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Tohono O’odham Kekel Ha-Maṣcamakuḍ 
Board of Trustees Regular Meeting 

Thursday September 08, 2022 
9:00 a.m. 

TOCC Boardroom, Ma:cidag Gewkdag Ki:, S-cuk Du’ag Maṣcamakuḍ 
In Person / Virtual Meeting 

 

GENERAL MATTERS 

1. Call to Order / Roll Call  

The Board of Trustees Regular Meeting was Called to Order at 9:07 a.m. by Chairperson Dr. 
Ofelia Zepeda. 

Present Excused 
Absence 

Unexcused 
Absence 

Attendance 
Time 

Board of Trustees 

X   9:07 a.m. Dr. Ofelia Zepeda, Chairperson 
X   9:07 a.m. Bernard Siquieros, Vice-Chairperson 
X   9:07 a.m. Jonas Robles, Elder Member 
X   9:07 a.m. Mary Bliss, Member 

  Administration Members 
X   9:07 a.m. Dr. Paul Robertson, President 
X   9:07 a.m. Dr. Mario Montes-Helu, Dean for Sustainability 
X   9:07 a.m. Joann Miguel, Dean of Finance 
X   9:07 a.m. Yolanda Pacheco, Dean of Student Services 
X   9:07 a.m. Dr. Tiffany Viggiano, Dean of Academics 
    Recorder 

X   9:07 a.m. Evan Thomas, Special Assistant to the President 
    Guests 

X   9:07 a.m. Christina Coffman, Academic Advisor Coordinator 
X   9:07 a.m. Frances Benavidez, Director of Tohono O’odham Studies 
X   9:07 a.m. Jay Juan, Chief of Operations 
X   9:07 a.m. Kristin Eberhardt, Project Director, Title III Grant 
X   9:07 a.m. Madelyn Cook, Substitute Librarian 
X   9:07 a.m. Neal Wade, Business Instructor 
X   9:07 a.m. Sharon Parker, Adjunct Faculty 
X   9:07 a.m. Valentine Lee, Lead Security Guard 
X   9:07 a.m. Wendi Cline, Library Assistant 
X   9:07 a.m. Myriah Cypriano, Administrative Assistant – Student Services 
X   9:07 a.m. Anselmo Ramon, Chair of Academic Programs in WCD 
X   9:07 a.m. Mickie Widener, Human Resources Generalist 
X   9:07 a.m. Curtis Peterson, Adjunct Faculty 
X   9:07 a.m. Adam Andrews, Tohono O’odham Studies Instructor 
X   9:07 a.m. Pauline Nasewytewa, BCT Program Advisor 
X   9:07 a.m. Elsa Peterson, Community of Practice Coordinator 
X   9:07 a.m. Ingrid Segundo, Director of Sponsored Projects 
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X   9:07 a.m. Arlene Ali, Adjunct Faculty 
X   9:07 a.m. Ben Jose, Research Assistant 
X   9:07a.m. Liz (Ofelia) Zepeda, Library Director 
   9:07 a.m. Drew Harris, Athletic & Wellness Manager 

X   9:07 a.m. Sonya Juan, Human Resources Director 
X   9:07 a.m. Martha Lee, Consultant 
X   9:07 a.m. Deshon Miguel, Senior Systems Administrator 
X   9:07 a.m. Gloria Benavidez, Student Support II 
X   9:53 a.m. LeAnn Lopez, Office Coordinator – Apprenticeship Program 
X   9:53 a.m. June Starr, Technical Support Manager 
X   9:53 a.m. Rosemarie Ramon, Administrative Assistant – Education Division 
X   9:53 a.m. Tim Foster, IT Instructor 
X   9:59 a.m. Nicholasa Miguel, Accounting Technician 
X   9:59 a.m. Hamidou Keita, Chemistry Instructor 
X   11:04 a.m. Sharilyn Analla, O’odham Pee Posh Early Childhood Symposium 
     

 

 

2. Invocation 

The invocation was given by Jonas Robles. 
 

3. Review and Approval of Agenda 

The BOT meeting agenda was reviewed. 
 

A motion was made to approve the meeting agenda. 
 

MOTION: Motion by Jonas Robles, Seconded by Mary Bliss to approve the meeting agenda. 
VOTE: 4 FOR, 0 OPPOSED, 0 ABSTAIN, 0 ABSENT. 
MOTION APPROVED 

 

4. Announcements 

Executive Summary: TOCC BOT acted on the following at the September 08, 2022 regular meeting: 
• Approved the August 11, 2022 TOCC Board of Trustees regular meeting minutes as presented. 
• Accepted the July 2022 Financial Report as presented with corrections. 
• Accepted the Human Resources Report for September 2022 as presented. 
• Approved the reclassification of the Assistant Athletic Coach to Wellness Program Coordinator as 

presented. 
• Approved the Academic Advisor Manager position as presented. 
• Approved the new Academic Advising & Career Specialist position as presented. 
• Approved an additional Business Instructor position as presented. 
• Approved the Biodiversity and Research Specialist position as presented. 
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Trustee Mary Bliss shared information regarding the Fall Festival on Saturday September 24, 
2022, Kateri Tekawitha Parish, South Tucson, Arizona, 12:00 p.m. – 8:00 p.m. 

The TOCC O’odham Tas will be a week-long celebration September 26 – 29, 2022. Each division 
will host a forum or activity on a specific day leading up to the festivities on Thursday. The 
college will be closed in observance of O’odham Tas on Friday September 30, 2022. 

Arlene Ali Flores, a student at Northern Arizona University (NAU), requested to interview a 
member(s) of the TOCC Board of Trustees and to access TOCC policies for a course assignment. 
Dr. Paul Robertson, President directed Ms. Flores to the TOCC website for the policies and Dr. 
Ofelia Zepeda, Chairperson agreed to be interviewed. Evan Thomas, Special Assistant to the 
President will coordinate Dr. Zepeda’s contact information with Ms. Flores. 

 

5. Minutes from the August 11, 2022 regular meeting of the TOCC Board of Trustees. 

Minutes for the August 11, 2022 regular meeting were reviewed. 
 
A motion was made to approve the August 11, 2022 TOCC Board of Trustees regular meeting 
minutes as presented. 
 

MOTION: Motion by Mary Bliss, Seconded by Jonas Robles to approve the August 11, 2022 TOCC 
Board of Trustees regular meeting minutes as presented. 
VOTE: 4 FOR, 0 OPPOSED, 0 ABSTAIN, 0 ABSENT 
MOTION APPROVED 

 

6. Call to the Audience – None 
 

7. Coronavirus Update – Dr. Paul Robertson, President 

The Lead Security Guard submitted a detailed report in the Student Life BOT report. Rapid tests 
are utilized by staff and visitors as necessary. 
 
TOCC administration may propose offering an incentive to TOCC personnel that acquire the 
Omicron bi-valent booster shot. Data indicates that a boosted individual’s symptoms are mild. 
TOCC’s coronavirus policy does not require a bi-valent booster shot for staff members. (TOCC 
continues to require the initial two COVID-19 vaccinations and the two booster follow-up 
regimen (a total of 4 shots in all).  
 
TOCC continues to follow the current CDC and Nation’s guidelines. 

 

NEW BUSINESS 

 
1. July 2022 Financials Corrections – Joann Miguel, Dean of Finance 

Dean Miguel reviewed the July 2022 Financial Report with corrections. 
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A motion was made to accept the July 2022 Financial Report as presented with corrections. 

MOTION: Motion by Bernard Siquieros, Seconded by Mary Bliss to accept the July 2022 Financial 
Report as presented with corrections. 
VOTE: 4 FOR, 0 OPPOSED, 0 ABSTAIN, 0 ABSENT 
MOTION APPROVED 

 

2. Human Resources Report – Sonya Juan, Human Resources Director 

Director Juan reviewed the Resource List and the Employment Vacancy Activity Log information. 

Introductions were made between the BOT and the following new employees in attendance: 

• Yolanda Pacheco, Dean of Student Services 
• Drew Harris, Athletic & Wellness Manager 
• Nicholasa Miguel, Accounting Technician 

A motion was made to accept the Human Resources Report for September 2022 as presented. 
   

MOTION: Motion by Jonas Robles, Seconded by Mary Bliss to accept the Human Resources Report for 
September 2022 as presented. 
VOTE: 4 FOR, 0 OPPOSED, 0 ABSTAIN, 0 ABSENT 
MOTION APPROVED 

 
The BOT requested a monthly report regarding the search for a new college president in order 
to have a smooth transition between administrations. Formal beginning of the search for the 
next president of TOCC will commence in April 2023. 

  

3. Student Life Position Reclassification Request – Drew Harris, Athletic & Wellness Manager 

The reclassification of the Assistant Athletic Coach position to a Wellness Program Coordinator 
is being requested. The position is key for the hours of operation of the Apedag Ki:. 

A motion was made to approve the reclassification to Wellness Program Coordinator position as 
presented. 

   
MOTION: Motion by Bernard Siquieros, Seconded by Jonas Robles to approve the reclassification to 
Wellness Program Coordinator as presented. 
VOTE: 4 FOR, 0 OPPOSED, 0 ABSTAIN, 0 ABSENT 
MOTION APPROVED 

 

4. Education Division Position Requests – Dr. Tiffany Viggiano, Dean of Academics 

With the increase in student enrollment, a modification of the Academic Advisor Coordinator 
position to an Academic Advisor Manager is being requested. The BOT reviewed the 
modifications and additions to the job description. 

A motion was made to approve the Academic Advisor Manager position as presented. 
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MOTION: Motion by Bernard Siquieros, Seconded by Mary Bliss to approve the Academic Advisor 
Manager position as presented. 
VOTE: 4 FOR, 0 OPPOSED, 0 ABSTAIN, 0 ABSENT 
MOTION APPROVED 

 

TOCC Faculty and Advising staff are currently advising students and evaluating transcripts. 
Advising students for direct employment is not available. There is a need for additional advising 
personnel. 

A motion was made to approve the Academic Advising & Career Specialist position as presented. 
   

MOTION: Motion by Bernard Siquieros, Seconded by Jonas Robles to approve the Academic Advising 
& Career Specialist position as presented. 
VOTE: 4 FOR, 0 OPPOSED, 0 ABSTAIN, 0 ABSENT 
MOTION APPROVED 

 

Growth in TOCC’s student population, and especially of students in the business majors for Fall 
2022, has been dramatic. Business Majors number above 200. There is currently one Full Time 
business instructor. An additional business instructor is needed to meet the needs of servicing 
business courses. 

A motion was made to approve an additional business instructor position as presented. 
   

MOTION: Motion by Bernard Siquieros, Seconded by Mary Bliss to approve an additional business 
instructor position as presented. 
VOTE: 4 FOR, 0 OPPOSED, 0 ABSTAIN, 0 ABSENT 
MOTION APPROVED 

 

5. Division for Sustainability Position Request – Dr. Mario Montes-Helu, Dean for Sustainability 

A request for a new Biodiversity and Research Specialist position is being requested. This 
position will be grant funded for one year. The no-cost extension of the Extension Capacity grant 
will allow TOCC’s Division for Sustainability to address biodiversity issues on the Nation. 

A motion was made to approve the Biodiversity and Research Specialist position as presented. 

MOTION: Motion by Mary Bliss, Seconded by Bernard Siquieros to approve the Biodiversity and 
Research Specialist position as presented. 
VOTE: 4 FOR, 0 OPPOSED, 0 ABSTAIN, 0 ABSENT 
MOTION APPROVED 

 

6. Pisinemo Site – Dr. Paul Robertson, President 
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Negotiations with the Traveling Eagle Development, Inc. are progressing. The proposed lease for 
the TOCC site is being reviewed by Big Fire Law Firm. A meeting is to be scheduled to discuss the 
Impact Fee Agreement with the Pisinemo District Council. A Zoom invite will be sent to the BOT. 
 

7. SCAC Update – Dr. Paul Robertson, President 

TOCC Administration met with SCAC. Several issues were resolved. SCAC has accomplished 19 of 
the 23 requirements outlined and plans to submit an initial request for accreditation to the 
Higher Learning Commission (HLC) on October 01, 2022.   

 

REPORTS – BY DIVISION and DIVISION COMPONENTS 

The TOCC Division and Division Component Reports were reviewed and high points summarized. 

 
1. President, HR, Operations, Community of Practice 

 
2. Education Division, O’ohana Ki:, NSF STEM, Tohono O’odham Studies 

 
3. Student Services Division 

 
4. Sustainability, IT, IE, Workforce and Community Development 

 
5. Student Life, Residence Life, Athletics & Wellness 

 

GENERAL MATTERS 
 

1. Executive Session 
The BOT excused the attendees and convened for an Executive Session at 12:49 a.m. 

 
 
ADJOURNMENT – 1:40 p.m. 
 

A motion was made to adjourn the September 08, 2022 BOT regular meeting. 
 

MOTION: Motion by Mary Bliss, Seconded by Bernard Siquieros to adjourn the September 08, 2022 
BOT regular meeting. 
VOTE: 4 FOR, 0 OPPOSED, 0 ABSTAIN, 0 ABSENT 
MOTION APPROVED 
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TOHONO O'ODHAM COMMUNITY COLLEGE 

TO:  BOARD OF TRUSTEES 

THRU:  PAUL ROBERTSON, PRESIDENT 

FROM:  SONYA JUAN, HUMAN RESOURCES DIRECTOR  

SUBJECT: AGENDA ITEM— SEPTEMBER 2022 RESOURCE LIST 

DATE:        9/29/2022 

CC:  FILE 

Background  
The following employees are recommended for the Board’s consideration as new hires. 

 

Recommendation 

The President recommends the approval of the employees on the attached list as new hires for the Tohono 
O'odham Community College.             
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RESOURCE LIST  
August 2022 

 
   New Hires: 

 

 

Name Position Date 
Adrianne Rios Language Specialist 9/12/2022 

 

Ms. Adrianne Rios was Dispatcher for four years and one month with 
Pascua Yaqui Police Department and she was 
Firefighter/E.M.T/Lieutenant for five years with Tohono O’odham 
Nation Fire Department. Ms. Adrianne was Dispatcher for two years 
and one month with Tohono O’odham Nation Police Department 
and she was Community Representative for San Isidro Community 
for seven years. Ms. Adrianne was Caregiver with Sunlife Home Care 
for one year and five months, she was a Tutor with Tohono O’odham 
Community College for one year and Substitute Teacher with Indian 
Oasis Baboquivari Unified School District Elementary for 11 months. 
Ms. Rios was Human Services Investigator with Tohono O’odham 
Nation Health and Human Services-Child Welfare Division for nine 
months. 
 
Ms. Adrianne Rios earned her Bachelor in Elementary Education 
from University of Arizona. 

 

Tyrone Mandre Assistant Cook 10/10/2022 

 

Mr. Tyrone Mandre was Human Resource Clerk with National 
Optical Astronomy Observatory for one year and six months. Mr. 
Mandrea was Dishwasher with Agave Banquet and Grill Restaurants, 
Desert Diamond Casino for two years and eight months and he was 
Cook with Tohono O’odham Nation, Justice Department- 
Corrections for one year. Mr. Mandre was Lead Cook with Buffet-
Bakery, and Steak House, Desert Diamond Casino for three years and 
eight months, he was Cook with Tohono O’odham Nation, 
Department of Health and Human Services- Senior Service for nine 
years and four months. 
 
