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• Chair of Academic Programs in Workforce and Community Development – Change of Title 64 
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Tohono O’odham Kekel Ha-Maṣcamakuḍ 
Board of Trustees Regular Meeting 

Thursday October 13, 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 9:08 a.m. by Chairperson Dr. 
Ofelia Zepeda. 

Present Excused 
Absence 

Unexcused 
Absence 

Attendance 
Time 

Board of Trustees 

X   9:08 a.m. Dr. Ofelia Zepeda, Chairperson 
X   9:08 a.m. Bernard Siquieros, Vice-Chairperson 
X   9:08 a.m. Jonas Robles, Elder Member 
 X   Mary Bliss, Member 

  Administration Members 
X   9:08 a.m. Dr. Paul Robertson, President 
X   9:08 a.m. Dr. Mario Montes-Helu, Dean for Sustainability 
X   9:08 a.m. Joann Miguel, Dean of Finance 
X   9:08 a.m. Yolanda Pacheco, Dean of Student Services 
X   9:08 a.m. Liz (Ofelia) Zepeda, Interim Dean of Academics 
    Recorder 

X   9:08 a.m. Evan Thomas, Special Assistant to the President 
    Guests 

X   9:08 a.m. Sonya Juan, Human Resources Director 
X   9:08 a.m. Drew Harris, Athletic and Wellness Manager 
X   9:08 a.m. Sylvia Hendricks, Director of Student Life 
X   9:08 a.m. Alberta Espinoza, Counselor 
X   9:08 a.m. Mickie Widener, Human Resources Generalist 
X   9:08 a.m. Iris Nez, Bookstore Supervisor 
X   9:08 a.m. Neal Wade, Business Instructor 
X   9:08 a.m. Kristin Eberhardt, Project Director, Title III Grant 
X   9:08 a.m. Sharon Parker, Adjunct Faculty 
X   9:08 a.m. Wendi Cline, Library Assistant 
X   9:08 a.m. Jenny Narcho, Language Specialist 
X   9:08 a.m. Myriah Cypriano, Administrative Assistant – Student Services 
X   9:08 a.m. Camillus Lopez, Senior Cultural Mentor 
X   9:08 a.m. Christina Coffman, Academic Advisor Coordinator 
X   9:08 a.m. Hamidou Keita, Chemistry Instructor 
X   9:08 a.m. Frances Benavidez, Tohono O’odham Studies Director 
X   9:08 a.m. Anselmo Ramon, Chair of Academic Programs in WCD 
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X   9:08 a.m. Kimberly Danny, Agriculture & Natural Resources Instructor 
X   9:08 a.m. Adrianne Rios, Language Specialist 
X   9:26 a.m. Jay Juan, Chief of Operations 
X   9:26 a.m. Deshon Miguel, Senior Systems Administrator 
X   9:26 a.m. Ingrid Segundo, Director of Sponsored Projects 
X   9:26 a.m. Ben Jose, Research Assistant 
X   9:26 a.m. Tashina Machain, Administrative Assistant – Phoenix Center 
X   9:26 a.m. Jai Juan, Recruiter 
X   9:26 a.m. Pauline Nasewytewa, BCT Program Advisor 
X   9:26 a.m. Curtis Peterson, Adjunct Faculty 
X   10:03 a.m. Diana Antone, Financial Aid Technician 
X   10:03 a.m. Annamarie Stevens, Transition Coordinator 
X   10:03 a.m. Gracie Garcia, Lead Cook 
X   10:03 a.m. Tyrone Mandre, Assistant Cook 

 

 

2. Invocation 

The invocation was given by Jonas Robles. 
 

3. Review and Approval of Agenda 

The BOT meeting agenda was reviewed. One Educational Division grant request will be omitted 
and the following items were added to New Business: 
 

8. Pisinemo Site Update 
9. TOCC Presidential Search 
10. TOCC-SCAC Operating Agreement- Final 
11. Draft Dual Enrollment IGA SCAC-SCUSD 
12. TOCC Lagoon Project 

 
A motion was made to approve the meeting agenda with noted changes. 

 

Executive Summary: TOCC BOT acted on the following at the October 13, 2022 regular meeting: 
• Approved the September 08, 2022 TOCC Board of Trustees regular meeting minutes with corrections. 
• Accepted the August 2022 Financial Report as presented. 
• Accepted the Human Resources Report for September 2022 as presented. 
• Approved the AICF Professional Development Grant as presented. 
• Approved the Space Allocation Policy as presented. 
• Approved the NEXTGEN USDA grant request as presented. 
• Approved the Solar Energy Instructor position as presented. 
• Approved the NTIA Project Director position as presented. 
• Approved the NTIA Computer Literacy Training (CLT) Coordinator position as presented. 
• Approved the TOCC – SCAC Operating Agreement as presented. 
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MOTION: Motion by Bernard Siquieros, Seconded by Jonas Robles to approve the meeting agenda 
with noted changes. 
VOTE: 3 FOR, 0 OPPOSED, 0 ABSTAIN, 1 ABSENT. 
MOTION APPROVED 

 

4. Announcements 

Director Angela Thi Bennett, NTIA will be at S-cuk Du’ag Maṣcamakuḍ on Tuesday October 18, 
2022 for a Community Forum and Roundtable on internet access. Tribal and District officials, 
Nation’s departments and local entities are expected to be in attendance. 

