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Project Specialist, Guided Pathways 

 
JOB DESCRIPTION 

 
Category: Full-time, Exempt 
Supervisor:  Director of Professional Development, Success Center 
Last Updated: 02/22/2019 
 
Program Summary: 
In the Vision for Success, Chancellor Ortiz Oakley invites a call to action for all faculty, staff, students, and 
administrators to commit to a series of ambitious goals focused on student achievement and completion. One of the 
central vehicles for achieving this goal is the guided pathways framework. Guided Pathways is part of a national 
reform movement of which California has just recently become a part. Informed by the book Redesigning America’s 
Community Colleges by Bailey, Jaggers, and Jenkins (2016), guided pathways efforts invite colleges to rethink their 
structural foundations and identify the organizational barriers that impede student progress and success. This work is 
founded on four pillars, principles that provide the fundamentals of the framework: Create clear curricular pathways 
to employment and further education, help students choose and enter their pathway, help students stay on their path, 
and ensure learning is happening with intentional outcomes. This transformational effort employs multiple vehicles, 
partners, and strategies to deploy to the system.  
 
Guided Pathways is an integration framework driving to optimize system and college cohesion in order to advance 
the Vision for Success and visibly transform the student experience. Join us in this important work that will shape 
the future of the California Community Colleges system and directly impact generations of students to come! 
 
Job Purpose: 
The Guided Pathways Project Specialist (GPPS) is responsible for tracking the design, planning, implementing, and 
promotion of all Guided Pathways related projects, tasks, and deliverables, while consistently communicating with 
Foundation programs, the Chancellor’s Office and a variety of internal and external system stakeholders and partners, 
to ensure the timely and successful implementation of all Guided Pathways tasks and deliverables throughout the 
state. The GPPS maintains a macro vision of Guided Pathways initiatives to support communications, projects, and 
priorities across multiple partner organizations and move them all seamlessly towards the larger goal of CCC 
institutional reform. 
 
Essential Job Duties/Responsibilities: 

● Support the Guided Pathways team by tracking day-to-day project deliverables and milestones both internally 
and externally to ensure that project objectives are achieved within executive management’s guidelines  

● Identify project risks and work with the Dean, Senior Executive, and Executive Vice Chancellor to anticipate 
and resolve issues 

● Prepare project updates for management and other stakeholders to keep others informed of 
project/task/deliverable status 

● Facilitate meetings with management and partners to effectively identify and resolve problems and issues 
● Proactively identify opportunities to improve current implementation processes 
● Provide ad-hoc support for other communication-related project work 
● Collaborate with external stakeholders to improve design and implementation strategies 
● Collaborate with Guided Pathways team to identify, pursue, and design mission-aligned project deliverables 
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● Anticipate and respond to rapidly changing legislative and stakeholder needs and conditions 
● Monitor and apply evolving project management practices and norms   

 
Level of Supervision: 
Receives general direction for organizational/departmental/individual goals. Evaluated annually based on the 
successful achievement of goals. 
 
Knowledge, Skills, and Abilities: 

• Knowledge of project management methodologies and techniques 
● Ability to establish goals and develop project plans with identifiable outcomes, measures, and implementation 

timelines 
● Excellent organization and problem-solving skills; ability to think strategically to achieve goals 
● Ability to read, analyze, and interpret complex data and research 
● Ability to excel in a fast-paced environment with changing priorities and deadlines 
● Ability to build and maintain relationships with staff, college representatives, vendors, and partners 
● Strong verbal and written communication skills 
● Strong presentations and meeting facilitation skills with internal and external partners, to present technical 

information and processes in an easy-to-understand way 
● Ability to successfully manage complex projects with limited supervision 
● Ability to define problems, collect data, establish facts, develop solutions, implement, and assess outcomes 
● Excellent client management skills and the ability to work with customers to develop and manage an 

implementation plan 
● Effective written communication skills and the ability to create technical specifications, project plans, and 

project documentation that are easily understood 
● High proficiency with Microsoft Office Suite, Google Suite, and other standard office software and equipment 

required 
● Experience with project management software solutions like JIRA, Asana, MS Project, etc. 
● Experience launching and expanding technology tools serving multiple regions or markets 
● Ability to present technical information and processes in an easy-to-understand way  
● Ability to work well, accurately, and professionally under stressful, high visibility situations 
● Ability to collaborate with a team; comfortable translating abstract brainstorming into concrete points of 

action 
● Performs other duties as required 

 
Education and Experience 
• Bachelor’s (or other advanced) degree in business, marketing, or education preferred. 
• Minimum 3-5 years program or project management and relationship-building experience required.  
• Knowledge of community colleges, employers, and/or related industry groups preferred.  

 
Working Conditions and Travel 
• Moderate overnight travel (up to 25%; some months may be up to 50%) by land and air.   
• Valid California Driver’s License, good driving record, automobile insurance and reliable vehicle. 
• Well-lighted, heated and air-conditioned indoor office setting with adequate ventilation. 
 
Physical Requirements 
• Ability to work at a computer workstation for periods up to 4 hours at a time and for up to 8 hours per day for 

up to five consecutive days. 
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• Ability to speak on the telephone for a total of up to 3 hours per day. 
• Ability to sit for up to 3 hours without breaks at meetings. 
• Ability to perform repetitive movements, such as typing, filing, and the use of commonly used office machines 

and supplies. 
• Ability to lift and move a minimum of 10 pounds. 

 
To Apply: 
For immediate consideration, please submit a letter of interest and resume saved as Microsoft Word (.doc/.docx) or 
Adobe Acrobat PDF (.pdf) documents to jobs@foundationccc.org. Please include in the subject line: “Project 
Specialist, Guided Pathways.” The application process will be open until the position is filled. 
 
The Foundation for California Community Colleges provides equal employment opportunities (EEO) to all employees and applicants for employment 
without regard to race, color, religion, sex, sexual orientation, gender identity, gender expression, national origin, age, veteran status, disability or 
genetics. In addition to federal law requirements, The Foundation for California Community Colleges complies with applicable state and local laws 
governing nondiscrimination in employment. 
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