Mr. Tyrone Mandre earned his Associates of General Studies and 
Baker’s Helper Certificate from Pima County College. 
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TOCC EMPLOYEE STATISTICS 

(October 2022) 
 

FULL TIME POSITIONS 
  Numbers Percentages  

     

Full-time positions: 112   

       Filled Positions 91 81% 

       Vacant Positions 21 19% 

      

Female 53 58% 

Male 38 42% 

      

Ethnicity      

      Tohono O'odham 62 68% 

      Native American Other 6 7% 

      Hispanic 4 4% 

      White 12 13% 

      Black 3 3% 

      Asian 2 2% 

      

Regular Staff 92   

Filled 75 82% 

Vacant 17 18% 

      

Instructors Positions 20   

Filled 16 80% 

Vacant 4 20% 

      

Commuters 46 51% 

Local 45 49% 
 

 

PART-TIME & TEMP POSITIONS 
  Numbers Percentages  

Part-time & Temp positions: 20   

       Filled Positions 12 60% 

       Vacant Positions 8 40% 

     

Female 9 75% 

 Male 3 25% 

     

Ethnicity    

      Tohono O'odham 4 33% 

      Native American Other 3 25% 

      Hispanic 0 0% 

      White 2 17% 

      Black 0 0% 

      Asian 0 0% 

     

Commuters 9 75% 

Local 3 25% 
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TOHONO O'ODHAM COMMUNITY COLLEGE 

TO:    BOARD OF TRUSTEES 

THRU:  HR AND ADMINISTRATION 

FROM:  PAUL ROBERTSON, PRESIDENT 

SUBJECT:  PRINCIPAL ACCOUNTANT CAREER LADDER  

CC:   EVAN THOMAS, SPECIAL ASSISTANT TO THE PRESIDENT 

Background: TOCC Finance Division has had difficulty recruiting a much-needed Principal 
Accountant to work alongside the Sponsored Program Officer, Ingrid Segundo. In an effort to 
provide the needed input to that highly burdened office, the concept of a career ladder leading to 
a principal accountant position is being recommended. A person would be recruited into either 
the CLI or CLII step on the Career Ladder and would be evaluated and advanced to Principal 
Accountant as their skills and ability warranted. In the meantime, the College would continue to 
advertise and to seek a Principal Accountant. Should that position be filled, we would still want 
to have the Career Ladder for Principal Accountant filled as we need to build capacity in our 
Finance Division. 

Justification: Adding a career ladder for principal accountant would assist the College by 
“growing our own” and would provide much needed support for our growing fiscal 
responsibilities as we administer more grants and additional federal funding for COVID relief. 

Action Requested:  Request approval of a Principal Accountant Career Ladder Position. 

Recommendation: President recommends adoption of a new Principal Accountant Career Ladder 
Position for TOCC. 
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9/27/22, 7:54 AM Tohono O'odham Community College Mail - Support for Finance Division

https://mail.google.com/mail/u/0/?ik=b24a86a8c1&view=pt&search=all&permthid=thread-a%3Ar7790557625606835525&simpl=msg-a%3Ar399102414090800493… 1/3

Paul Robertson <probertson@tocc.edu>

Support for Finance Division
6 messages

Paul Robertson <probertson@tocc.edu> Sun, Sep 25, 2022 at 6:01 AM
To: "Zepeda, Ofelia - (ofelia)" <ofelia@arizona.edu>, Bernard Siquieros <bsiquieros@gmail.com>, Jonas Robles
<jrobles@tocc.edu>, Mary Bliss <mbliss@tocc.edu>

Board of Trustees
Tohono O'odham Community College

S-ke:g tas Trustees,

I hope you are doing well and enjoying the transition to fall. I know I am, except for the late sunrise. Narrowly missed
stepping on a rattlesnake on my morning run/walk the other day.

I'm writing about our Finance Division. We continue to struggle with personnel, mainly with the lack of personnel and
mainly with our inability to fill the position of principal accountant that was approved some time ago. Andriana Jose was in
that position but left to work for the Nation several months ago.

One option that I mentioned before was to provide a gateway, through a stepped process, or "Career Ladder" leading to
the principal accountant position. That would give us the ability to accomplish some of the needed work while
simultaneously training a person who could become the principal accountant.  HR Director Sonya Juan put together a
plan, a copy of which is attached. Finance personnel Dean Miguel and Sponsored Programs Officer Ingrid Segundo
support it.

Because our need is great and immediate I am asking if the BOT would approve the attached "Career Ladder" for
Principal Accountant via email so that we could get this needed support for Finance Division.

Respectfully, 

Paul Robertson, Ph.D.
President 
Tohono O'odham Community College

 

C Ladder Prin Acct.docx 
120K

Zepeda, Ofelia - (ofelia) <ofelia@arizona.edu> Sun, Sep 25, 2022 at 6:19 AM
To: Paul Robertson <probertson@tocc.edu>, Bernard Siquieros <bsiquieros@gmail.com>, Jonas Robles <jrobles@tocc.edu>,
Mary Bliss <mbliss@tocc.edu>

S-ke:g si'alig, Paul
I have a question regarding the three positions. 
Currently we have the Principal Accountant postion advertised so de we now add advertise for the
additional two positions, CLI and CLII?
Potentially, we could have all three filled simultaneously and the CLI and CLII would be building
their way up to the full Principal Accountant category, right?
Just wanted to clarify.
Ofelia 
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Ofelia Zepeda 
Regents' Professor 
Linguistics Department 
520.621.8294 
520.62106897 
ofelia@email.arizona.edu 

From: Paul Robertson <probertson@tocc.edu> 
Sent: Sunday, September 25, 2022 6:01 AM 
To: Zepeda, Ofelia - (ofelia) <ofelia@arizona.edu>; Bernard Siquieros <bsiquieros@gmail.com>; Jonas
Robles <jrobles@tocc.edu>; Mary Bliss <mbliss@tocc.edu> 
Subject: [EXT]Support for Finance Division
 

External Email 

[Quoted text hidden]

Paul Robertson <probertson@tocc.edu> Sun, Sep 25, 2022 at 7:30 AM
To: "Zepeda, Ofelia - (ofelia)" <ofelia@arizona.edu>
Cc: Bernard Siquieros <bsiquieros@gmail.com>, Jonas Robles <jrobles@tocc.edu>, Mary Bliss <mbliss@tocc.edu>

S-ke:g si'alig Ofelia and Trustees,

Thank you for asking that question Dr. Zepeda. Thinking about it helped me think it through and hopefully to present it
more clearly. 

"In a nutshell", we are asking to add the Career Ladder to Principal Accountant as one additional position. We would
attempt to hire a person into the CLI or CLII level depending on their background and experience and they would have a
chance to move up the ladder to a Principal Accountant position.  (I'm including an "item form" memorandum with this
email, and a copy of the current Principal Accountant job description FYI.)

We are also going to take a look at other career ladder possibilities in other areas of the College as well as finance and
will report on that in the near future. In the meantime, I am looking carefully at the existing Controller position and possible
need to bolster that area in finance. 

Please let me know if more clarification is needed regarding the Career Ladder proposal.

Thank you for your consideration,
[Quoted text hidden]

[Quoted text hidden]

2 attachments

Prin Acct Ladder Item Form.docx 
23K

Principal Accountant 12_23_2020.pdf 
375K

Zepeda, Ofelia - (ofelia) <ofelia@arizona.edu> Sun, Sep 25, 2022 at 11:00 AM
To: Paul Robertson <probertson@tocc.edu>
Cc: Bernard Siquieros <bsiquieros@gmail.com>, Jonas Robles <jrobles@tocc.edu>, Mary Bliss <mbliss@tocc.edu>

Hi Paul,
Thank you for the additional clarification. I approve the attached "Career Ladder" for Principal
Accountant position.
Hopefully, CLI and CLII will be attractive to a number of people out there.
Ofelia 
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Ofelia Zepeda 
Regents' Professor 
Linguistics Department 
520.621.8294 
520.62106897 
ofelia@email.arizona.edu 

From: Paul Robertson <probertson@tocc.edu>
Sent: Sunday, September 25, 2022 7:30 AM
To: Zepeda, Ofelia - (ofelia) <ofelia@arizona.edu>
Cc: Bernard Siquieros <bsiquieros@gmail.com>; Jonas Robles <jrobles@tocc.edu>; Mary Bliss
<mbliss@tocc.edu>
Subject: Re: [EXT]Support for Finance Division

[Quoted text hidden]

Bernard Siquieros <bsiquieros@gmail.com> Tue, Sep 27, 2022 at 7:05 AM
To: "Zepeda, Ofelia - (ofelia)" <ofelia@arizona.edu>
Cc: Paul Robertson <probertson@tocc.edu>, Jonas Robles <jrobles@tocc.edu>, Mary Bliss <mbliss@tocc.edu>

I also approve a career ladder for the Principal Accountant position. Bernard
[Quoted text hidden]

Memo for Record - September 27, 2022

I, Paul Robertson, TOCC President, did speak with BOT member Jonas Robles on this 
date over the phone  and he did state his support for the "Career Ladder for the Principal 
Accountant position. /s/ 
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PROFESSIONAL DEVELOPMENT GRANTS 
DEPARTMENTS AND INSTITUTIONS 

The American Indian College Fund, with funding from the Henry Luce 
Foundation, aims to cultivate a culture of research and faculty excellence at tribal colleges 
and universities (TCU). In the 2022-23 academic year, the College Fund will award 
professional development grants to TCU departments or whole institutions for activities that 
enhance your faculty members’ practices, knowledge, and/or skills. These grants can be used 
to:  

• bring in an outside facilitator to conduct a workshop or training for faculty. 
• enroll a group of faculty in a workshop, course, or training offered by an external 

organization (online or in person). Travel expenses may be included in your budget.  

The workshops, courses, and trainings can cover a wide range of focus areas that meet a high 
need for your department or institution, such as:  

• accreditation, assessment, engaging students in an online environment, best practices 
in online instruction, conducting and/or disseminating scholarly research, developing 
and integrating cultural resources into curriculum, and more.  

 

AWARD AMOUNT 

This grant program has a total of $10,000 available for the 2022-23 academic year. Once the 
funds are exhausted, we are unable to make additional awards until the next academic year.  

The maximum amount you can apply for is $10,000. However, we expect most grant 
applications will request less than this amount, which will allow us to support more TCUs. The 
full amount of the grant must be used for professional development activities for faculty 
members (defined as permanent faculty and adjunct instructors).   

 

DEADLINE DATE 

Applications will be accepted on a rolling basis through June 30, 2022 or until the full 
$10,000 has been awarded, whichever comes first.  

 

APPLICATION CHECKLIST 

� Application form completed by a college official (e.g., dean, department head, 
president)  

� Letter outlining the need for professional development and detailed explanation of 
how you will use the grant to meet that need 

� Documentation of the proposed workshop, course, or training opportunity  
� Detailed budget, including a preliminary list of participating faculty, in a Word table or 

Excel spreadsheet 
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SELECTION PROCESS 

The College Fund will review applications using the following criteria: 

• Clearly demonstrated need for large-scale faculty professional development. 
• Ability of the workshop or training to strengthen and improve faculty members’ 

teaching, leadership abilities, knowledge, and/or skills. 
• Potential to enhance the culture of research and faculty excellence at the TCU. 

Applications will be reviewed on a regular basis and applicants will be notified as soon as 
possible about the success of their application. The application review process may take 2-3 
weeks.  

 

REPORTING REQUIREMENTS 

If awarded, the applicant will send the following information to the Faculty Development 
Program Officer two weeks after the event: 

• A list of participating faculty members and their titles 
• A short bio for each participant (approx. one paragraph) 
• A ½-1 page summary of the event from each participant discussing what was learned 

and how the information will be incorporated into their teaching, research, and/or 
community/tribal engagement efforts. 

 

If you have questions or wish to discuss your idea before submitting an application, do not 
hesitate to contact Heidi Normandin, Faculty Development Program Officer, at 303-426-9909 
or hnormandin@collegefund.org. 

 

Thank you for your interest in our professional development grants. We look forward to 
receiving your application! 

 

  

48

mailto:hnormandin@collegefund.org


APPLICATION FORM — PROFESSIONAL DEVELOPMENT GRANT 

 

Contact Information 

Applicant’s name Frances Benavidez 

Title/position Tohono O’odham Studies Director 

Tribal college/university Tohono O’odham Community College 

Address PO Box 3129 

City, State Zip Sells, AZ 85634 

Email fbenavidez@tocc.edu 

Phone number 520-479-2300 ext. 1513 

Other contact information 
(optional) 

 

Purpose of Grant 

Briefly describe the 
professional development 
you want to offer faculty (2-
4 sentences) 

The Tohono O’odham Community College will host a 
Teaching and Learning Showcase. Through this professional 
development opportunity faculty and adjunct instructors will 
learn new strategies for meetings TOCC’s mission in their 
instruction and using technology to enhance and promote 
student learning.  

Date(s) May 2023 

Expected number of 
participating faculty 

40 

Total budget requested $7,000.00 

 

PLEASE ALSO INCLUDE:  

� 1-2 page letter from applicant outlining the need for professional development and a 
detailed explanation of how you will use the grant to meet that need 

� Documentation of workshop, course, or training 
o If you would like to hire an outside facilitator, send a draft description of the 

workshop or training, the facilitator’s CV/bio, and proposed dates. 
o If you would like to send faculty to an external event, include a description of 

the workshop, course, or training; the date(s); and registration fee. This 
information can be provided as a screen shot(s) from the conference website 
and/or a flyer.  

� Detailed budget, including a preliminary list of participating faculty 
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Send this application form and supporting documents by 6/30/23 to Heidi Normandin, 
Faculty Development Program Officer, at hnormandin@collegefund.org.  
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TOHONO O'ODHAM COMMUNITY COLLEGE 

P.O. Box 3129 • Sells, Arizona 85634   

Phone: (520) 479-2300 • www.tocc.edu      

 

 

September 22, 2022 

 

RE: Professional Development Grants- American Indian College Fund 

 

Dear Review Committee: 

The Tohono O’odham Community College (TOCC) is seeking $7,000.00 from the American Indian 

College Fund’s professional development grant. TOCC’s Faculty Development Committee will use the 

funds to host a Teaching and Learning Showcase in May 2023 to share best practices in two areas (1) 

integration of the O’odham Himdag into the curriculum and (2) use of technology to enhance and 

promote student learning. What follows is a description of the showcase, budget, and preliminary listing 

of participating faculty.  

Description: Teaching and Learning Showcase 

The Teaching and Learning Showcase is a professional development opportunity designed to bring 

adjunct and full-time faculty together to learn best practices in integrating the O’odham himdag into the 

curriculum and use of technology to enhance and promote student learning. Given the unique mission of 

TOCC this professional development is geared toward building on the strengths of instructors who are 

equipped with localized methods for optimizing student learning at TOCC rooted in O’odham knowledge 

systems. 

To ensure presentations center around the two identified themes, the Faculty Development Committee 

will send a call for proposals in mid-April 2023 seeking ten adjunct and/or full-time faculty proposals.  

The presenters will be asked to identify one of the two topics they will focus on when presenting at the 

teaching and learning showcase. Priority will be given to presentations that include either one or both of 

the topics: 

1.  integration of the O’odham Himdag into the curriculum, and 

2.  use of technology to enhance and promote student learning.  

Both identified topics are high need training areas. Prior to the pandemic TOCC taught nearly 100% of 

its courses in-person and has since transitioned to about 90% online instruction either in a synchronous 

and/or asynchronous learning environment. Further, TOCC continues to hire new faculty to meet the 

growing enrollment of the student body, which has increased from approximately 300 students pre-

pandemic to nearly 1,000 students. Thus resulting in many instructors being new to adapting their 

curriculum to meet the unique mission of TOCC which integrates all areas of student learning in 

O’odham knowledge systems. A teaching and learning showcase led by local instructors provides an 
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opportunity for the TOCC instructional team to learn from local experts’ methods and strategies that 

work for them when serving the same demographic of students. By the end of the training instructors will 

have new ideas, methods and strategies for integrating the O’odham Himdag into the curriculum and/or 

using technology to enhance and promote student learning.  

Budget 

For this faculty development, TOCC is requesting $7,000.00 to cover the cost of approximately forty 

stipends: ten (10) faculty presenters and thirty (30) participants. Presenters will be compensated $250.00 

for their presentation and the participants will receive $150.00 for attending and documenting how they 

will use their new knowledge in their teaching.  

Adjunct/Full-time Faculty Number Amount Total 

Presenters 10 $250.00 $2,500.00 

Participants 30 $150.00 $4,500.00 

Total: $7,000.00 

 

Preliminary List of Participating Faculty 

TOCC has approximately fifty (50) adjunct and full-time faculty combined. Based on general attendance 

patterns the faculty development committee anticipates approximately seventy-five percent (75%) of the 

instructional team participating. Included here is an anticipated list of participating faculty.  