A Thanksgiving luncheon is scheduled for November 10, 2022, 12:30 p.m., GSK, S-cuk Du’ag 
Mascamakud. A sign-up sheet will be distributed within each division for contributions of food 
items. 

The TOCC Staff Recognition and Appreciation is scheduled for Thursday December 22, 2022, 
10:00 a.m. – 1:00 p.m., Desert Diamond Casino & Hotel, Tucson, Arizona. 

The Student Services Division (SSD) will sponsor Halloween festivities to include a costume 
contest. More information will be distributed via email. 

Evan Thomas, Special Assistant to the President acknowledged those for submitting the monthly 
board reports by the deadline. The October 2022 board packet was generated and distributed 
for review by the BOT in a timely manner. 

 

5. Minutes from the September 08, 2022 regular meeting of the TOCC Board of Trustees. 

Minutes for the September 08, 2022 BOT regular meeting were reviewed with corrections. 
 
A motion was made to approve the September 08, 2022 TOCC Board of Trustees regular 
meeting minutes with corrections. 
 

MOTION: Motion by Bernard Siquieros, Seconded by Jonas Robles to approve the September 08, 
2022 TOCC Board of Trustees regular meeting minutes with corrections. 
VOTE: 3 FOR, 0 OPPOSED, 0 ABSTAIN, 1 ABSENT 
MOTION APPROVED 

 

6. Call to the Audience – None 
 

7. Coronavirus Update – Dr. Paul Robertson, President 

TOCC is reviewing the current coronavirus protocol. Masks are required at all TOCC campuses. 
CDC and Nation’s guidelines continue to be adhered to. 
 
The TOCC administration is exploring an incentive to employees for acquiring the bi-valent 
vaccination. 
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NEW BUSINESS 

 
1. August 2022 Financials – Joann Miguel, Dean of Finance 

Dean Miguel reviewed the August 2022 Financial Report. 

A motion was made to accept the August 2022 Financial Report as presented. 

MOTION: Motion by Bernard Siquieros, Seconded by Jonas Robles to accept the August 2022 
Financial Report as presented. 
VOTE: 3 FOR, 0 OPPOSED, 0 ABSTAIN, 1 ABSENT 
MOTION APPROVED 

 

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

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

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

• Adrianne Rios, Language Specialist, O’odham Language Center 
• Tyrone Mandre, Assistant Cook, Student Life Component 

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

MOTION: Motion by Jonas Robles, Seconded by Bernard Siquieros to accept the Human Resources 
Report for September 2022 as presented. 
VOTE: 3 FOR, 0 OPPOSED, 0 ABSTAIN, 1 ABSENT 
MOTION APPROVED 

 
  

3. Principal Accountant Career Ladder – For Informational Purposes 

The electronic mail approvals from the BOT were included in the October 2022 board packet. 
 

4. Education Division Grant Request, AICF Professional Development Grant – Frances Benavidez, 
Tohono O’odham Studies Director 

Director Benavidez presented information and reviewed the grant documents. 

A motion was made to approve the AICF Professional Development Grant as presented. 
   

MOTION: Motion by Bernard Siquieros, Seconded by Jonas Robles to approve the AICF Professional 
Development Grant as presented. 
VOTE: 3 FOR, 0 OPPOSED, 0 ABSTAIN, 1 ABSENT 
MOTION APPROVED 
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5. Proposed Space Allocation Policy – Jay Juan, Chief of Operations 

The Space Allocation Policy was reviewed by the Chief of Operations and the BOT. The policy will 
be reviewed annually and account for optimal use of space throughout the college. 

A motion was made to approve the Space Allocation Policy as presented. 
   

MOTION: Motion by Jonas Robles, Seconded by Bernard Siquieros to approve the Space Allocation 
Policy as presented. 
VOTE: 3 FOR, 0 OPPOSED, 0 ABSTAIN, 1 ABSENT 
MOTION APPROVED 

 

6. Track Update – Anthony Francisco, Head Coach 

Coach Francisco presented information on refurbishing the track at Baboquivari Intermediate 
School. TOCC Cross Country team could utilize the track for training and competitions. 

A grant from the Arizona State Parks & Trails Office was available which required matching 
funds. The BUSD#40 school board identified and approved matching funds, but the deadline for 
submitting the grant had passed. 

