ability to frequently move and/or remain in a stationary position without breaks at 
meetings and program site visits. 

● Ability to perform repetitive movements (e.g. typing and filing) and operate and use 
common office equipment (e.g. copy machine, printer, telephone) and supplies. 

● Ability to operate personal vehicle for Foundation business and possess current valid 
California driver’s license and insurance or utilize an alternative mode of automobile 
transportation (e.g. ride share) to carry out Foundation business. 

● Ability to move or transport office items (e.g. work supplies, laptop, files) up to a 
maximum of 20 pounds. 

● Well-lighted, heated, and air-conditioned indoor office setting with adequate 
ventilation. 

● Minimal overnight travel (up to 10%) by land and air may be required. 

Equal Employment Opportunity 
The Foundation for California Community Colleges is committed to providing an environment 
of mutual respect where equal employment opportunities (EEO) are available to all employees 
and applicants without regard to race, color, ancestry, national origin, genetic characteristics, 
sex, gender identity, gender expression, sexual orientation, marital/parental status, political 
affiliation, religion, age, disability, pregnancy, childbirth, breastfeeding or veteran status. In 
addition to federal law requirements, The Foundation for California Community Colleges 
complies with applicable state and local laws governing non-discrimination in employment. 
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As the official nonprofit auxiliary to the Chancellor's Office, we aim to ensure our team 
reflects the diversity of the California Community Colleges and the 2.1 million students, 
campuses, and communities it serves. Individuals are hired for their deep understanding of 
each population’s unique needs and will join a collaborative environment where each team 
member plays an important role in helping Californians across all communities improve their 
social and economic mobility and build a better future for themselves and their families. 

Employee Signature 
Employee Signature below constitutes employee’s understanding of the requirements, 
essential functions, and duties of the position, which may be subject to change at any time 
during the course of employment. 

 

 

_____________________________________         ____________________________________ 

Employee’s Printed Name   Date 

 

 

_____________________________________ 

Employee’s Signature 
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