Full-time Adjunct 

1. Adam Andrews 1. Camillus Lopez 

2. Jacelle Ramon-Sauberan 2. Andrea Ramon 

3. Frances Benavidez 3. Dwayne Pierce 

4. Teresa Newberry 4. Elizabeth Ortega 

5. Timothy Foster 5. Martha Burgess 

6. Curtis Peterson 6. David Beeksma 

7. Diona Williams 7. Sharon Parker 

8. Kimberly Danny 8. Teresa Dekoker 

9. Dr. Edison Cassadore 9. Marcia Valadez 

10. Shaodong Lin 10. Daniel Sestiaga 

11. Mobarack Hussain 11. Erin Aguilar 

12. Neal Wade 12. Jared Call 

13. Dwayne Manuel 13. Jennifer Montijo 
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14. Jason Post 14. Jeremy Johns 

15. Heidi Wallace 15. Lucinda Begay 

16. Hamidou Kieta 16. Michael Newberry 

 17. Pamela Golden 

18. Shelly Taylor 

19. Tristan Ettleman 

20. Wendi Cline 

21. Richard Wernick 

22. Sandra Leal 

23. Jiivik Siiki 

24. Steven Kessler 

 

Conclusion 

The Teaching and Learning Showcase provides a needed professional learning opportunity for all TOCC 

full-time and adjunct faculty. By learning best practices from local experts the instructional team has 

access to new ideas, methods, and strategies for rooting student learning in O’odham relevancy and 

adapting lessons to an online learning format as proven effective by their colleagues. It takes much time 

and effort to create student-centered learning experiences rooted in a worldview that may be different 

from the instructor. Learning new ideas from peers not only gives new ideas that may be adapted to other 

instructor’s approach but also creates new ideas and creativity amongst the participants when redesigning 

and/or developing new lessons. Should approximately forty (40) faculty register for the Teaching and 

Learning Showcase a total budgeted amount of $7,000.00 will be expended on stipends to faculty 

presenters and participants.  

Thank you for considering this request. 

Sincerely,  

 

Frances Benavidez 

Tohono O’odham Studies Director 

 

 

 
Attachment: Teaching and Learning Showcase Flyer 
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TOCC GRANT PROPOSAL SUBMISSION AUTHORIZATION 
 
DATE: 9/27/2022 SUBMITTED BY:  Tiffany Viggiano, PhD 
 
Funding Agency: American Indian College Fund 
 
Funding Number:  
 
Letter of Intent required?  Not required  Due Date (if applicable):   Rolling 
 
Grant Submission Date: ASAP 
 
Entity for proposal submission Professional Development Grant: Departments and Institutions 
 
Maximum Award: $10,000 
 
Duration of grant: One time 
(Note:  determine if award listed is total for the grant period, or per year.) 
 
Number of Awards: undefined Match Required? NO 
(Note: if match required, specify how much, and type, i.e., cash, in kind, etc.)             
 
Indirect Cost allowed?    Amount (%):  
 
Department or Division Requesting Grant: Department of Academics 
 
Background and Justification: 
The Teaching and Learning Showcase provides a needed professional learning opportunity for all TOCC 
full-time and adjunct faculty. By learning best practices from local experts the instructional team has 
access to new ideas, methods, and strategies for rooting student learning in O’odham relevancy and 
adapting lessons to an online learning format as proven effective by their colleagues. It takes much time 
and effort to create student-centered learning experiences rooted in a worldview that may be different 
from the instructor. Learning new ideas from peers not only gives new ideas that may be adapted to 
other instructor’s approach but also creates new ideas and creativity amongst the participants when 
redesigning and/or developing new lessons. Should approximately forty (40) faculty register for the 
Teaching and Learning Showcase a total budgeted amount of $7,000.00 will be expended on stipends to 
faculty presenters and participants. 

Objectives 
The Tohono O’odham Community College (TOCC) is seeking $7,000.00 from the American Indian College 
Fund’s professional development grant. TOCC’s Faculty Development Committee will use the funds to 
host a Teaching and Learning Showcase in May 2023 to share best practices in two areas (1) integration 
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of the O’odham Himdag into the curriculum and (2) use of technology to enhance and promote student 
learning. What follows is a description of the showcase, budget, and preliminary listing of participating 
faculty. 

Methods 
 
How the project will meet the TOCC Mission and Strategic Plans: 
 
1D. Develop a stronger emphasis on O’odham language and culture in the everyday life of the College 
community. 
5E. Critically situate faculty and employees within the historical and social context of the Tohono 
O’odham Nation and indigenous peoples. 
 
Proposed Principal Investigator or Project Director:  Frances Benavidez 
   
Lead writer: Frances Benavidez  
 
Current staff to be paid under the grant? (List): Honorarium for contingent faculty and cultural 
mentors who participate 
 
New staff to be added? (Number and positions): None 
 
Contractors (external evaluator required, etc): No 
 
Approval by Division Dean and Date: Dean of Academics, 9/27/2022 
 
Review by Leadership and Approval Date:____________________________ 
 
Board Review and Approval Date: _____________________________________ 
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TOHONO O'ODHAM COMMUNITY COLLEGE 

TO:  BOARD OF TRUSTEES  

THRU:  

FROM: DR. TIFFANY VIGGIANO, DEAN OF ACADEMICS 

SUBJECT: SPOTLIGHT ON HUMANITIES GRANT APPLICATION REQUEST 

CC:  

Background:  

Spotlight on Humanities in Higher Education: 

https://www.neh.gov/program/spotlight-humanities-higher-education 

“The Spotlight on Humanities in Higher Education program supports the exploration and 

development of small projects that would benefit underserved populations through the teaching 

and study of the humanities. Eligible applicants include small- to medium-size two- and four- 

year institutions of higher education and nonprofit organizations whose work advances the 

humanities at these institutions and among their faculty and students. NEH especially welcomes 

applications from Native American and Indigenous institutions, Historically Black Colleges and 

Universities, Hispanic-Serving Institutions, Asian American and Native American Pacific 

Islander-Serving Institutions, Tribal Colleges and Universities, minority-serving institutions, 

community colleges, rural colleges and universities, schools that have a majority-minority 

undergraduate enrollment, and those that serve significant numbers of first-generation and 

nontraditional students.” 

 

Justification:  

We seek to consult with community experts on their approach to historical storytelling. From this 

process we hope to empower students with skills to document their own history and create paths 

towards meaningful employment as storytellers. We will convene a taskforce to discuss 

integrating humanistic storytelling across the curriculum, creating paths to four year degrees and 

employment. 
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The Spotlight grant is the first submission, but we also plan to use this organizing process to 
prepare us to submit for a larger humanities grant in February ($150,000 to fund TCUs 
Humanities work).  

 
Action Requested:   
Approve moving forward with grant application.  
 
Recommendation:  
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TOCC GRANT PROPOSAL SUBMISSION AUTHORIZATION 
 
DATE: 9/27/2022 SUBMITTED BY:   
 
Funding Agency: National Endowment for the Humanities 
 
Funding Number: Funding Opportunity Number: 20221102-ASA-ASB 
Funding Opportunity Type: New 
Federal Assistance Listing Number: 45.162  
 
Letter of Intent required?  No required  Due Date (if applicable):   11/2/2022. 
 
Grant Submission Date:  
 
Entity for proposal submission Spotlight on Humanities in Higher Education: 
https://www.neh.gov/program/spotlight-humanities-higher-education  
The Spotlight on Humanities in Higher Education program supports the exploration and 
development of small projects that would benefit underserved populations through the teaching 
and study of the humanities. Eligible applicants include small- to medium-size two- and four-
year institutions of higher education and nonprofit organizations whose work advances the 
humanities at these institutions and among their faculty and students. NEH especially welcomes 
applications from Native American and Indigenous institutions, Historically Black Colleges and 
Universities, Hispanic-Serving Institutions, Asian American and Native American Pacific 
Islander-Serving Institutions, Tribal Colleges and Universities, minority-serving institutions, 
community colleges, rural colleges and universities, schools that have a majority-minority 
undergraduate enrollment, and those that serve significant numbers of first-generation and 
nontraditional students. 
 
Maximum Award (per year): $60,000 
 
Duration of grant: Up to two years 
(Note:  determine if award listed is total for the grant period, or per year.) 
 
Number of Awards: 25  Match Required? NO 
(Note: if match required, specify how much, and type, i.e., cash, in kind, etc.)             
 
Indirect Cost allowed?  Yes   Amount (%): Up to $25,000 
 
Department or Division Requesting Grant: Education Department 
 
Background and Justification: 
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We seek to consult with community experts on their approach to historical storytelling. From this 
process we hope to empower students with skills to document their own history and create paths 
towards meaningful employment as storytellers. We will convene a taskforce to discuss 
integrating humanistic storytelling across the curriculum, creating paths to four year degrees and 
employment. 

Objectives 
Design indigenized humanities coursework to be integrated across the curriculum, empowering 
storytelling and employment as storytellers.  

• Consult community elders and members about storytelling and oral history methodological 
knowledge  

• Design a capstone and or introduction to humanities course within AALA about storytelling from 
an indigenous perspective.  

• Develop a story telling taskforce from multiple disciplines to consider ways to integrate 
humanities storytelling focus across related disciplines.  

• Identify and build pathways for students to continue to learn about storytelling and become 
employed as storytellers.  

Methods 
Consult community elders and members about storytelling and oral history methodological knowledge  

Approach: Event to invite those from community to contribute their stories and thoughts on 
approaches to storytelling. Students and faculty collaborate to facilitate discussion with 
community elders. Event is videoed under the direction of faculty with participation of students. 
Students gain experience documenting histories while learning about methodologies of 
storytelling.   
Guiding Questions: From an indigenous perspective, what must be included? What shouldn’t? 
Do we need more than one course? Which courses? Which modalities? What community projects 
could teach and empower storytelling by embedding participation in curriculum? 
Core Outcome 1: Identify community elders willing to contribute to building the curriculum 

Develop a story telling taskforce from multiple perspectives to consider ways to/begin to integrate 
humanistic storytelling throughout the curriculum 

Approach: Host reoccurring sessions with TOCC/SCAC professors of literature, language, 
history, philosophy, drama, film, etc. (as well as cultural mentors identified at the aforementioned 
event) to build curriculum. Invite and visit representatives from partner institutions to begin 
building 2+2 agreements and career placement. Focus on oral tradition of storytelling because the 
Tohono O’odham are traditionally an oral society. Pay honorarium to contingent faculty, cultural 
mentors, and consultants invited to participate in this work.  
Guiding Questions: How can students learn about humanities through oral traditions/ multiple 
modalities (written story, written plays, and film) 
Core Outcome 2: Design a capstone and or introduction humanities course within AALA about 
storytelling from an indigenous perspective.  
Core Outcome 3: Develop 2+2 partnerships where students can continue to gain skills necessary/ 
access to opportunity to be professional storytellers 

 
How the project will meet the TOCC Mission and Strategic Plans: 
 
1D. Develop a stronger emphasis on O’odham language and culture in the everyday life of the College 
community. 
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2H. Continue work with San Carlos Apache College site toward their independent status. 
3A. Provide two or more 4 Year Degrees and/or 2 + 2 opportunities. 
5E. Critically situate faculty and employees within the historical and social context of the Tohono 
O’odham Nation and indigenous peoples. 
 
Proposed Principal Investigator or Project Director:  Tiffany Viggiano 
   
Lead writer: Tiffany Viggiano  
 
Current staff to be paid under the grant? (List): Honorarium for contingent faculty and cultural 
mentors who participate 
 
New staff to be added? (Number and positions): None 
 
Contractors (external evaluator required, etc): No 
 
Approval by Division Dean and Date: Dean of Academics, 9/27/2022 
 
Review by Leadership and Approval Date:____________________________ 
 
Board Review and Approval Date: _____________________________________ 
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TOHONO O'ODHAM COMMUNITY COLLEGE 

TO:    BOARD OF TRUSTEES 

THRU:  DR. PAUL ROBERTSON, PRESIDENT 

FROM:  JAY JUAN, CHIEF OF OPERATIONS

SUBJECT:  POLICY FOR SPACE ALLOCATION PROCESS

CC:  

Background:  Recent additions to Faculty and Staff has highlighted the need for a process in 
assigning office space. 

Justification:  This policy provides a detailed approach to understanding how space is assigned 
and the responsibilities each department has in using said space.  A step by step process in 
requesting and assigning work space.    

Action Requested:  Review and approval as College policy for Space Allocation.  

Recommendation:  Approval 
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Space is a limited College resource and, consequently, it must be 
managed responsibly and in a way that promotes the advancement of 
the College’s mission and alignment with its strategic priorities.  
Flexibility needs to be maintained by all in order to address changes in 
function, curricula, programs and technologies. Accordingly, a 
comprehensive framework for assignment and management of office 
space has been established to achieve best utilization and respond to 
current and emerging needs. 

This policy provides general guidelines for the allocation of office space 
to the programs within all the departments/divisions on campus.   

Campus facilities and property exist to serve primarily the educational 
mission of the College.  Activities occurring in a campus facility or on 
campus property must be an appropriate use of that space at all times. 

The purpose of this policy is to provide for the effective and efficient use 
of TOCC’s space resources resulting in:  

(i) a quality learning and working environment for students, faculty 
and staff;  

(ii) effective management of space to meet the strategic vision and 
mission of the College; and  

(iii) the cost effective utilization of space.  
 
 

In addition, this policy provides a framework for the regular review of 
TOCC’s space needs and use of its physical assets and a basis for the 
procedures to be followed in relation to the assignment of space and the 
relocation of staff. All space at TOCC belongs to the College. TOCC will 
allocate and assign space to best support and further TOCC’s academic 
mission and priorities. The President shall designate an individual to 
serve as a monitor for the purpose of overseeing all space, whether 
leased or owned, at TOCC. The President’s designee shall assure 
compliance with state and federal laws.   
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 All faculty and staff will be provided with a suitable working 
environment for the type of work they perform. 

 Office space will be provided to departments to adequately support 
their core missions and functional needs. 

 Office space, like all space, is College property and is allocated to a 
given department (not to individuals), as available, in a manner that 
best advances College strategic priorities.  No department “owns” 
space that has been allocated to it. 

 Office space allocated to a department can be reassigned to another 
department in response to College needs and priorities at any time. 

 Office space, like all College space resources, should be deployed 
in the most efficient and effective manner to best serve 
programmatic and strategic priorities. 

 Each department should manage its office space needs within the 
space that has been allocated to the department at any given time 
and should be used to maximum functionality and efficiency. 

 Shared office and open office arrangements are encouraged 
whenever possible to efficiently use the College’s limited space.  

 Conference rooms and office service spaces are encouraged to be 
shared among one or more units whenever possible to maximize 
space utilization.  All conference rooms shall be available to all 
departments and should be scheduled for faculty and staff use via 
SchoolDude. 

 Office space vacated due to a substantial reduction in program size, 
reduction in workforce, or program elimination resulting in office 
space being unoccupied reverts back to the college space pool to be 
maintained by Operations-Facilities Maintenance under the direction 
of the Chief of Operations. 

 Offices will be assigned based on need, availability, and suitability 
for the intended use. 

 Assignment of multiple offices for individual faculty and staff 
members is not permitted unless there is a true demonstrated need. 
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Under such circumstances, a faculty or staff member may be 
assigned a secondary office (ideally in a shared arrangement), 
provided it is not located in the same building as the primary 
office.  All decisions related to multiple offices will be made on a 
case-by-case basis and require the approval the Chief of 
Operations. 

 Each department should ensure that all allocated space is 
occupied.  When offices are left unoccupied for significant periods of 
time, departments should use these spaces to alleviate pressing 
space needs. If an office space remains under-utilized for a period 
longer than one year, the department may be required to provide a 
justification for maintaining use of the space. 

 When possible, if departments desire to consolidate their space 
assignments for reasons of academic interaction and administrative 
efficiency, contiguous spaces will be provided.  However, close 
proximity cannot be guaranteed depending upon the space and 
financial resources available at any given time. 

 Periodic evaluation of office space allocation should be made by the 
department head to insure that all office space is being used to 
maximum functionality and efficiency. 

 Official space inventory reports recording all office space allocations 
will be maintained by Operations-Facilities Maintenance. 