The Head Coach is requesting support and approval to continue discussions with BUSD#40 to 
include a MOA and assistance from the TOCC Sponsored Projects Office to explore grant funding 
options. 

By consensus the BOT supported the request by Coach Francisco and suggested that the Nation 
be approached to provide the opportunity as an investment in our youth and promote wellness.  

 

7. Division for Sustainability 
 

a. NEXTGEN USDA Grant Request – Mario Montes-Helu, Dean for Sustainability 
 

From Learning to Leading: Cultivating the Next Generation of Diverse Food and 
Agriculture Professions (NEXTGEN) grant proposal was reviewed. The primary goal of 
the grant is to build and sustain the next generation of the food, agriculture, natural 
resources and human sciences (FANH) workforce. Collaboration with the Tohono 
O’odham Nation Natural Resources department has been established to participate in 
hiring employees within the outlined career fields. 

  
A motion was made to approve the NEXTGEN USDA grant request as presented. 

MOTION: Motion by Bernard Siquieros, Seconded by Jonas Robles to approve the NEXTGEN USDA 
grant request as presented. 
VOTE: 3 FOR, 0 OPPOSED, 0 ABSTAIN, 1 ABSENT 
MOTION APPROVED 
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b. Solar Energy Instructor Position – Anselmo Ramon, Chair of Academic Programs in WCD 
 

The Solar Installer Certificate Program was approved by the Higher Learning Commission 
(HLC) on July 15, 2022. There are currently four (04) students enrolled in the program 
taking core courses. The Solar Energy Instructor job description was reviewed. 

  
A motion was made to approve the Solar Energy Instructor position as presented. 

MOTION: Motion by Jonas Robles, Seconded by Bernard Siquieros to approve the Solar energy 
Instructor position as presented. 
VOTE: 3 FOR, 0 OPPOSED, 0 ABSTAIN, 1 ABSENT 
MOTION APPROVED 

 

 

c. NTIA Project Director Position – Anselmo Ramon, Chair of Academic Programs in WCD 
 

The NTIA approved the “Hewel Wepegi Macidag kc, wog = "Learning the Internet 
Road” grant. A project director is needed to manage the computer literacy training with 
the districts and communities of the Nation. The duration of the grant is two years. 

  
A motion was made to approve the NTIA Project Director position as presented. 

MOTION: Motion by Bernard Siquieros, Seconded by Jonas Robles to approve the NTIA Project 
Director position as presented. 
VOTE: 3 FOR, 0 OPPOSED, 0 ABSTAIN, 1 ABSENT 
MOTION APPROVED 

 

 

d. NTIA CLT Coordinator Position – Anselmo Ramon, Chair of Academic Programs in WCD 
 

The NTIA approved the “Hewel Wepegi Macidag kc, wog = "Learning the Internet 
Road” grant. Support is necessary to establish the computer literacy training with the 
districts and communities of the Nation. The CLT Coordinator will report to the NTIA 
Project Director and oversee the CLT Trainer(s). 

  
A motion was made to approve the Computer Literacy Training Coordinator position as 
presented. 

MOTION: Motion by Bernard Siquieros, Seconded by Jonas Robles to approve the Computer Literacy 
Training position as presented. 
VOTE: 3 FOR, 0 OPPOSED, 0 ABSTAIN, 1 ABSENT 
MOTION APPROVED 

 

e. CLT Trainer Position – Anselmo Ramon, Chair of Academic Programs in WCD 
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The CLT Trainer information and job description was reviewed. By consensus the BOT 
tabled the agenda item. 

 

8. Pisinemo Site Update – Dr. Paul Robertson, President 

Pisinemo District proposed two (02) dates to meet with the district council: November 03 or 08, 
2022. Topic of discussion will be the Impact Fee Agreement and TOCC site within the Traveling 
Eagle development. TOCC Administration will follow up with Pisinemo District. 

 

9. TOCC Presidential Search – Dr. Paul Robertson, President 

The Human Resources Director distributed and reviewed the timeline for the upcoming 
Presidential Search. The agenda item is for informational purposes. 

 

10. Final TOCC-SCAC Operating Agreement – Dr. Paul Robertson, President 

The renegotiated TOCC-SCAC Operating Agreement was approved by the SCAC Board of 
Regents. 

A motion was made to approve the TOCC-SCAC Operating Agreement as presented. 
   

MOTION: Motion by Jonas Robles, Seconded by Bernard Siquieros to approve the TOCC-SCAC 
Operating Agreement as presented. 
VOTE: 3 FOR, 0 OPPOSED, 0 ABSTAIN, 1 ABSENT 
MOTION APPROVED 

 

 

11. Draft Dual Enrollment IGA SCAC-San Carlos Unified School District (SCUSD) – Dr. Paul Robertson, 
President 

SCAC and the SCUSD approved an Inter-Governmental Agreement for dual enrollment. The BOT 
inquired whether the IGA was reviewed by the State of Arizona’s Education Department. TOCC 
Administration will follow up with SCAC and distribute the information via email for electronic 
approvals by the board. 