 To support an accurate and complete record of space allocations, 
departments will verify office space allocation and names of 
personnel assigned to occupy specific rooms to Operations-Facilities 
Maintenance on an annual basis.  This request will be sent out at 
the department level by the Chief of Operations. 

 Office space may not be assigned to non-campus organizations 
without prior approval from the President and the Board of Trustees. 

 Employees and organizational departments are responsible for the 
facilities assigned to them—to use them effectively, efficiently, and 
respectfully. This responsibility does not allow them to make 
modifications to facilities without the expressed approval of the Chief 
of Operations. 
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 Willful damage or alteration to a campus facility (property) by an 
assignee will result in the assignee bearing the cost for all repairs. 

 All maintenance and repair work, renovations, alterations, 
demolitions, etc., must be administered by Operations-Facilities 
Maintenance Department. 

 
 
Definitions: 

 
Office space: Space that includes offices, office service spaces, and 
conference rooms specifically assigned to support the Colleges 
academic, administrative, and service functions. 
 
Office: A space housing faculty, staff, or students working at one or more 
desks, tables, or workstations configured as a private office, shared 
office, or open office with or without cubicles. 

 
 
 

 
Request for New Office Space or Change of Space 

 
Step by Step: 

1. Dean/Director(Requestor) will email Chief of Operations 
requesting space with justification  
 
 
 

2. Chief of Operations will review the request and check for 
availability 
 

 

3. Request will be discussed at Leadership meeting  

 

4. Decision will be provided to Requestor 
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TOHONO O'ODHAM COMMUNITY COLLEGE 

TO: 

THRU: 

FROM:  

BOARD OF TRUSTEES 

PAUL ROBERTSON, PRESIDENT 

ANTHONY FRANCISCO, JR.  

SUBJECT: 

DATE: 

CC: 

TRACK UPDATE 

OCTOBER 3, 2022  

EVAN THOMAS, SPECIAL ASSISTANT TO THE PRESIDENT 

Background: 

I was contacted by Mrs. Kristine FireThunder, Policy Advisor for Tribal Affairs in the Office of 
Governor Doug Ducey, regarding funding available through the Arizona State Parks & Trails Office. 
Funding was available to help refurbish the track behind the intermediate campus in Sells.  

Justification: 

The track would serve several purposes. TOCC would train and compete on the track, potential 
hosting meets in the future as well has holding clinics for Jegos Runners to share with youth on 
the Nation. Local schools can utilize the track to host events tailored to their grade levels. Lastly, 
community members can continue to walk the track at their leisure. 

Action Requested: 
Requesting support of approval to continue discussions with the BUSD Board and connecting on 
a future MOA or IGA. As well as requesting support from Grant writing staff to assist in going 
after funds available.  

Recommendation:
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Eligible ARPA applicants are state, county, municipal, tribal governments, and non-
profit organizations. Funds can be used to provide upgrades/improvements to existing 
facilities/programs due to the impact of COVID.   

 
 
Applicant Name:  Tohono O’odham Community College, and Baboquivari Unified 
School District   
 
Project Name: Tohono O’odham CC Track & Field 
 
Project Contact:  Anthony Francisco 
Email Address: afrancisco@tocc.edu 
Phone Number: (520) 993-6065 
City/Town: Sells, Arizona  
 
Amount of Funds Requested: $500,000.00     
 
PROJECT DESCRIPTION 
Please describe your proposed project in 300 words or less. Describe how the COVID-19 
pandemic has affected your proposed project and/or your community and how these funds will 
improve these areas and meet a need.  Project must be shovel ready and completed by 
12/31/2023. 
 
This funding request will refurbish an old asphalt track for the Tohono O’odham 
Nation community (the “Nation”). Currently, there are 3 tracks on the Nation, 2 
dirt and one asphalt track. The asphalt track sits behind the Baboquivari Unified 
Intermediate Campus (4-6 grade), which was previously the High School campus 
(“BUSD”). The refurbished track will allow schools to train and compete with 
lanes and other amenities that are needed to host a track & field meet.  
 
During the time of COVID, many community members were unable to compete, 
train or even go for walks as much of our Nation was locked down. The goal is to 
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bring the track back to allow schools, community members and for Tohono 
O’odham Community College’s (“TOCC”) new running program to finally flourish. 
TOCC started it’s Cross Country Program at the end of 2019 with recruiting at 
the beginning of 2020. Since this time the program has seen significant 
challenges with closed dorms, event cancellations, quarantines, and safety 
precautions. It has always been the goal to bring TOCC’s running program to the 
community of the Nation. To host events, have clinics and camps for future 
Jegos Athletes. 
 
The project will be in coordination with TOCC and BUSD. The track will be a 
training ground for TOCC Jegos Athletes, Baboquivari Warriors and for younger 
generation of runners to begin their track & field journeys. As Head Coach of the 
TOCC Jegos, my goal is to have running on our Nation a staple based on a 
strong foundation. This project and funding will assist in getting us further ahead.  
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Local, Regional and State Park 
Preapproval On-Site Inspection Report 

Staff Inspection 
 
Participant:        Baboquivari Unified School District—Sells Arizona 
Project Title:           Campus Track and Field Renovation   
Inspector Name and Title:           Mickey Rogers, Chief of Grants and Trails  
Date:           May 9, 2022  
Sponsor Name(s) and Title(s):         Anthony Francisco, Head Coach—Jegos Croos County—Tohohno               
O’odham Community College  
Project Description:                          Renovation of an existing track located at the school.   Work would 
include tearing up existing asphalt, regrading track and resurfacing the track.  Engineer is going to meet 
with sponsor to develop and plan and estimated costs.  Track would be used for practice and school meets 
and would be used by the public when not used by the school. 
 
Type of Project: Development    Acquisition   Both  
   
Project Scope Items:  Renovation of  an existing track.   
  
 
 
Does the land appear to be suitable for proposed use?    Yes   No 
Are there any reserved rights/restrictions?      Yes   No 
Is the site located in a floodplain/wetland?      Yes   No  Unknown  
Are any permits needed?        Yes   No  Unknown 
Are there any known historic/archeological sites?     Yes   No  Unknown 
Does the Sponsor own the property?       Yes   No 
Does the site appear to be on prime/unique farmland?    Yes   No 
Does there appear to be any potential health or safety problems?   Yes   No 
Will project result in displacement of persons, businesses, etc.?   Yes   No        _________________ 
Is there private recreation facilities in the vicinity that the project  
may compete with?        Yes  No   
Does the area appear to present any physical difficulty in  
construction/eventual maintenance of the facility?     Yes   No 
Does the area appear to be compatible for the proposed 
construction?  (if no, explain)       Yes   No 
Have provision been made to make facilities and programs 
accessible to the handicapped?       Yes   No   
Are the quality of materials proposed adequate for the facility?   Yes   No   Unknown 
(Answer only if plans and specifications are available) 
Does it appear that the proposed facility blend with the park 
and/or other existing or planned facilities?      Yes   No 
Will the materials proposed for construction provide for the 
maximum life of the type of facility? (if no plans n/a)    Yes   No  Unknown 
 
Explanations to questions: 
Sponsor will be required to make the track accessible for the public which could be incorporated in the 
project.  This may include a wider fence opening and some sort of  ramp to access the track.  Sponsor 
stated the school is very supportive of the project however may need to have a fiscal sponsor to pay 
invoices for reimbursement.  This project may qualify for American Rescue Plan Act funding which 
would include a one-page summary of  the project with estimated costs which grant staff will forward to 
the governor’s office for approval.  If approved, this project will not require any match and must be 
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      SCOREBOARD 
 

       
FOOTBALL FIELD NOT PART OF THIS PROJECT 
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STAIRS TO TRACK, WILL HAVE TO MAKE TRACK ACCESSIBLE 
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TOCC GRANT PROPOSAL SUBMISSION AUTHORIZATION 
 

 
DATE: 9/20/2022 SUBMITTED BY:  Juan Carlos Cervantes, Director Land Grant Office of 

Sustainability 
 
Funding Agency: National Institute of Food and Agriculture, USDA 
 
Funding Number: USDA-NIFA-ARPAED-009362 CFDA #: 10.237, From Learning to 
Leading: Cultivating the Next Generation of Diverse Food and Agriculture Professionals 
(NEXTGEN) 
 
Letter of Intent required?  No required  Due Date (if applicable):   9/16/2022. 
 
Grant Submission Date: November 15, 2022 
 
Entity for proposal submission (grants.gov, e-grants, Fastlane, etc.)  Grants.gov 
 
Maximum Award (per year): For the grant period is $1,000,000 for Tier I, $2,000,000 for Tier 
II and $3,000,000 for Tier III  
 
Duration of grant: 5 years 
(Note:  determine if award listed is total for the grant period, or per year.) 
 
Number of Awards:  NA Match Required? NO 
(Note: if match required, specify how much, and type, i.e., cash, in kind, etc.)             
 
Indirect Cost allowed?  Yes   Amount (%): 27% 
 
Department or Division Requesting Grant: Land Grant Office of Sustainability 
 
 
 
Background and Justification: 
 
The From Learning to Leading: Cultivating the Next Generation of Diverse Food and 
Agriculture Professionals (NEXTGEN) funding opportunity offers the Tohono O'odham Nation 
the prospect of developing its own professional-level of human resource capacity. 
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Objectives 
The primary goal of this grant is to build and sustain the next generation of the food, agriculture, 
natural resources, and human sciences (FANH) workforce. This includes the future USDA 
workforce, primarily through providing student scholarship support, meaningful paid internships, 
fellowships, job opportunity matching, and facilitating opportunities to learn the processes and 
pathways leading to training and employment in the federal sector. 
 
Developing outreach strategies to highlight agriculture’s relevance to younger generations, 
including future professionals, scientists, and thought leaders, and the critical opportunity to 
participate in public service and build an effective, equitable, and accountable Tribal 
Government. Showcasing the vast and rewarding career opportunities in food and agriculture 
may attract youth and other audiences to train and prepare for employment in the broader 
agricultural enterprise and related disciplines. 
 

Methods 
We plan to carry out three types of projects: a) Student scholarships, b) Experiential learning, c) 
Outreach and engagement to (1) Implement strategies to increase exposure to career disciplines 
related to food, agriculture, natural resources, and human sciences before, during, and after 
college for tribal students and (2) engage collaborators outside of TOCC to synthesize creative 
options for training students. 
 
Over five years of the grant, LGOS will offer twelve paid internships per year to students in 
different cohorts: Last year’s TOCC students, TOCC first-year students, and high school 
students. They will be exposed to experiential and professional experiences at various partner 
institutions at state and national levels. They will visit the TON Department of Natural 
Resources, San Xavier Co-Op Farm, the University of Arizona, UArizona Indigenous Resilience 
Center, USDA quarters in Washington DC, and the Smithsonian Museum. These visits will build 
leadership skills and expose interns to experiences and potential job opportunities for the future. 
 
How the project will meet the TOCC Mission and Strategic Plans: 
 
This project will support the strengthening of individuals and families of the Tohono O’odham 
Nation by developing a professional core of tribal students. The project is aligned with TOCC’s 
goals to:   

● To strengthen academic learning that will reinforce a strong competitive spirit to 
participate in an ever-changing society. 

● To establish a training core that will enable the students and the broader community to 
meet future challenges. 
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Proposed Principal Investigator or Project Director:  Juan Carlos Cervantes, Ph.D  
   
Lead writer: Juan Carlos Cervantes.  
 
Current staff to be paid under the grant? (List): None 
 
New staff to be added? (Number and positions): 4 (Student Support Professionals) 
 
Contractors (external evaluator required, etc): No 
 
Approval by Division Dean and Date: Dean of Sustainability, September 25, 2022 
 
Review by Leadership and Approval Date: September 27, 2022______ 
 
Board Review and Approval Date: _____________________________________ 
 

95



TOHONO O'ODHAM COMMUNITY COLLEGE 

TO:    BOARD OF TRUSTEES  

THRU:  PAUL ROBERTSON, PRESIDENT  

FROM:  DR. MARIO MONTES-HELU, DEAN FOR SUSTAINABILITY 

SUBJECT: SOLAR ENERGY INSTRUCTOR 

DATE:  10/03/2022 

CC: SONYA JUAN, HR DIRECTOR, ANSELMO RAMON, CHAIR OF ACADEMIC PROGRAMS 

IN WORKFORCE & COMMUNITY DEVELOPMENT 

Background 

The Solar Installer Certificate Program is designed to provide the Tohono O’odham Nation 
and greater Tucson region with well-trained, technically proficient in the basic principles of 
electrical theory. This program is designed to meet an emerging trend in solar power with the 
use of photovoltaic technology. Students will gain hands-on experience in understanding the 
work ethic required to meet the growing demand as a solar panel installer. 

 

Justification 

The Higher Learning Commission provided Dr. Paul Robertson, President of TOCC formal 
notification of action taken by the HLC in a letter dated July 15, 2022: HLC approved the 
Tohono O’odham Community College request for the Solar Panel Installer Certificate 
Program at 39 credits hours. 

 

Action Requested 

Solar Energy Instructor for 12 months position with a salary of $57,000 annually (DOE). 

 

ATTACHMENT: 

Solar Energy Instructor Job Description 
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TOHONO O’ODHAM COMMUNITY COLLEGE  

JOB ANNOUNCEMENT 

 

Job Title: Solar Energy Instructor 

Reports To: Chair of Academic Programs in Workforce and Community Development  

Status: Full-time/ Regular/ Exempt 
Salary: Salary: $57,000 annual (DOE) 

SUMMARY: The Solar Energy Instructor will teach Photovoltaic related courses in a tribal 
community college setting. Teaching assignments may include evening and weekend classes in-
person, and online formats. The instructor will use multiple methods of instruction, assessment 
results, and appropriate technologies to engage students and promote student success. The 
instructor will also be expected to design curriculum, participate in professional development in 
indigenous education practices and online learning, and participate in committee work.  

ESSENTIAL DUTIES: 

▪ Develop and maintain the curriculum for a Solar Installer certificate; 
▪ Teach 15 equated load hours/semester to include material and preparation time; develop 

and grade exams and instruments to evaluate student learning and progress; submission of 
student grades/progress as required by the programs/policies of the Instruction area. 
Maintain office hours of 5 per week; 

▪ Develop and recommend Electrical and Solar class schedules and remain current in 
discipline and industry standards/credentials as established by NCCER and NABCEP; 

▪ Practice and enforce department-approved safety regulations in the lab room; 
▪ Promote and practice good laboratory techniques along with end of lab clean-up; 
▪ Be student-centered and focused on student learning outcomes; 
▪ Maintain currency in the discipline by conducting research and attending conferences 
▪ Mentor and advise students; 
▪ Participate in meetings, committees, and in other college activities; 
▪ Integrate Tohono O’odham culture into the curriculum; 
     Working with the Academic Chair of WCD, develop and implement processes and tools for 

assessment of teaching and student learning outcomes; 

▪ Work with the Chair of Academic Programs of WCD, and the Coordinator of Dual Enrollment 
to coordinate the articulation between secondary and post-secondary partners; 

▪ Support the T-So:son (Our Core Values) including T-Wohocudadag – Our Beliefs, T-Apedag 
– Our Well-Being, T-Pi:k Elida – Our Deepest Respect and I-We:mta – Working Together. 

▪ Perform other duties of a similar nature or level. 
 

TRAINING AND EXPERIENCE: 
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Minimum Qualifications: 

▪ Bachelor’s degree in a related field with three years current, relevant experience or a 
minimum of 5 years of industry experience in Construction/Electrical/Solar. 

▪ Or an Associate Degree in photovoltaic systems and 5 years of experience with NABCEP 
(North American Board of Certified Energy Practitioners) certification or ability to complete 
within one year.  Have the NCCER (National Center for Construction Education and 
Research) certificate or ability to complete before teaching a course using NCCER 
curriculum. OR; 

▪ Be a Certified Journey person in Electrical, residential and commercial with current 
certification. 

 

Additional Consideration May Be Given To Individuals w ith the Follow ing 
Qualifications:  

▪ A Master’s or Ph.D. in a related field.  
▪ Additional expertise in Mathematics, Solar Energy, Green Constructions, Computer Science, 

or Engineering. 
▪ Two years of instructional experience in higher education. 
▪ Classroom experience working with Native American students of the Southwest in tribal 

communities. 
▪ Ability to speak and understand O’odham and/or Spanish. 