 

12. TOCC Lagoon Project – Dr. Paul Robertson, President 

An assessment completed by Fleetwood Engineering, LLC, Oro Valley, Arizona concluded that a 
lagoon wastewater treatment facility is recommended to accommodate any future construction 
at S-cuk Du’ag Maṣcamakuḍ. Approximately ten (10) acres is needed for the lagoon facility. A 
meeting with the San Isidro community to request additional land will be scheduled. 
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The BOT deems the project needs more discussion, research and planning. By consensus the 
BOT tabled the agenda item. 

 

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 1:51 p.m. 

 
 
ADJOURNMENT – 2:12 p.m. 
 

A motion was made to adjourn the October 13, 2022 BOT regular meeting. 
 

MOTION: Motion by Bernard Siquieros, Seconded by Jonas Robles to adjourn the October 13, 2022 
BOT regular meeting. 
VOTE: 3 FOR, 0 OPPOSED, 0 ABSTAIN, 1 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—OCTOBER 2022 RESOURCE LIST ADDENDUM 

DATE:       11/02/2022 

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  
October 

 
   New Hires: 

  

 Separation: 

 

 

Name Position Date 
Jesus Adrian Quijada Biodiversity and Research Specialist 10/20/2022 

 

Mr. Quijada was Data Management Technician with Bangor for one 
year and  Research Professor with Universidad Michoacán for three 
years. Mr. Quijada was Assistant Research Scientist with University of 
Arizona for three years and was Natural Resources Instructor with 
Tohono O’odham Community for four years. 
 
Mr. Quijada earned his Ph. D from University of Wales and Master in 
Science from Universidad Nacional Autonoma de Mexico. 
 

 

Carmella Pablo Principal Accountant  10/27/2022 

 

Ms. Carmella Pablo was Receptionist for two years and six months, 
and Library Assistant for 13 years with Tohono O’odham Community 
College. 
 
Ms. Carmella Pablo earned her High School Diploma from 
Baboquivari High School. 
 

 

Cassandra Scott Phoenix Center Director 11/7/2022 

 

Ms. Cassandra Scott was Student Services Specialist with Chandler-
Gilbert Community College for five months; she was Academic 
Advisor with Rio Salado College for one year. Ms. Scott was Student 
Services Specialist, Academic Advisor with Mesa Community College 
for two years and three months and she was Student Services 
Specialist with Scottsdale Community College for five months. Ms. 
Scott was Academic Success Coordinator with Arizona State 
University for four years and 10 months. 
 
Ms. Cassandra Scott Earned her Master of Education from Northern 
Arizona University and her Bachelors in Interdisciplinary Studies-
Education & Public Administration from Arizona State University and 
her Associates in Arts from Mesa Community College. 
 

 

Name Position Date 
Juana Jose Cultural Liaison 11/01/2022 
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TOCC EMPLOYEE STATISTICS 

(November 2022) 
 

FULL TIME POSITIONS 
  Numbers Percentages  

    

Full-time positions: 111   

       Filled Positions 92 83% 

       Vacant Positions 19 17% 

      

Female 52 57% 

Male 40 43% 

      

Ethnicity      

      Tohono O'odham 63 68% 

      Native American Other 6 7% 

      Hispanic 4 4% 

      White 12 13% 

      Black 3 3% 

      Asian 2 2% 

      

Regular Staff 91   

Filled 76 84% 

Vacant 15 16% 

      

Instructors Positions 20   

Filled 16 80% 

Vacant 4 20% 

      

Commuters 46 50% 
 

 

PART-TIME & TEMP POSITIONS 
  Numbers Percentages  

Part-time & Temp positions: 24   

       Filled Positions 17 71% 

       Vacant Positions 7 29% 

     

Female 12 71% 

 Male 5 29% 

     

Ethnicity    

      Tohono O'odham 8 47% 

      Native American Other 3 18% 

      Hispanic 0 0% 

      White 3 18% 

      Black 0 0% 

      Asian 0 0% 

     

Commuters 10 59% 

Local 7 41% 
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TOHONO O'ODHAM COMMUNITY COLLEGE 

TO:  BOARD OF TRUSTEES  

THRU:  SONYA JUAN, HR DIRECTOR 

FROM:  PAUL ROBERTSON, PRESIDENT 

DATE:  NOVEMBER 2, 2022 

SUBJECT: TOCC “DIRECTOR” BASE SALARY INCREASE REQUEST 

CC:  DEANS 

Background: TOCC periodically raises certain salaries in order to be competitive in hiring and in 
order to provide adequate compensation for work and value provided. TOCC’s “Manager” and 
“Dean” positions have been substantially increased this past year. The “Dean” and “Manager” 
classification salaries were increased through BOT action on August 12, 2021. Dean salaries 
were raised from 65,000 to 77,000 and “Manager” salaries were increased from 50,000 to 
57,000. The “Director” classification salary remained the same at 60,349. That amount has been 
static for the past six years. A review of Director salaries in the region and nationally suggests 
that a salary of 67,000 would be appropriate. It would fit well with the Dean and Manager 
position levels as well: 57,000 for Managers, 67,000 for Directors, 77,000 for Deans. 

 

Justification: The narrative in “Background” just above provides justification for the change.  

 
Action Requested:  Request Board approval of a recommended change in the base pay for TOCC 
Directors from 60,349 to 67,000. 
 
Recommendation: The President conferred with HR and with the Deans concerning this request 
and all agreed that it should be presented to the BOT for consideration. 
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Pay Proposal  
FY22 

 

Background:  

According to the Society for Human Resources Management (SHRM), 43% of employers are boosting their pay to fill 
critical or hard to fill positions.  There is an anticipation that the nationwide labor markets could continue to be tight in 
2022 due to a strong economic recovery, job growth and baby boomers leaving the workforce.  Also, the cost of living is 
increasing to include the rising housing market and rental costs. 

Request:  

We are requesting a pay increase for our entry level, technical level, and manager level and deans positions.   Entry level 
positions would increase from $15.00 to $17.00 (13% increase) and $16.12 to $18.00 (11% increase).  The technical 
levels would increase from $17. 41 (9% increase) and $18.25 to $19.00 (4% increase).  The manager level would increase 
from $50K to $57K (14% increase) and the dean positions would increase from $65K to $77K (18% increase).  For our 
middle tier employees, we are requesting a 2% cost of living increase.   

current base  proposed base levels 
 $ 15.00 hourly   $ 17.00  Entry 
 $ 16.12 hourly  $ 18.00    
 $ 17.41 hourly  $ 19.00  Technical 
 $ 18.25 hourly  $ 19.00    
 $ 50,000 salary   $ 57,000 Manager 
 $ 65,000 salary  $ 77,000 Dean 

 

Justification: 

The Tohono O’odham Nation has increased the hourly and salary rates for many of their employees thereby increasing 
the competition for labor in the local area.  TOCC administration feel it’s necessary to lead the local market to give the 
College the opportunity to hire the most qualified applicants while retaining our current employees.  

Another financial struggle for our employees is the increase in the cost of medical premiums for this upcoming benefit 
year.  During the current year, the Nation offered six medical plans which has been reduced four plans for 2021 -2022 
benefit year.  The two entry level medical plans’ premiums have increased by 12% - 13% while the higher end medical 
plans increased by 20%.     

By increasing the base pay for our entry level positions and providing our middle tier employees a 2% cost of living 
increase, TOCC will be more competitive while helping our employees offset the cost of increasing medical premiums.   

TOCC is able to absorb the increase in employment costs by using the board approved budget and streamlining two 
unfilled positions and laying off a position that wasn’t needed.  The total cost of the proposed pay increases amount to 
approximately $150,161 minus $157,019 for unfilled positions and related benefits.  The result is a $6,858 employment 
savings.   

Attached is list of positions which includes their current pay and proposed pay.  Please note, this list does not include 
grant funded position as the grants will fund those positions to be in alignment with the College’s pay policies.  Faculty 
are not included as their pay scale was readjusted in 2018 while the rest of the staff were not given a COLA that year.   
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TOHONO O'ODHAM COMMUNITY COLLEGE 

TO:  BOARD OF TRUSTEES  

THRU:  SONYA JUAN, HR DIRECTOR  

FROM:  PAUL ROBERTSON, PRESIDENT 

DATE:  NOVEMBER 2, 2022 

SUBJECT: ADDITIONAL HR GENERALIST POSITION 

CC:  EVAN THOMAS, SPECIAL ASSISTANT TO THE PRESIDENT 

Background: TOCC’s expansion in student numbers has been followed by a related increase in 
the number of employees, including regular full time employees, faculty members, and others. 
That has meant a good deal more work among the various components of the College but 
nowhere is the workload being felt more intensely than in Human Resources (HR). HR Director 
Sonya Juan, HR Generalist Mickie Widener, the Deans, and I have all had occasion to discuss 
the need for an additional HR employee. Another HR Generalist is needed, with the same job 
description as the current position.  

 

Justification: An HR Workload that has grown greatly in the past year and continues to grow is 
strong justification for the recommended change. At the current time the two HR employees are 
stretched to complete their tasks within regular working hours. Meanwhile, the needs of the 
workforce for HR intervention in issues arising among employees, the need for educating the 
workforce about our benefits, and other matters are indicators that to remain a healthy work 
environment the additional employee is much needed. 