 

LICENSING REQUIREMENTS  

▪ Valid Arizona Driver’s license with no DUI's or major traffic offenses within the past two 
years; 

▪ Must successfully pass a background check and fingerprint clearance; 
 

KNOWLEDGE: 

▪ Knowledge of lab techniques as it relates to solar energy and photovoltaics; 
▪ Instructional methodologies; 
▪ Adult learning theory; 
▪ Research methods; 
▪ Student evaluation methods (formative and summative); 
▪ Principles in assigned academic area; 
▪ Advising processes and practices; 
▪ Curriculum development. 
 

SKILLS: 

▪ Using a computer and relevant software applications;  
▪ Conducting research; 
▪ Evaluating student performance; 
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▪ Instructing students; 
▪ Creating collateral materials for class sessions; 
▪ Advising students; 
▪ Working with Native American students; 
▪ Strong communication and interpersonal skills as applied to interaction with subordinates, 

coworkers, supervisor, and the public. 
 

WORK ENVIRONMENT: 

TOCC is a tribal college located in the Tohono O’odham Nation, 60 miles west of Tucson. The 
instructor will work closely with members of the Tohono O’odham Nation within a multicultural 
setting. 

BENEFITS: 

The College offers a comprehensive benefit package and 401(k). 

Covid-19 VACCINATION 

Proof of Covid-19 Vaccination is a requirement for employment with TOCC. 

HOW TO APPLY: 

Applications are available online at www.tocc.edu. Interested applicants must submit a 
completed TOCC application for employment, resume, related degrees, transcripts, certificates, 
a list of two (2) references (name, position, organization and work phone numbers), and one 
(1) letter of recommendation dated within the past 24 months. If claiming Indian Preference 

under Tohono O’odham Ordinance 01-85, submit a copy of certification or enrollment card and/ 
or if claiming Veteran Preference, submit a copy of the DD214 form to: 

TOHONO O’ODHAM COMMUNITY COLLEGE 

ATTENTION:  HUMAN RESOURCES 

P.O. BOX 3129 

SELLS, AZ  85634 

VOICE (520) 479-2307 

FAX (520) 383-0029 

"This institution is an equal opportunity provider and employer." 

 

BOT approved: 
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TOHONO O'ODHAM COMMUNITY COLLEGE 

TO:    BOARD OF TRUSTEES  

THRU:  PAUL ROBERTSON, PRESIDENT  

FROM:  DR. MARIO MONTES-HELU, DEAN FOR SUSTAINABILITY 

SUBJECT: NTIA PROJECT DIRECTOR 

DATE:  10/03/2022 

CC: SONYA JUAN, HR DIRECTOR, ANSELMO RAMON, CHAIR OF ACADEMIC PROGRAMS 

IN WORKFORCE & COMMUNITY DEVELOPMENT 

Background 

The National Telecommunications and Information Administration (NTIA) approved the grant, 
number 04-09-C13027, with Tohono O'odham Community College to support the work 
described in the proposal entitled “Hewel Wepegi Macidag kc, wog = "Learning the Internet 
Road”  
 
Justification 

In order to establish the framework necessary to begin Computer Literacy Training to the 
districts and the communities of the Tohono O’odham Nation, it will be necessary to hire a 
Project Director for the NTIA grant. The duration of the grant is two years. 

 

Action Requested 

Approval of the new 12-month position of NTIA Project Director with a salary of $67,000. 

 

ATTACHMENT:  

NTIA Project Director Job Description 
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Job Title: NTIA Grant Project Director 

Reports To: Chair of Academic Programs in Workforce & Community Development. 

Status:  Full-time/ Regular/ Salary/Exempt 
Salary: $60,349 (DOE) 

SUMMARY: Project Director (PD) will manage and supervise the activities of the Hewel 
Wepegi Macidag kc, wog = “Learning the Internet Road” and lead a team of Information 
Technology technical trainers, in training Tohono O’odham Nation Community members in the 
understanding and application of computer literacy skills in computer hardware, software 
applications and internet connectivity. The PD will plan and coordinate training sessions within 
communities of the Tohono O’odham Nation, and administer the grant expenditures and 
purchases. Provide the leadership for the successful completion of the grant, funded by the 
National Telecommunications and Information Administration (NTIA) 

ESSENTIAL DUTIES: 

▪ The project director will manage multiple projects at the strategic level of planning
district/community meetings and reporting meeting sessions and outcomes to the Dean of
Sustainability and the Chair of Academic Programs in Workforce & Community
Development.

▪ Prioritizing the procurement of computers, laptops, hotspots and hardware necessary to
implement a Computer Literacy Training Program at the district level.

▪ Coordinating project team members and developing schedules and individual
responsibilities. Organizing meetings to discuss project goals and progress.

▪ In collaboration with TOCC’s Information Technology Department, Workforce and
Community Development and the office of Sustainability; identify, develop, and
implement a computer literacy training program that meets the goal of the NTIA grant.

▪ The Project Director will oversee the NTIA grant allocation and oversee finances to
ensure that the project progress is on time and budget. The project director reviews
regular progress reports and makes staffing, financial, or other adjustments to align the
developing project with broader outcome goals.

▪ The Project Director will develop an overall project work plan that is complimented by
IT Technical trainers' plans to meet those goals.

▪ Using project management tools to track project performance and schedule adherence
▪ Assess the ‘current’ IT status of district IT infrastructure and determine necessary

upgrades and required equipment and space to have a stable internet connectivity.

TOHONO O’ODHAM COMMUNITY COLLEGE

JOB ANNOUNCEMENT
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TRAINING AND EXPERIENCE: 

Minimum Qualifications: 

▪ BA in education, business administration, Information Technology or closely related field
▪ Must have at least 2 years of experience in project management
▪ Experience in Computer Literacy Training
▪ Some experience in curriculum development & training
▪ Adult Education and/or college teaching experience and a thorough understanding of
pedagogy and andragogy

Additional Consideration May Be Given To Individuals with the Following Qualifications: 

▪ Master’s degree in education degree with 24 upper-division credits in Information
Technology, business administration and/or education.
▪ Three years in project management.
▪ Ability to speak and understand O’odham.
▪ Knowledge and understanding of the history and contemporary issues facing Native
peoples.

LICENSING REQUIREMENTS: 

▪ Valid Arizona Driver’s license with no DUI’s or major traffic offenses within the past
two years.
▪ Must successfully pass a background check and fingerprint clearance.

KNOWLEDGE: 

▪ Customer service principles.
▪ Proficient in Microsoft office suite & applications.
▪ Communication methods and techniques.
▪ Instructional methodologies.
▪ Modern office procedures, methods, and equipment.
▪ Filing and record keeping principles.
▪ Records management techniques.
▪ Adult learning theory.
▪ Research and student evaluation methods.
▪ Advising processes and practices.

102



SKILLS: 

▪ Using a computer and related software applications. 
▪ Providing customer service to district and community groups. 
▪ Conducting research; advise project team on district/community IT needs & requests 
▪ Instructing students in various course delivery methods; zoom, in-person & hybrid 
models. 
▪ Compiling and tabulating data for evaluating student performance. 
▪ Micro Badging principals and implementing. 
▪ Maintaining records and files. 
▪ Good communication, interpersonal skills as applied to interaction with coworkers, 
supervisor, the general public, etc. sufficient to exchange or convey information and to receive 
work direction. 
▪ Effective Communication with all community partners and stakeholders, from the 
Executive office of the Chairman, District Chairperson, community leaders and ‘end users’, the 
community. 
▪ Must be able to work with scheduling and Time Management deadlines and 
responsibilities of the project team. 
▪ Must have strong leadership skills 
▪ Technical Expertise in Information Technology and necessary technical know-how to 
move projects toward completion. 
▪ Must have Critical Thinking and Problem-Solving abilities 

WORK ENVIRONMENT: 

TOCC is a tribal college located in the Tohono O’odham Nation, 60 miles west of Tucson. The 
instructor will work closely with members of the Tohono O’odham Nation within a multicultural 
setting. 

 

BENEFITS 

The College offers a comprehensive benefits package and 401(k).   

Covid-19: Proof of Covid-19 Vaccination is a requirement for employment with TOCC. 

 

 

HOW TO APPLY 

Applications are available online at www.tocc.edu. Interested applicants must submit a 
completed TOCC application for employment, resume, related degrees, transcripts, certificates, a 
list of two references (name, position, organization and work phone numbers), and one  (1) letter 

of recommendation dated within the past twenty-four months. If claiming Indian Preference 
under Tohono O’odham Ordinance 01-85, submit a copy of certification or enrollment card and/ 

or if claiming Veteran Preference, submit a copy of the DD214 form to: 
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TOHONO O’ODHAM COMMUNITY COLLEGE 

ATTENTION:  HUMAN RESOURCES 

P.O. BOX 3129 

SELLS, AZ  85634 

VOICE (520) 479-2307 

FAX (520) 479-2281 

"This institution is an equal opportunity provider and employer." 
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TOHONO O'ODHAM COMMUNITY COLLEGE 

TO:    BOARD OF TRUSTEES  

THRU:  PAUL ROBERTSON, PRESIDENT  

FROM:  DR. MARIO MONTES-HELU, DEAN FOR SUSTAINABILITY 

SUBJECT: COMPUTER LITERACY TRAINING COORDINATOR JOB DESCRIPTION 

DATE:  10/03/2022 

CC: SONYA JUAN, HR DIRECTOR, ANSELMO RAMON, CHAIR OF ACADEMIC PROGRAMS 

IN WORKFORCE & COMMUNITY DEVELOPMENT 

Background 

The National Telecommunications and Information Administration (NTIA) approved the grant, 
number 04-09-C13027, with Tohono O'odham Community College to support the work 
described in the proposal entitled “Hewel Wepegi Macidag kc, wog = "Learning the Internet 
Road” 
 
Justification 

In order to establish the support necessary to begin Computer Literacy Training for the 
districts and the communities of the Tohono O’odham Nation, it will be necessary to hire a 
Training Coordinator for the NTIA grant. The CLTC will work directly under the 
supervision of the NTIA Project Director. 

 

Action Requested 

Approval of new 12-month position: NTIA Computer Literacy Training Coordinator for the 
amount of $52,000. 

 

ATTACHMENT: 

NTIA Computer Literacy Training Coordinator Job Description 
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Job Title: Computer Literacy Training Coordinator 

Reports To: Chair of Academic Programs in Workforce & Community Development 
Status: Full-time/ Regular/Exempt 
Salary: $52,000 annual (Grant funded) 

SUMMARY: The CLTC will work under the supervision of the NTIA Project Director. of the 
NTIA project.  The CLTC will provide general supervision, and coordination, and monitor the 
development and implementation administration of the NTIA Computer Literacy training 
program. The Computer Literacy Training Program will take place at the District level in the 
Tohono O’odham Nation. by overseeing the Computer Applications Trainer when working with 
the community members of the Tohono O’odham Nation supported by the NTIA grant. 

 ESSENTIAL DUTIES: 

● Coordinates and supervises computer literacy trainer, and monitors community &
employee development training programs.
● Responsible for the development of reporting for measurement of training needs
assessment and results in a report form that includes data analysis.
● Coordinates training schedules and evaluates applicable outside training resources.
● Participates in the review of productivity levels for program participants analyzes
problem areas, identifies training needs and recommends solutions to management.
● Assists in the development and/or selection of Computer Literacy curriculum
● Coordinates materials, audio-visual equipment, and supplies for training
● Maintains computer-based documentation on training conducted, competency checklists,
and training files.
● Assists District & Community partners in the identification of training needs for staff and
community participants.
● Delivers training to classes and individuals through lectures, demonstrations, exercises
and workshops, in-person, via Zoom and GoTo formats.
● Identify sources of training programs that meet certain criteria in order to recommend
sessions for attendance.
● Acts as a liaison with all entities of the Tohono O’odham Nation.
● Produce certificates & Micro-Credentials for completion of certain program levels.
● Respond accurately and timely to departmental and employee requests for information
● Schedule and coordinate classes; maintain facilities and equipment.
● Contribute to a team effort and perform other duties as assigned.

TOHONO O’ODHAM COMMUNITY COLLEGE

JOB ANNOUNCEMENT
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TRAINING AND EXPERIENCE: 

Minimum Qualifications: 

Associate degree in Computer Information Systems, Information Technology, Business or 
related field; and/or two-year experience in training, and teaching adults in computer literacy 
courses. 
 

Additional Consideration May Be Given To Individuals with the Following Qualifications:  

 

Bachelor in Computer Information Systems, Information Technology, Business or related field; 
and/or one year experience in training, and teaching adults in computer literacy courses. 
 

LICENSING REQUIREMENTS: 

Valid Arizona Driver’s license with no DUI’s or major traffic offenses within the past two years. 
Must successfully pass a background check and fingerprint clearance. 
 

KNOWLEDGE: 

● Instructs participants in various course delivery methods; in-person, Zoom, GoTo, hybrid, 
Independent study, etc. 
● Customer service principles;  
● Curriculum development 
● Communication methods and techniques; 
● Instructional methodologies; 
● Modern office procedures, methods, and equipment;  
● Records management techniques;  
● Adult learning theory; 
● Research and Student evaluation methods; 
● Advising processes and practices. 
 

SKILLS: 

● Instructs participants in various course delivery methods; in-person, Zoom, GoTo, hybrid, 
Independent study, etc. 
● Compiling and tabulating data for evaluating participant’s performance; 
● Communication, and interpersonal skills as applied to interaction with participants, 
supervisors, and the public to convey information 
● Knowledge of training methods, relating course content to computer skills and job tasks 
● Knowledge of techniques for designing training plans, manuals, and aids. 
● Knowledge of principles and practices of preparing reports, maintaining files and records 
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● Skill in the use of computer software programs to include Windows, Microsoft Word,
Microsoft, Excel, and Microsoft PowerPoint.
● Ability to provide supervision and leadership to assigned training groups.
● Ability to compile information and create reports to management regarding
training/educational objectives
● Ability to communicate efficiently and effectively both verbally and in writing.
● Ability to travel to meetings, seminars, and training sites and work extended hours and on
weekends as requested.

WORK ENVIRONMENT: 

TOCC is a tribal college located in the Tohono O’odham Nation, 60 miles west of Tucson. The 
instructor will work closely with members of the Tohono O’odham Nation within a multicultural 
setting. 

BENEFITS 

The College offers a comprehensive benefits package and 401(k).   

Covid-19 VACCINATION  

Proof of Covid-19 Vaccination is a requirement for employment with TOCC. 

HOW TO APPLY 

Applications are available online at www.tocc.edu. Interested applicants must submit a 
completed TOCC application for employment, resume, related degrees, transcripts, certificates, a 
list of two references (name, position, organization and work phone numbers), and one  (1) letter 

of recommendation dated within the past twenty-four months.  If claiming Indian Preference 
under Tohono O’odham Ordinance 01-85, submit a copy of certification or enrollment card 

and/or if claiming Veteran Preference, submit a copy of the DD214 form to: 

TOHONO O’ODHAM COMMUNITY COLLEGE 

ATTENTION:  HUMAN RESOURCES 

P.O. BOX 3129 

SELLS, AZ  85634 

VOICE (520) 479-2307 

FAX (520) 479-2281 

"This institution is an equal opportunity provider and employer." 
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TOHONO O'ODHAM COMMUNITY COLLEGE 

TO:    BOARD OF TRUSTEES  

THRU:  PAUL ROBERTSON, PRESIDENT  

FROM:  DR. MARIO MONTES-HELU, DEAN FOR SUSTAINABILITY 

SUBJECT: COMPUTER LITERACY TRAINER 

DATE:  10/03/2022 

CC: SONYA JUAN, HR DIRECTOR, ANSELMO RAMON, CHAIR OF ACADEMIC PROGRAMS 

IN WORKFORCE & COMMUNITY DEVELOPMENT 

Background 

The National Telecommunications and Information Administration (NTIA) approved the 
grant, number 04-09-C13027, with Tohono O'odham Community College to support the 
work described in the proposal entitled “Hewel Wepegi Macidag kc, wog = "Learning the 
Internet Road” 
 
Justification 

In order to establish the support necessary to begin Computer Literacy Training to 
the districts and the communities of the Tohono O’odham Nation, it will be necessary 
to hire a Computer Literacy Trainer (CLT) for the NTIA grant. The CLT will work 
directly under the supervision of the NTIA Computer Literacy Training Coordinator 
(CLTC). 

 

Action Requested 

Approval of new 12-month position: NTIA Computer Literacy Trainer for $22.00 an 
hour. 

 

ATTACHMENT: 

NTIA Computer Literacy Trainer Job Description 
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Job Title: Computer Literacy Trainer 

Reports To: Chair of Academic Programs in Workforce & Community Development 

Status: 
Salary: 

Full-time/ Regular/ Non-exempt 
$22.00 per hour 

SUMMARY: 

The Computer Literacy Trainer (CLT) will introduce basic computer skills in software & hardware 
applications that prepare students to succeed online at home, in the workplace, and college. 
The CLT will support students in developing an understanding of professional communications 
and leadership skills while gaining proficiency in basic computer applications, such as word 
processing, email, zoom, GoTo, and presentation management software. CLT will provide 
training for students to demonstrate digital literacy through basic internet searches, setting up 
email accounts, and being able to use spreadsheets and database software effectively. 

ESSENTIAL DUTIES: 

● Motivate students by demonstrating professionalism, enthusiasm, and sensitivity to their
concerns. Actively involve them in classroom discussions and/or activities.
● Identify different student learning styles and adjust accordingly.
● Maintain accurate record keeping as it applies to student progress.
● Actively engage in retention activities including documented communication with
participants and Training Coordinator regarding attendance and progress. Administers mid-
phase academic advising forms for all students.
● Manages tools assigned to the online classroom.
● Integrates features of Canvas into the learning environment, including announcements,
threaded discussions, quizzes/exams, videos, communication inbox and gradebook.
● Conduct live online/virtual sessions weekly and record/post on the online platform.
● Constantly evaluate the curriculum to ensure relevance, sends feedback to the Training
Coordinator, Chair of Academic Programs, and the Dean for Sustainability for consideration and
feedback
● Maintaining a working field knowledge through continuing education demonstrates
continuing professional development of technical expertise as a Trainer.
● Respond to all initial threaded discussion posts within 24-36 hours.

TOHONO O’ODHAM COMMUNITY COLLEGE

JOB ANNOUNCEMENT
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● Post videos/ tutorials as necessary to increase student engagement and understanding
of the material.

TRAINING AND EXPERIENCE: 

M inimum Qualifications: 

High School Diploma or GED, and up to six months experience in computer software & 
hardware, or an equivalent combination of training, education, and work experience which 
demonstrates the ability to perform the duties of this position. 

Additional Consideration May Be Given To Individuals w ith the Follow ing 
Qualifications:  

Associates in Computer Information Systems, Information Technology, Business or related field. 
Experience in training, and teaching adults in computer literacy courses. Experience in training 
computer Applications Training. Adult education experience. 

Preference for a bachelor's in Computer Information Systems, Information Technology, 
Business, or related field. Experience in training, and teaching adults in computer literacy 
courses. 

LICENSING REQUIREMENTS: 

Valid Arizona Driver’s license with no DUI’s or major traffic offenses within the past two years. 
Must successfully pass a background check and fingerprint clearance. 

KNOWLEDGE: 

● Customer service principles;
● Communication methods and techniques;
● Instructional methodologies;
● Modern office procedures, methods, and equipment;
● Records management techniques;
● Adult learning theory;
● Research and Student evaluation methods;
● Advising processes and practices
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SKILLS: 

● Instructs participants in various course delivery methods; in-person, Zoom, GoTo,
hybrid, Independent study, etc.
● Compiling and tabulating data for evaluating participant’s performance;
● Communication, and interpersonal skills as applied to interaction with participants,
supervisors, and the public to convey information
● Knowledge of training methods, relating course content to computer skills and job tasks
● Knowledge of techniques for designing training plans, manuals, and aids.
● Knowledge of principles and practices of preparing reports, maintaining files and records
● Skill in the use of computer software programs to include Windows, Microsoft Word,
Microsoft, Excel, and Microsoft PowerPoint.
● Ability to provide supervision and leadership to assigned training groups.
● Ability to compile information and create reports to management regarding
training/educational objectives
● Ability to communicate efficiently and effectively both verbally and in writing.
● Ability to travel to meetings, seminars, and training sites and work extended hours and
on weekends as requested.

WORK ENVIRONMENT: 

TOCC is a tribal college located in the Tohono O’odham Nation, 60 miles west of Tucson. The 
instructor will work closely with members of the Tohono O’odham Nation within a multicultural 
setting. 

BENEFITS 

The College offers a comprehensive benefits package and 401(k).   

Covid-19 VACCINATION 

Proof of Covid-19 Vaccination is a requirement for employment with TOCC. 

HOW TO APPLY 

Applications are available online at www.tocc.edu. Interested applicants must submit a 
completed TOCC application for employment, resume, related degrees, transcripts, certificates, 
a list of two references (name, position, organization and work phone numbers), and one  (1) 

letter of recommendation dated within the past twenty-four months.  If claiming Indian 
Preference under Tohono O’odham Ordinance 01-85, submit a copy of certification or 

enrollment card and/ or if claiming Veteran Preference, submit a copy of the DD214 form to: 

TOHONO O’ODHAM COMMUNITY COLLEGE 

ATTENTION:  HUMAN RESOURCES 
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P.O. BOX 3129 

SELLS, AZ  85634 

VOICE (520) 479-2307 

FAX (520) 479-2281 

 

"This institution is an equal opportunity provider and employer." 
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President’s Report for September/October 2022 
Page 1 of 1  

Item Actions Discussion/Resolution/Comments 

1) SCAC (San Carlos
Apache College)
campus.

Completed discussion with 
San Carlos Apache College 
regarding revision of Inter-
governmental Agreement. 

Agreement draft (renewal) is 
completed, has been reviewed by 
Big Fire Law, is ready for final 
review and signature by BOT. 

2) Personnel
shortage in
Finance Division.

Continued to work with 
Finance re. need for key 
personnel. 

HR Director Sonya Juan completed 
a career ladder position leading to 
Principal Accountant and the BOT 
approved it electronically. 

3) Tohono Kosin Communicated with BUSD 
Superintendent Dr. Bonn re. 
TOCC’s interest in securing 
the premises and equipment 
and opening the Kosin as a 
restaurant with coursework 
provision coming thereafter. 

Dr. Bonn, BUSD Superintendent 
indicated agreement. Met with A. 
Ramon and Mario Montes-Helu 
and we will complete work on 
agreement revision and other 
paperwork and regulatory matters 
needed to clear the way for an 
opening of the Kosin as a 
restaurant. 

4) Student Congress Continued meetings with 
southwestern Tribal College 
Presidents regarding plans for 
March 2023 Student Congress 
to be held in Albuquerque, 
NM. 

TOCC will send a busload of 
interested students to participate 
in the annual AIHEC Student 
Congress which has not met since 
the onset of the COVID pandemic. 

5) O’odham
Language Center

Had Big Fire Law review 35 
page contract for building of 
the Language Center – minor 
changes were accepted by 
ESB Design Build. 

This project will move forward as 
soon as the signed contract is 
provided to ESB. 

6) Overall
considerations

I continue to lead weekly 
administration meetings 
designed to identify issues 
and solve them as well as to 
review actions including 
recommendations for 
proposal submissions, etc. 

Cross-divisional meetings are 
important insofar as they help 
serve as an antidote to the 
creation of silos within the 
operation and they serve as a 
forum for discussion of novel 
proposals. 
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T- Ba’itk Board Report
Report Month: September, 2022
Submitted by: Neal Wade

Issue Discussion Summary/resolution 
New faculty senate 
officers 

Several faculty members 
were nominated and election 
was held via Google forms 

 President: Neal Wade 
V.P. Hamidou Keita
Secretary: Kimberly Danny

 Faculty handbook 
needs updating 

The faculty handbook needs 
to be edited and updated to 
reflect the current academic 
environment 

.A workgroup was formed to edit 
and update the faculty handbook,  
This is expected to be completed by 
the end of the Fall22 semester. 

Faculty pay scale 
initiative 

 This initiative looks to bring 
the faculty pay scale up to 
date reflecting various 
aspects not currently 
covered. 

A work group was formed to 
explore and develop a reasonable 
pay scale for faculty.   
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NSF STEM Grant  
Report Month: September 2022 
Submitted by: Teresa Newberry 
 
Issue Discussion Summary/resolution 
Create Faculty 
Learning 
Community (FLC) 
with on-going 
mentoring by 
education 
consultants and 
cultural mentor 

Changing instructional 
practice and developing 
cultural competence requires 
significant time, effort, and 
commitment by faculty 
members.  This Maci:dag 
Wo:g (MW) Faculty 
Learning Community (FLC) 
has an active learning group 
engaged in the development 
of culturally-centered 
curriculum projects.  
 
Planning is underway for the 
activities for the AY 2022-
2023 year.  The theme for 
the year is “Critical and 
Action-oriented Pedagogy 
situated in the Community”.  
The FLC will be working 
closely with the Faculty 
Senate Faculty Development 
Committee this year to 
ensure continuation of this 
activity beyond the lifetime 
of the grant. 
 
 

The FLC met on 9/23 from 9:30-12.  
Discussion and Sharing Group 
included a discussion of the 
“Recognizing Students’ Gifts in the 
classroom.” The Active Learning 
Group is exploring the use of the 
Zais model for their curriculum 
units based on this year’s theme.   
 
This work supports Goal 5: Faculty 
Support and Development to 
provide culturally responsive 
curriculum and Goal 2:  Indigenize 
and transform TOCC STEM 
curriculum. 

Increase student 
enrollment and 
increase rigor of 
our science 
programs. 

The new A.S. Physical 
Science and additional 
Physical Science courses are 
being offered to fill a need 
identified in the NSF Pre-TI 
planning grant visioning 
sessions.  These courses 
provide support for Life 
Science/Pre-Health Students 
and an educational pathway 
for students interested in 
physical science careers such 
as engineering or hydrology. 

Enrollment continues to increase in 
our Science Programs with 109 
students with a declared major in 
the A.S. Life Science, A.A. Life 
Science, or A.S. Physical Science 
major.  There are 15 students with a 
declared major in A.S. Physical 
Science, 48 in A.S. Life Science, 
and 46 in A.A. Life Science 
 
 
This work supports Goal 1: Expand 
STEM curricular offerings in the 
Physical Sciences. 
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Tohono O’odham Studies  
Report Month: September 2022 
Submitted by: Frances Benavidez 

Topic Discussion Summary/resolution 
Tohono O’odham 
Language Teacher 
Preparation/Renewal 
Certification Efforts 

Received a small AICF/NEH 
Cultural Preservation grant to 
support language 
preservation, revitalization, 
and restoration goals.  

Began offering two O’odham Language Teacher Preparation 
Programs in the month of September as co-Developed with 
Instructor Andrea Ramon.  

1. O’odham Language Teacher Preparation course:
fifteen (15) proficient O’odham language speakers
enrolled in the 12-week course to prepare to become
either first year O’odham language teachers and/or
to earn clock hours for renewal certification aligned
with the Tohono O’odham Language Teacher
Certification requirements.

2. O’odham Language Teacher Master/ Apprentice
Program: A newly certified Tohono O’odham
language teacher is working closely with a veteran
O’odham language instructor (Andrea Ramon) in
preparation to teach Elementary Tohono O’odham
language courses for TOCC in upcoming semesters.

AICF Professional 
Development Grants 

The AICF is offering small 
grants to cover the cost of 
professional development at 
TCU’s.  

Wrote a small grant proposal and budget to cover the cost of 
an end-of-the-year faculty development that focuses on best 
practices in incorporating curriculum into the O’odham 
Himdag and using technology to enhance and promote 
student learning.  

Community-wide 
Survey Assessing 
Academic Programs 
and Community 
Student Needs 

The TOS team was approved 
by Dr. Viggiano and 
President Robertson to 
administer a community-wide 
survey as part of our BA 
Program development efforts. 

Began the first phase of survey administration which consists 
of soliciting community feedback on the survey questions. 
Five distinct communities were selected to share feedback 
representing different regions of the Nation: Queenswell, 
Tecolote, Al Jek, San Lucy, Chu Chui, and Florence.  

The next step will include a small sample run of the census-
style survey approach by surveying up to 10% of a pre-
identified community.  

Tohono O’odham 
Studies 

Continue to fulfill day-to-day 
TOS duties.  

• Teaching TOS240- Academic Writings about Tohono
O’odham course.

• Worked with TOS120- Traditional Basketry Instructor
on a field trip to harvest takwi and moho for students in-
class project/assignments. Spent the day with students
harvesting materials.

• Guest lecturer for two courses- HIS122 and STU101.
• Continue to host bi-weekly meetings with TOS team to

review and discuss special requests, BA program
development, and special topics.

Participated and 
Followed-up as Needed 
on Items from 
Scheduled Mtgs. 

Participated in collaboration, 
planning and partnership 
meetings, followed-up on 
action items from 
discussions. 

• TOL Teacher Preparation Course Development Mtgs.
(3)

• Standing Meetings (9)
• Other (18)
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Student Services Highlights – Report to Board of Trustees 

 

 

Dean of Student Services 

TOPIC DISCUSSION SUMMARY/RESOLUTION 
Interviews for Phoenix Center 
Director 

A 4 member panel interviewed 
6 qualified candidates on 
September 9, 2022. 

A candidate was chosen and a 
tentative offer was given and 
accepted. Start date is pending 
the completion of a background 
check.  

3 positions open until filled: Dual 
Enrollment Coordinator, Student 
Success Coordinator, Receptionist, 
Financial Aid Manager to be 
posted soon.  
 
 
 
 

A 3 member panel interviewed 
2 candidates for the Student 
Success Coordinator position on 
September 28, 2022.   
 
 
 
Other positions are pending 
interview scheduling.  
 
 
 

Due to internet issues, one 
interview could not be 
completed and was re-scheduled.  
At submission of this report the 
interview has not been done.  
 
 
 

Emergency Relief Fund for Fall 
2022 

An email with the application 
link was sent to all students on 
Monday, September 19, 2022.  
Students had until Monday, 
September 26, 2022 at 11:59 
Arizona time to submit the 
application.  

653 applications were received.  
The process to verify all 
applicants, move to the Finance 
department to process checks 
will take a few weeks.  

Met with Skyline Gila River 
School 

Met with Principal and other 
staff to discuss TOCC offering 
Dual Enrollment courses for 
their students.  

At the time of this report 
submission discussion is still 
taking place on TOCC end to 
ready Skyline DE courses to 
begin in January.  

Student of Concern Reports 
  

Some students that did respond 
were registered for classes they 
were not prepared for and 
needed lower level coursework 
to gain skills to maintain their 
academic pursuit of higher level 
courses. 

The Counselor sent emails to 
students listed. Since Add/Drop 
period passed the Counselor 
provided supports in tutoring by 
Canvas and library staff. 
Received some replies from 
students. 

Residential Coordinator departure The Counselor asked 
Residential Student leaders if 
they had training on first aid and 

The Counselor provided training 
to 3 student leaders. Also 
contacted Sylvia Hendricks to 
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location of defibrillators on 
campus. No.  

order phone for student leaders 
to they have communication 
with campus staff in case of 
incidents, emergencies, etc.  

Title IX Training Scheduled for October 10-28, 
2022. Online format. 

Will send out Google form for 
students to register. Mandatory 
attendance. Anticipate 500+ 
students.  

On 9/8/22 provided training for 
West Campus apprentices.  

Counseling Sessions Held virtually and in person. Approximately 10 students in 
person and 5 virtual.  

Wraparound Sessions Held virtually and in person. 25 students total. 
Outreach 1. Tohono O’odham Nation Job

Fair
2. Coolidge College and
Career Fair
3. Dual Enrollment
4. Baboquvari High School
Homecoming Tailgate
5. O’odham Taṣ Week

1. Accompanied Sonya Juan to
the TON’s Job Fair in
San Xavier District. Spoke with
community members
and other attendees about our
upcoming semester
and degree programs.
2. Attended Coolidge High
School’s College and
Career Fair. Spoke with students
and parents about
TOCC and our offerings.
3. Created a flyer that provides
high school students
and parents with an overview of
our Dual Enrollment
Program.
4. Participated in Baboquvari
High School’s
Homecoming Tailgate. Spoke
with students and
community members about
TOCC, our O’odham Taṣ
event series, and Dual
Enrollment Program.
5. Worked with departments to
create, publish and
advertise TOCC’s O’odham Taṣ
events.