 
Action Requested:  Request BOT approval of this request to add and HR Generalist to the HR 
Department. 
 
Recommendation: The president recommends consideration by the BOT and requests the 
addition of an HR Generalist position to complement the current HR Department. 
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TOHONO O’ODHAM COMMUNITY COLLEGE 

JOB ANNOUNCEMENT 
 
 
 
 

 
Job Title: Human Resources Generalist 
Reports To: Human Resources Director 
Status: Full-time/ Regular/ Hourly 
Salary: $20.00 an hour 
 
SUMMARY:  
 
The HR Technician is responsible for providing expertise across a variety of general human 
resources functions, including in the areas of payroll, recruitment, hiring, and onboarding. The 
Technician will help ensure excellent and timely customer service to faculty, staff, and 
administration, with the goal of ensuring a positive experience for job candidates, hiring managers, 
staff, and faculty.  
 
TOCC is committed to building a culturally diverse community of faculty, staff, and students and is 
dedicated to contributing to an inclusive and equitable campus environment.  
 
 
ESSENTIAL DUTIES: 
 Maintain online applicant tracking system (e.g., Paychex/Staffing Pro).  
 Assist the Director in transitioning the HR Office at TOCC in its move to an automated 

regime operating within the Jenzabar database system and eliminating much of the 
paper flow 

 Attend career fairs on and off the Tohono O’odham Nation. 
 Reconcile bi-weekly payroll and provide backup for the Payroll Technician. 
 Schedules employees, applicants, and/or other applicable individuals for interviews, 

orientations, and/or related activities; prepares new hire paperwork, payroll and 
separation forms; and provides new hire and benefits orientations.  Focus on 
recruitment practices and procedures. 

 Compiles and prepares a variety of data and reports. 
 Responds to requests for information from employees and/or the general public over the 

phone, in person, and via e-mail regarding a variety of Human Resources procedures, 
programs, job opportunities, and/or other related information. 

 Performs duties related to the maintenance of HR policies, procedures and systems. 
 Support the T-Ṣo:ṣon (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. 

 
TRAINING AND EXPERIENCE: 
Minimum Qualifications: 
 Associate's degree or higher, Or 
 Two years of human resources support or office assistant experience Or, 
 An equivalent combination of education and experience necessary to perform the 

essential responsibilities of the position. 
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Additional Consideration May Be Given To Individuals w ith the Follow ing 
Qualifications:  
 Ability to speak and understand O’odham. 
 Knowledge and understanding in 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 year. 
 Must successfully pass a background check. 

 
KNOWLEDGE: 
 Basic human resources principles and practices. 
 Customer service principles. 
 Recordkeeping principles and practices. 
 Data base operations and management. 
 Computers and related software applications. 

 
SKILLS: 
 Able to prepare clearly stated memoranda and reports 
 Providing excellent customer service; 
 Maintaining a variety of records and logs; 
 Lead staff and faculty training sessions. 
 Be able to handle sensitive and confidential issues. 

 
WORK ENVIRONMENT: 
TOCC is a tribal college located on the Tohono O’odham Nation, 60 miles west of Tucson.  The 
Human Resources Assistant 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).   

 
HOW TO APPLY 

Applications are available on line at www.tocc.edu. Interested applicants must submit a 
completed TOCC application for employment, resume, related degrees, transcripts, certificates, 
a list of three references (name, position, organization and work phone numbers), and three (3) 
letters of recommendation dated within the past twelve 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) 383-0049 
FAX (520) 383-0029 

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

 

58



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:  11/02/2022 

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 $17.00 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: Full-time/ Regular/ Non-exempt 
Salary: $17.00 an 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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TOHONO O'ODHAM COMMUNITY COLLEGE 

TO:    BOARD OF TRUSTEES  

THRU:  PAUL ROBERTSON, PRESIDENT  

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

SUBJECT: CHANGE OF BUILDING CONSTRUCTION TECHNOLOGY ADVISOR TO WORKFORCE & 

COMMUNITY DEVELOPMENT ADVISOR. 

DATE:  11/02/2022 

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

IN WORKFORCE & COMMUNITY DEVELOPMENT 

Background 

After the Sustainability division was created, the Building Construction Technology 
(BCT) program was changed into the Workforce & Community Development (WCD) 
department, which was aligned to the new Sustainability Division’s mission and goals. 
The current program advisor’s title has remained as BCT advisor, even when the program 
no longer exists.  The WCD department consists of the Solar Installer, Culinary Arts 
program, the Pre-college GED, and other programs that may be planned in the future. 

 
Justification 

The advisor’s title needs to match the department’s name instead of keeping a 
discontinued program’s name.  

 

Action Requested 

It is requested that the Board of Turstees approves the change of title from Building 
Construction Technology Advisor to Workforce and Community Development Advisor. 
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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: CHANGE OF CHAIR OF ACADEMIC PROGRAMS IN WORKFORCE & COMMUNITY 

DEVELOPMENT TO CHAIR OF WORKFORCE & COMMUNITY DEVELOPMENT. 

DATE:  11/02/2022 

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

IN WORKFORCE & COMMUNITY DEVELOPMENT 

Background 

After the Sustainability division was created, the Workforce & Community Development 
(WCD) department was split into academic programs and apprenticeship programs. At 
that time, an Academic Programs Chair position was created to manage the same, since 
the trades programs were managed by the TOCC Development, LLC.   

 
Justification 

With the dissolution of the TOCC Development, LLC, the trades program became the 
Apprenticeship program, which has its own director. However, the title of the position 
kept the word “Academic,” which is redundant because all programs in the WCD 
department are academic in nature. 

 

Action Requested 

It is requested that the Board of Turstees approves the change of title from Chair of 
Academic Programs in Workforce & Community Development to Chair of Workforce & 
Community Development. 
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October 27, 2022 
 
 
Ned Norris, Jr.  
Chairman 
Tohono O’odham Nation 
 
 
Dear Chairman Norris, 
 
The Tohono O’odham Community College (TOCC) Board of Trustees continues to meet each month per 
the requirements of our charter, though we are now down to four members, one less than called for in our 
charter which specifies the College should have between five and eleven members.  
 
TOCC has reached out repeatedly to the broader community and has made it known that we have 
vacancies that need to be filled. We have also heard from your office within the past several months that 
some individuals have applied. We did inquire as to who they might be, but we were informed the 
information was privileged.  
 
We are concerned about the future and the need to fill several more BOT slots soon. In fact, three of our 
current members have served a significant number of years already and they continue to serve, far beyond 
their appointed terms. I am writing to you in the hope that you may be able to provide the College with 
some solution, perhaps an extraordinary exception that might allow you to recommend individuals who 
might serve on our Board directly to the Tohono O’odham Legislative Council for consideration. But of 
course, there may be other options as well.  
 
 
Thank you for your consideration, 
 
 
 
Ofelia Zepeda, Ph.D. 
Board Chair 

Tohono O’odham Kekel Ha-Maṣcamakuḍ 
Board of Trustees 
P.O. Box 3129 Sells, AZ 85634 
Phone: (520) 479-2300  
www.tocc.edu 
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President’s Report for October/November 2022 
Page 1 of 2   

pag 

 

Item Actions Discussion/Resolution/Comments 

1) Personnel 
shortage in 
Finance Division.  

Position of Principal Accountant 
with ladder approved by BOT has 
been filled. 

This solution is designed to 
assist with grants 
administration in the 
Sponsored Programs Office. 
Follow up is indicated to 
assess whether this solution is 
indeed making the workload 
more manageable. 

2) American Indian 
Higher Education 
Consortium 
Student Congress 

Continued meetings with 
southwestern Tribal College 
Presidents  

TOCC will send some staff, 
some faculty, and some 
student to the Student 
Congress in March 2023. 

3) O’odham 
Language Center 

Contract with ESB + Design Build 
for construction of the O’odham 
Language Center Building was 
finalized. Designated the Co-
Directors to prepare the 
groundbreaking. 

The Co-Directors planned an 
initial blessing for November 3 
with a groundbreaking event 
to follow later. 

4) Board member 
openings. 

Drafted a letter for Dr. Zepeda’s 
signature that will be forwarded 
to the Nation’s Executive Office 
emphasizing the need to fill BOT 
positions. 

Continued advocacy for 
selection of additional BOT 
members for the College 
remains a priority. 

5) Audit for FY 2022 Finance is having difficulty 
reconciling the trial balance and is 
working with Jenzabar and Your 
Part Time Controllers consultants 
to remedy the situation. 

Audit initiation with KLA has 
been pushed back due to the 
additional time needed to 
produce the trial balance. The 
plan to involve other entities 
in solving this is warranted. 

6) The TOCC 
Strategic Plan 
envisions a 
significant 
number of in-
person students 
at the S-cuk Du’ag 
Maṣcamakuḍ  

BOT Special Meeting 
recommended but first review the 
civil engineer’s report re. handling 
of waste (Marc Fleetwood); 
consider options, develop a plan 
of action moving forward to 
include liaison with the San Isidro 
Community and S-cuk Du’ag 
District; evaluate funding options, 
get quotes, and formalize plan. 

Future construction 
possibilities, possibly including 
a lagoon, more dorms, a multi-
purpose building with a 
cafeteria and gymnasium, 
would help create the 
infrastructure needed to 
support a community of in-
person students. 
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Liz Zepeda, Interim Dean of Academics 
Education Division, October 2022 
 

Issue Discussion Summary/resolution 

Adjusting to the departure 
of former dean 

Transition has taken longer 
than anticipated.  