Ongoing Projects Meet with the President Co-host weekly zoom sessions 
with students 
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and the president. The hour-long 
sessions allow 
the students to share their 
thoughts, struggles, 
concerns, and hopes for the 
college. 

Needed to identify 
students previously 
receiving ADA 
accommodations that are 
enrolled in Fall 2022 
semester. 

Sent request containing 
students previously 
served through ADA and 
requested schedules for 
each if enrolled. 

Forwarded accommodations and 
requested faculty contact 
the Disability office with any 
questions. Also requested that 
each faculty member touch base 
with each student 
identified to discus 
operationalizing 
accommodations 
within the context of each 
course. 

Wraparounds Two students with 
significant disabilities 
and involved 
accommodations were 
conducted. 

Accommodations were adjusted 
to address needs in online 
asynchronous settings. 

Coordinated with faculty 
members related to a 
student who was not 
making Satisfactory 
Academic Progress at the 
4 week progress reporting 
period). 

Conducted a wraparound 
and provided 
recommendations to use 
the accommodations to 
address the situation. 

The student agreed to better 
communicate with his advisor 
and teachers and use available 
supports (e.g., tutoring). 
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Board of Trustees Report 
Dean for Sustainability Mario Montes-Helu, Ph.D. 

Key Issues/Items addressed in September 2022 

Issues/Items Discussion/Situation Summary/Resolution 

Workforce 
and 
Community 
Development 
(WCD) 

Culinary Arts Program 
(CUA) and the Tohono 
Kosin 

The renovations in the Tohono Kosin continue. 
Operations is working with a restaurant supply 
company, and they are making good progress. We 
expect to install most of the equipment in the next 
4 to 6 weeks. 
We are also exploring alternative uses of the Kosin 
for training students with a different education 
model. Our conversation with BUSD continues to 
determine whether to remain in collaboration with 
them or to end the IGA. 

GED program The position for the GED instructor is still open. 
We had the planned interview, but we did not offer 
the position to the applicant. However, we received 
two applications, and we are planning to interview 
them in October. Students continue working with 
the math and a part-time tutors hired by the 
program. Our students will take the GED test in 
October. 

Solar Panel Installer 
Certificate 

We have four students enrolled in the core skills 
class and we will have the basic electricity class in 
the spring with a part-time instructor. We are 
working with the Financial Aid office to give 
students access to monetary support. Also, we are 
sending the job description for Board approval for 
the solar program instructor.  

ANA Grant Requesting a no-cost 
extension of the GIS 
grant 

We sent the request for the no-cost extension. We 
are working with the agency, and we were 
unofficially approved for an extension until June 
30, 2023. We are waiting for the official approval.  
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NTIA Grant Initial Activities  We had a productive conversation with grant 
officers at the kick-off meeting. They provided very 
useful advice on how to conduct the first 
community needs assessment and on planning of 
the beginning of the project. We are also 
submitting the job descriptions for the grant 
personnel for Board approval. We had a meeting 
with AIHEC representatives. They are providing 
support to select the appropriate curriculum that 
we will use in the basic skills training that the grant 
will provide to community members. They gave us 
some contacts and we will have some meetings 
with the suggested companies in the next few 
weeks.  

LGOS USDA-NIFA Grants ● Equity Grant. We started developing the 
curriculum for the training on traditional 
agriculture. We are planning to start 
offering the training on introduction to 
agriculture to the general community in the 
spring 2023. 

● Extension Capacity Grant. The grant’s main 
purpose is to create community gardens in 
the eleven main nation districts. We started 
collaborating with two districts and the plot 
planning and soil sampling has begun.  

● First Americans Land Grant Consortium 
(FALCON) Annual Meeting. The FALCON 
meeting will take place in Albuquerque in 
October. We will take two interns from the 
Agricultural and Natural Resources 
program to present the results of the 
mentioned soil testing.  

● USDA NextGen Grant. The Land Grant 
1994 Institutions (TCUs) were encouraged 
to apply for this grant. The purpose of the 
grant will be to provide scholarships, 
experiential learning, and outreach support 
to students in tribal communities. The call 
for proposals recommends creating 
collaborations with higher education 
institutions that are land-grant and minority-
serving. We are planning to submit a 
proposal that will aim to support students at 
TOCC in completing the Associate Degree 
and then move to the University of Arizona 
to complete the bachelor’s degree. The 
grant will provide scholarships and 
academic support to participating students.  
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IT Department IT ● Online Payment System. We are working
with the Transact Company to allow
students to pay their bills online. The
system will also facilitate sending financial
aid and emergency aid directly to students.
We are planning to have the system
running by spring 2023.

● Data Hub. We received the first draft of a
dashboard built by our IT consultants to
provide real-time information on student
population profiles, such as gender,
programs, graduation rates, etc.

● Resource Inventory. We are conducting a
resource inventory to update equipment
and to improve student, faculty, and staff IT
support.

● New Support Staff. We continue training
the new support staff, June Starr and
Shawn Nez. They are being trained in
Azure, Google Suite, and other systems
that IT oversees for the technology needs
of the college.

Institutional 
Effectiveness 
Office 

IPEDS Reports Ben Jose has been working with the different 
areas of the college to collect information to write 
the IPEDS report. That report is a collective effort 
and, under Mr. Jose’s direction, we are planning to 
submit the second week of October for this cycle 
report to the US Department of Education.  
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Board of Trustees Report 
Anselmo Ramon, M.Ed. 

Chair of Academic Programs in Workforce & Community Development 
September, 2022 Report 

 
Challenges-Resolutions and Accomplishments 

 
Program Discussion/Challenges Accomplishments & 

Resolutions 
Summary 

Apprenticeship 
 

 

 

 

(WCD) Directs any new 
Apprenticeship inquiries and 
former students who would like to 
re-enroll or enroll to Mr. Jackson 
Doe, Apprenticeship Director 
 
 
 

Solar Installer Program. The 
first set of required courses 
(BCT 120H 6cr.) – Core 
Curriculum for the Solar 
Installer program is taking 
place in person on Saturdays at 
Wisag Kos Mascamakud 

The office of sustainability 
and WCD have completed 
the Solar Energy Instructor 
Job Description.  
 

Culinary Arts 
Program 

 Current focus is to work with 
the Apprenticeship Department 
to offer an Apprenticeship 
model for the Culinary Arts 
Program. 
  
Mr. Jay Juan, Chief of 
Operations continues to keep us 
updated on the work that is 
being done at the Tohono Kosin. 
 

TOCC office for 
Sustainability and WCD 
will continue to 
communicate with BHS for 
services associated with the 
Culinary Arts Program. 
 
 

Pre-College 
GED 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Pre-College GED program 
maintains contact with students 
and is offering tutoring services for 
those students currently enrolled in 
our program. 
 
Two Pre-College GED positions 
are currently open and interviews 
are being scheduled as candidates 
apply and who meet the criteria for 
the posisiton. 
 
The Pre-College GED program has 
Aztec software that assist students 
in building academic skills in all of 
the GED content areas, 4 
computers are available for student 
use in the GED classroom. 
 
Pre-College GED students now 
have the opportunity to take the 
practice test from home as well as 
the official GED test. 
 

The Pre-College GED program 
has focused upon a 12-month 
program of services and has 
provided a new timeline for all 
students who are successfully 
enrolled in the GED program to 
complete within one year or 
less. 

Updated Pre-College GED 
webpage with information 
regarding the following GED 
options, and how to apply. 

In-person and Online Zoom 
GED classes  

Pre-College GED applications 
are currently closed until the two 
candidates are selected for the 
Instructor positions. The GED 
program is assisting students 
who have applied during our 
Spring 2022 term. 

The Pre-College GED 
online learning utilizes the 
zoom feature with the GED 
students in addition to 
online links for students to 
study at home and with 
others. 
 
The Request for Proposal 
“Native Students Stepping 
Forward” Dollar General 
High School Equivalency 
Completion Program was 
approved at $48,500. Grant 
year begins August 1, 2022 
to June 30, 2023. This new 
grant cycle also provides 
support for the College 
Credit Pathway Students. 
 
A total (19) CCP students 
are enrolled for the fall 2022 
academic term. 
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AICF Community of Practice 
August 24th meeting, the first in a 
series of meetings throughout the 
year for our DG grant award and 
reporting and program progress 
sharing meetings. 

The Office of Sustainability and 
WCD have been working to 
establish the workflow for the 
(NTIA) The National 
Telecommunications Information 
Administration Grant. This work is 
in tandem with Apex Applied 
Technology.  A preliminary 
detailed work plan has been set up 
to begin the process of establishing 
the following. 

1. TON Computer Literacy
Needs assessment (Apex
& WCD)

2. Positions necessary to
begin the work of the
NTIA grant (TOCC)

3. Series of planning
meetings to be sure we are
in line with our federal
lead person.

September 15, 2022, Office for 
Sustainability & WCD has had a 
preliminary meeting with the new 
TOUA Manager Mr. Brian Fickett, 
Kristan Johnson & Enrique Orci, to 
discuss the NITA grant along with 
our move towards offering our 
solar installer program. 

The College Credit Pathway 
Option is outlined in the TOCC 
College Catalog page 112. 

The CCP program is an open 
enrollment format. Students can 
register at any time and start at 
any semester, including summer. 

August 12, 2022 NTIA kick-off 
meeting with Apex Applied 
Technology Inc. 

August 16, 2022 – CMC, 
Connecting Minority 
Community Grant Orientation 
meeting via zoom. 

September 13, CMC 
(Connecting Minority 
Communities) meeting with 
AIHEC to discuss IT support for 
our NTIA grant. AIHEC is 
offering their support to TOCC 
with any IT questions and 
review of our plans to provide 
internet connectivity to our 
communities. 

New applicants have come 
from TON One Stop 
Program, Pascua Yaqui’s 
GED program and Touch 
Angels Behavioral Health 
organization located in 
Gilbert Arizona. 

Septe1st & 2nd Achieving 
the Dream end of 3-year 
cycle with TOCC meeting 
summary and future 
planning. 

September 14, 2022 (ATE) 
Advance Technological 
Training Pre-Conference 
Workshop Planning Call. 
Culturally Responsive 
Teaching & Learning. 

September 26-29 TOCC 
O’odham Tas Activities at 
Schuk Du-ag Mascamakud. 
Wellness trail clean up 
weeding and identifying the 
trail path for use. 
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Ñia, Oya G-T-Taccui Am Hab E-ju: 

Our Dream Fulfilled 
 

TO:  Tohono O’odham Community College Board of Trustees 

THRU: Paul Robertson, President 

FROM: Sylvia Hendricks, Director of Student Life 

DATE:  September 28, 2022 

SUBJECT: Student Life Staff October 2022 Board Reports 

 

Sylvia Hendricks- Director of Student Life 

  Key Issues/Items addressed in September 2022  

Issues/Items Actions/Assessment 

Director of Student 

Life meetings, 

activities & training. 

Essential Meetings and events on behalf of planning and important information 

essential to Student Life and the college as a whole: 

 

 The month of September was like all other months just as busy.  With changes 

of personnel, filling positions, attending meetings with a big focus in getting 

the O’odham Tash Week reestablished through planning and working together 

with other divisions to make it successful for students, staff and the 

community  

 I’ve attended all Leadership meetings with other team members held every 

two weeks on Monday mornings at 9:05 am. Participating in discussions and 

planning on a number of items presented by President Robertson and 

providing updates on Security, Athletics, the Food Program and the 

Residence. 

 I continue to attend most of the weekly O’odham Niok Sessions with other 

staff members on Mondays at 8:30 am, unfortunately I’ve missed a few of 

these sessions due to work and personal obligations. And some have been 

cancelled due to other activities and meetings scheduled 

 I continue setting up and attend the Himdag Committee meetings on zoom, 

regular meetings scheduled every two week on Tuesday. Along with other 

committee members taking turns on facilitating the meetings. And as we 

continue to work on cultural activities and planning events on behalf of the 

college. The committee continues to focus on Mental and Physical Wellness 

for employees and students.  As mentioned earlier the focus for September 

was the planning and reestablishing the O’odham Tash annual event.     

 I have returned to working onsite fulltime due to the changes of personnel and 

activities and meetings occurring throughout the month of September.  
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 The following are additional events/meetings I attended and conducted during

the month of August: (most of the meetings held virtually)

o College wide Individual Cleansing- 9/2/2022

o O’odham Tash Sub Committee Meeting- 9/6, 13…

o Meeting w/Residence (Virtually)- 9/9/2022

o Special Himdag Committee Meeting- 9/14/2022

o Meeting w/RAs- 9/14/2022

o Meeting w/Head Cook- 9/15/2022

o Meeting w/President- 9/23/2022

o Admin Meeting- 9/27/2022

o Presented Welcoming for O’odham Tash- 9/26/2022

o Organized Cemait Contest- 9/27/2022

o Student Life Fun Walk/Run & O’odham Running Presentation-

9/28/2022

I’d like to highlight a few events & meetings conducted and or attended for your 

information: 

 I continue to work and meet with the areas I oversee on progression and

updates on projects that they are working on.

 There has been a change in staffing in the Residence Department due to the

recent resignation of Gabriel Valencia. I am presenting overseeing that area

with assistance from Ms. Alberta Espinosa and Frances Benavidez.  Alberta

works closes with student in the counseling area and I have asked Frances if

she would like to reside in the Residence Life Coordinator’s living quarters to

ensure that we have someone onsite after hours, which she graciously agreed

to until the position is filled.  I also instructed Gabriel to work on getting RAs

hired before by the end of his 2 week resignation notification which he did

and did a great job.  We now have 3 RAs one for each dorm.

 The Himdag Committee along with division representation from Student

Services, Education Language Department, and Student Life working together

in planning the Annual O’odham Tash Event or rather reestablishing it after a

2 year postponement with activities held onsite and presentation presented

onsite and virtually.  I will attach the agenda and flyers to my report.

 I am also presently working on the Annual 2022 Campus Safety and Security

Survey that provides any crimes that have occurred during the 2021 calendar

year.  The deadline to get all information entered is October 19, 2022 which I

have set October 14, 2022 to lock the report and have it posted on the website.

We are now only reporting 4 campuses, S-Cuk Du’ag Maṣcamakuḍ, Wiṣag

Koṣ Maṣcamakuḍ. San Carlos Site, and S-Ki:kig Maṣcama Ki:.   Komckuḍ E-

Wa:’osidk Maṣcamakuḍ has been eliminated as we do not occupy that site

anymore.

Food Program 

Information     

The renovation of the I-Wemta Ki: Kitchen to enlarge it has been completed and 

Gracie Garcia, Head Cook has moved back into the kitchen and has been serving 

meals there since Wednesday 9/20/2022.  She loves the kitchen is very happy with 

the industrial stove, new sink and just the overall enlargement of the kitchen.    
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Residence Life Update by Director of Student Life 

We are planning a luncheon later on during the month of October for the Facility 

staff, Apprentice program and all that took part in the planning and remodeling of a 

much needed update of our kitchen that serves our students and staff.   

In working with HR we have finalized the process on bringing in a new Assistant 

Cook and he will be starting on October 10th with an orientation and finalizing 

paperwork with HR then will start with Gracie in our new updated kitchen.   

The Lead Cook also continues to shop weekly for Food Supplies and sometimes will 

use an extra day when she is preparing for an event  

The Lead cook also continues to work with other division on providing meals for 

events.  

Community relations 

and outside college 

contacts 

Collaboration with other entities have all been done virtually due to the ongoing 

Pandemic situation in Arizona and the nation. But we continue to collaborate with the 

different division here at TOCC.  

 

Issues/Items Actions/Assessment  

Current Residents - We currently have 20 registered student residents 

- All 20 have moved in and are residing in dorms 

- 13 Female Residents & 7 Males Residents 

- Dorms fees will be paid by a grant for all student residents. This includes dorm 

fees, tuition, and books. 

 

Preparation of physical 

structures 

- Washing machines are out of service in B200, C300, and C200.  I am 

following up on this issue with CPEC Coin & Professional Equipment Co. 

Gabriel ran into a billing issue that belonged to the Tribe.  I’ve worked out the 

issue with an accounting presentative and TOCC Finance and now waiting for 

them to schedule us for service.   

- Gabriel equipped all dorms with supplies needed such as kitchen supplies, 

mattress covers and flashlights. 

- Air filters in each unit. 

 

Alarm System - Alarm system throughout units needs to be inspected due to continuous 

beeping and “trouble” light on 

 

Residence Life 

Coordinator position 

- I am presently working with HR on filling the Residence Life Coordinator 

position.  Have receive 1 applicant at this point.  Am waiting for at least 1 or 2 

more applicants.   

- A farewell luncheon was held for Gabriel Valencia that was attended by staff 

and students on Tuesday 9/13/2022.   

 

Residence Assistants   - In the last two weeks before Gabriel’s last day with TOCC, he was asked to 

work on getting RAs interviewed, selected and trained before leaving.  He did 

a traffic job and we now have 3 RAs hired.  He also worked on increasing 
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Drew Harris- Athletic/Wellness Manager 

Key Issues/Items addressed in September 2022 

their stipends which I supported and approved. 

Issues/Items Actions/Assessment 

Working status a) The new Athletic/Wellness Manager attended the 1st quarter ACCAC meeting

and has met with other College Athletic Directors.  I have now been updated in

the NJCAA & ACCAC system as the point of contact.

Coaching and 

Recruiting 

a) Our Cross-Country team has competed in 4 meets as of September 27th and the

next meet will be October 1st in Las Vegas.

b) Practice and workouts are continued throughout the season.

c) Student-Athletes have moved into the dorms. LOI season has started.

d) Team schedules and pictures have been printed and handed out. Schedule

posted in public areas.

Scheduling a) Schedule has been completed for 22-23 season.

Academics a) We have been in contact with student athletes regarding their grades.

b) Continuous follow up with runners on classes/credits and class schedule.

c) Classes have started for the Fall 2022 semester.

d) Encouraging runners to get involved with programs being shared through

TOCC email. Internships and summer programs.

Administration a) Attended meeting with Director of Student Life to discuss Athletics & Wellness

b) Distributed and collected the Student-Athlete packet (which includes physicals,

NJCAA Amateurism questionnaire, etc.).

c) Archery range has been cleared. Purchasing of equipment has been purchased.

The first demonstration will take place on September 29th for the O’odham Tas

Celebration.

d) Met with Green Rainbow to discuss graphic design plans for Apedag Ki.

Rough draft for Apedag Ki: logo has been made and awaiting approval.

e) Jenzibar was requested and set up on the Athletic/Wellness Manager computer.

f) Submitted membership dues to NJCAA & ACCAC due.

Wellness a) The Certificate of Occupancy has been given on 9/27/2022.  Plans to open

Apedag Ki: is scheduled for November.

b) Lockers and mirrors for Apedag Ki: has been delivered and installed.  Battle

ropes and medicine ball holders are still needed to be installed.

c) Wifi and fire TV devises needed to be installed and purchased for gym’s TVs.

d) A walk-thru and estimate has been started for the potential install of security

cameras and Access Control Cards for entry in the gym.  The company

developing quotes is Security 101.

e) Operations is scheduled to clean the floor before the opening of the gym.

f) Working with facilities to address issues with the bathrooms.  Athletic/Wellness

Manager found that there is an unblocked visual access to both women and
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Valentine Lee- Lead Security 

Key Issues/Items addressed in August 2022 

Student Issue/Disciplines 

Incidents reports  
Only one report for the month September in regards to the dorms 

Temperature Check 

Station 
We continue to check in vendors and test those who need it, staff and students Some 

Students/visitors are turned away due to not having the poof of vaccination with them. 

We continue to have minor issue with the check in station. We have whomever may need to 

check in on the paper from when needed. Security continue to perform rapid tests for 

employees and vendors as needed. 

We had no positive test for September, Security continues to follow protocol if someone tests 

positive.  We continue to have students/visitors who try to come into I:We:mta Ki: without 

checking they are referred back to the check in station.  

Security Staff Security is having to lock unlocked dorm doors after 5pm 

Security continues to do checks to ensure everything is locked and secured after hours as well 

as west campus. 

We are having O’odham Tas week (26-29) all went well during the entire week 

men’s bathrooms/shower.  Operations has informed the manager and Student 

Life Director that a measurement and estimate has been made for the dividers to 

block easy visual access.  

g) Have reached out to potential guest speakers/instructors for wellness program.

h) Continued meeting with Tucson Wellness to talk about individual/group

strength training when Apedag Ki is up & running.

Budget/Fundraising a) The Athletic was contacted by a representative of Circle K to inform us that we

were chosen to receive a $5,000 donation on the behalf of both Circle K & the

Phoenix Rising Organizations.  On October 1st the Athletic program will accept

a check.

Outreach/Community 

Service 

a) The Athletic Program will host a Fun Run/Walk on September 28th for the

O’odham Tas Celebration.  T-shirts and Raffle Prices will be handed out.

Issues/Items Actions/Assessment 
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10/2/22, 11:39 PM O'odham Tas Fun RunWalk 2022 Final Approved.png

https://mail.google.com/mail/u/0/#search/dharris%40tocc.edu/FMfcgzGqQctVnKDwMdsmlBgQmxWQwrQf?projector=1&messagePartId=0.1 1/1
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TOCC Board of Trustees Regular Meeting 

October 13, 2022 

 

 

ADDENDUMS & ADDED AGENDA ITEMS 

 

October 2022 Resource List Addendum – Human Resources October 2022 BOT Report 

 

NEXTGEN USDA Grant request – From Learning to Leading: Cultivating the Next Generation of Diverse 
Food and Agriculture Professionals (NEXTGEN) Program 

 

Pisinemo Site Update - Letter To Chairman Stanley Cruz – Amend Options 

   JDworkin Reply Impact Lease Electronic Mail 

 

TOCC Presidential Search – Timeline Document 

 

TOCC–SCAC Operating Agreement - Final 

 

Draft Dual Enrollment IGA SCAC-SCUSD 
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	ADPD610.tmp
	Reports To: Chair of Academic Programs in Workforce and Community Development
	Status: Full-time/ Regular/ Exempt
	SUMMARY: The Solar Energy Instructor will teach Photovoltaic related courses in a tribal community college setting. Teaching assignments may include evening and weekend classes in-person, and online formats. The instructor will use multiple methods of...

	ADP7408.tmp
	Reports To: Chair of Academic Programs in Workforce & Community Development.
	Status:  Full-time/ Regular/ Salary/Exempt
	SUMMARY: Project Director (PD) will manage and supervise the activities of the Hewel Wepegi Macidag kc, wog = “Learning the Internet Road” and lead a team of Information Technology technical trainers, in training Tohono O’odham Nation Community member...
	▪ The project director will manage multiple projects at the strategic level of planning district/community meetings and reporting meeting sessions and outcomes to the Dean of Sustainability and the Chair of Academic Programs in Workforce & Community D...
	▪ Prioritizing the procurement of computers, laptops, hotspots and hardware necessary to implement a Computer Literacy Training Program at the district level.
	▪ Coordinating project team members and developing schedules and individual responsibilities. Organizing meetings to discuss project goals and progress.
	▪ In collaboration with TOCC’s Information Technology Department, Workforce and Community Development and the office of Sustainability; identify, develop, and implement a computer literacy training program that meets the goal of the NTIA grant.
	▪ The Project Director will oversee the NTIA grant allocation and oversee finances to ensure that the project progress is on time and budget. The project director reviews regular progress reports and makes staffing, financial, or other adjustments to ...
	▪ The Project Director will develop an overall project work plan that is complimented by IT Technical trainers' plans to meet those goals.
	▪ Using project management tools to track project performance and schedule adherence
	▪ Assess the ‘current’ IT status of district IT infrastructure and determine necessary upgrades and required equipment and space to have a stable internet connectivity.
	▪ BA in education, business administration, Information Technology or closely related field
	▪ Must have at least 2 years of experience in project management
	▪ Experience in Computer Literacy Training
	▪ Some experience in curriculum development & training
	▪ Adult Education and/or college teaching experience and a thorough understanding of pedagogy and andragogy
	▪ Master’s degree in education degree with 24 upper-division credits in Information Technology, business administration and/or education.
	▪ Three years in project management.
	▪ Ability to speak and understand O’odham.
	▪ Knowledge and understanding of the history and contemporary issues facing Native peoples.
	▪ Valid Arizona Driver’s license with no DUI’s or major traffic offenses within the past two years.
	▪ Must successfully pass a background check and fingerprint clearance.
	▪ Customer service principles.
	▪ Proficient in Microsoft office suite & applications.
	▪ Communication methods and techniques.
	▪ Instructional methodologies.
	▪ Modern office procedures, methods, and equipment.
	▪ Filing and record keeping principles.
	▪ Records management techniques.
	▪ Adult learning theory.
	▪ Research and student evaluation methods.
	▪ Advising processes and practices.
	▪ Using a computer and related software applications.
	▪ Providing customer service to district and community groups.
	▪ Conducting research; advise project team on district/community IT needs & requests
	▪ Instructing students in various course delivery methods; zoom, in-person & hybrid models.
	▪ Compiling and tabulating data for evaluating student performance.
	▪ Micro Badging principals and implementing.
	▪ Maintaining records and files.
	▪ Good communication, interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.
	▪ Effective Communication with all community partners and stakeholders, from the Executive office of the Chairman, District Chairperson, community leaders and ‘end users’, the community.
	▪ Must be able to work with scheduling and Time Management deadlines and responsibilities of the project team.
	▪ Must have strong leadership skills
	▪ Technical Expertise in Information Technology and necessary technical know-how to move projects toward completion.
	▪ Must have Critical Thinking and Problem-Solving abilities

	ADPF88C.tmp
	Reports To: Chair of Academic Programs in Workforce & Community Development
	Status: Full-time/ Regular/Exempt
	SUMMARY: The CLTC will work under the supervision of the NTIA Project Director. of the NTIA project.  The CLTC will provide general supervision, and coordination, and monitor the development and implementation administration of the NTIA Computer Liter...
	ESSENTIAL DUTIES:
	● Coordinates and supervises computer literacy trainer, and monitors community & employee development training programs.
	● Responsible for the development of reporting for measurement of training needs assessment and results in a report form that includes data analysis.
	● Coordinates training schedules and evaluates applicable outside training resources.
	● Participates in the review of productivity levels for program participants analyzes problem areas, identifies training needs and recommends solutions to management.
	● Assists in the development and/or selection of Computer Literacy curriculum
	● Coordinates materials, audio-visual equipment, and supplies for training
	● Maintains computer-based documentation on training conducted, competency checklists, and training files.
	● Assists District & Community partners in the identification of training needs for staff and community participants.
	● Delivers training to classes and individuals through lectures, demonstrations, exercises and workshops, in-person, via Zoom and GoTo formats.
	● Identify sources of training programs that meet certain criteria in order to recommend sessions for attendance.
	● Acts as a liaison with all entities of the Tohono O’odham Nation.
	● Produce certificates & Micro-Credentials for completion of certain program levels.
	● Respond accurately and timely to departmental and employee requests for information
	● Schedule and coordinate classes; maintain facilities and equipment.
	● Contribute to a team effort and perform other duties as assigned.
	Associate degree in Computer Information Systems, Information Technology, Business or related field; and/or two-year experience in training, and teaching adults in computer literacy courses.
	Bachelor in Computer Information Systems, Information Technology, Business or related field; and/or one year experience in training, and teaching adults in computer literacy courses.
	Valid Arizona Driver’s license with no DUI’s or major traffic offenses within the past two years.
	Must successfully pass a background check and fingerprint clearance.
	● Instructs participants in various course delivery methods; in-person, Zoom, GoTo, hybrid, Independent study, etc.
	● Customer service principles;
	● Curriculum development
	● Communication methods and techniques;
	● Instructional methodologies;
	● Modern office procedures, methods, and equipment;
	● Records management techniques;
	● Adult learning theory;
	● Research and Student evaluation methods;
	● Advising processes and practices.
	● Instructs participants in various course delivery methods; in-person, Zoom, GoTo, hybrid, Independent study, etc.
	● Compiling and tabulating data for evaluating participant’s performance;
	● Communication, and interpersonal skills as applied to interaction with participants, supervisors, and the public to convey information
	● Knowledge of training methods, relating course content to computer skills and job tasks
	● Knowledge of techniques for designing training plans, manuals, and aids.
	● Knowledge of principles and practices of preparing reports, maintaining files and records
	● Skill in the use of computer software programs to include Windows, Microsoft Word, Microsoft, Excel, and Microsoft PowerPoint.
	● Ability to provide supervision and leadership to assigned training groups.
	● Ability to compile information and create reports to management regarding training/educational objectives
	● Ability to communicate efficiently and effectively both verbally and in writing.
	● Ability to travel to meetings, seminars, and training sites and work extended hours and on weekends as requested.

	ADP7AED.tmp
	Status: Full-time/ Regular/ Non-exempt
	SUMMARY:
	The Computer Literacy Trainer (CLT) will introduce basic computer skills in software & hardware applications that prepare students to succeed online at home, in the workplace, and college. The CLT will support students in developing an understanding o...
	● Motivate students by demonstrating professionalism, enthusiasm, and sensitivity to their concerns. Actively involve them in classroom discussions and/or activities.
	● Identify different student learning styles and adjust accordingly.
	● Maintain accurate record keeping as it applies to student progress.
	● Actively engage in retention activities including documented communication with participants and Training Coordinator regarding attendance and progress. Administers mid-phase academic advising forms for all students.
	● Manages tools assigned to the online classroom.
	● Integrates features of Canvas into the learning environment, including announcements, threaded discussions, quizzes/exams, videos, communication inbox and gradebook.
	● Conduct live online/virtual sessions weekly and record/post on the online platform.
	● Constantly evaluate the curriculum to ensure relevance, sends feedback to the Training Coordinator, Chair of Academic Programs, and the Dean for Sustainability for consideration and feedback
	● Maintaining a working field knowledge through continuing education demonstrates continuing professional development of technical expertise as a Trainer.
	● Respond to all initial threaded discussion posts within 24-36 hours.
	● Post videos/ tutorials as necessary to increase student engagement and understanding of the material.
	High School Diploma or GED, and up to six months experience in computer software & hardware, or an equivalent combination of training, education, and work experience which demonstrates the ability to perform the duties of this position.
	Associates in Computer Information Systems, Information Technology, Business or related field. Experience in training, and teaching adults in computer literacy courses. Experience in training computer Applications Training. Adult education experience.
	Preference for a bachelor's in Computer Information Systems, Information Technology, Business, or related field. Experience in training, and teaching adults in computer literacy courses.
	Valid Arizona Driver’s license with no DUI’s or major traffic offenses within the past two years.
	Must successfully pass a background check and fingerprint clearance.
	● Customer service principles;
	● Communication methods and techniques;
	● Instructional methodologies;
	● Modern office procedures, methods, and equipment;
	● Records management techniques;
	● Adult learning theory;
	● Research and Student evaluation methods;
	● Advising processes and practices
	● Instructs participants in various course delivery methods; in-person, Zoom, GoTo, hybrid, Independent study, etc.
	● Compiling and tabulating data for evaluating participant’s performance;
	● Communication, and interpersonal skills as applied to interaction with participants, supervisors, and the public to convey information
	● Knowledge of training methods, relating course content to computer skills and job tasks
	● Knowledge of techniques for designing training plans, manuals, and aids.
	● Knowledge of principles and practices of preparing reports, maintaining files and records
	● Skill in the use of computer software programs to include Windows, Microsoft Word, Microsoft, Excel, and Microsoft PowerPoint.
	● Ability to provide supervision and leadership to assigned training groups.
	● Ability to compile information and create reports to management regarding training/educational objectives
	● Ability to communicate efficiently and effectively both verbally and in writing.
	● Ability to travel to meetings, seminars, and training sites and work extended hours and on weekends as requested.