There is a lot of missing information and it has taken some time 
to get acclimated. Multiple meetings with:  

• Faculty Senate leadership 
• Staff and Faculty 
• Staff 

Have helped keep the division moving. There were a number of 
items being worked on out of policy and adjustments are being 
made to revert to policy.  

Course Evaluations The goal is to get course 
evaluations out earlier and 
to receive feedback from 
students. The challenge has 
been to get feedback from 
students in general. 

The questions have been revised to reflect on the course and 
instructor in a constructive manner. Morningstar Carroll has 
embedded the link for the course evaluations into the Canvas 
courses. As a way to solicit more feedback, we are going to offer 
three gift cards, $100, $50, and $25, in a drawing.  There will be 
a 2 week turnaround for the drawing. 

Spring 2023 Schedule The schedule was fairly 
well established, but 
reworking needs to happen 
as it is a live document. 

Challenges have been staffing instructors, ensuring courses are 
in the correct rotation, and the time requirements are being 
fulfilled.  

Advising Advising sessions were 
held at regular intervals in 
preparation for Spring 
2023. 

Christina Coffman arranged for a series of advising sessions. She 
partnered with faculty and staff to ensure students had access to 
pertinent advisors. Some sessions were held in person and others 
were held via Zoom. 

 
T- Ba’itk Board Report 
Report Month: October, 2022 
Submitted by: Neal Wade 
 

Issue Discussion Summary/resolution 
Course Evaluations Faculty involvement was 

discussed 
A working group was formed to explore how the 
faculty could be involve and assist with this 
important feedback tool. 

 Faculty Research group We discussed the need for a 
faculty research group 

A group is being formed by Dr. Newberry that will 
examine this need and make recommendations. 

Faculty pay scale 
initiative 

The assigned work group 
submitted the report with 
recommendations 

The Faculty Senate reviewed and voted to accept 
the report and recommendations and submit to the 
President and the Board of Trustees. 

 Senate committee duty 
descriptions 

We discussed the need to add 
these descriptions to the 
Faculty Senate Constitution 

The individual committees, Assessment, 
Curriculum and Faculty Development will review 
Faculty hand book and make recommendations for 
the writting of this amendment. It was decided that 
the faculty handbook descriptions would serve as 
the basis for this amendment. 
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NSF STEM Grant  
Report Month: October 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 10/28 from 9:30-12.  Discussion and 
Sharing Group included a discussion of the “Cultivating 
a Sense of Place” The Active Learning Group is revising 
the A.S. Life Science Zais model for their curriculum 
units based on this year’s theme of “Critical and action-
oriented pedagogy situtated in the community.”  
 
This work supports Goal 5: Faculty Support and 
Development to provide culturally responsive curriculum 
and Goal 2:  Indigenize and transform TOCC STEM 
curriculum. 

Increase rigor of our science 
programs. 

One of the objectives of the 
NSF STEM project is to 
increase the rigor of the STEM 
curriculum by increasing 
problem-solving and research 
experiences for students. 

A new independent research course in science was 
submitted to the Curriculum Committee for review. This 
will be an elective for the Science programs. 
 
This work supports Goal 2: Indigenize and transform 
TOCC STEM Curriculum. Objective 2: Increase rigor of 
TOCC STEM curriculum through problem-solving and 
research experiences 

This project is piloting the use 
of the Man in the Maze 
Educational Journey to increase 
student success and resilience 
in their academic programs. 

PI Teresa Newberry has been 
piloting the use of the Man in 
the Maze Educational Journey 
in courses for students to reflect 
on their learning journey 
throughout her courses based 
on the Pathways to Completion 
worksheet developed by 
Camillus Lopez.  This work has 
proven very successful based 
on student feedback.   

Camillus Lopez is creating a Man in the Maze booklet 
that students can use as a reflection journal for their 
educational journey.  This will be completed in mid-
November and will be presented to the Himdag 
Committee, the Faculty Learning Community, and 
college wide.  It will be piloted in selected Spring science 
courses as well in any other course if the faculty is 
interested in participating. 
 
 
This work supports Goal 2: Indigenize and transform 
TOCC STEM Curriculum. Obj. 3.2 MiME Educational 
Journey with support by Cultural Mentor and Student 
Self-Assessment. 
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Tohono O’odham Studies  
Report Month: October 2022 
Submitted by: Frances Benavidez 
 
 

Topic Discussion Summary/resolution 
Instructor 
Update 

At the start of October 
a TOS instructor 
needed to take a leave 
of absence for the 
remainder of the 
semester. 
 

Identified and secured four new instructors to carry out the course-load for: 
• POS226- TON Govt. (DPierce) 
• THO101-1 (RGeronimo) 
• THO101-2 (ARamon) 
• THO106 (Lois Liston) 
There are approximately 71 students served by these courses and much gratitude 
is extended to each instructor for committing to new courses half-way through 
the semester.  
 

TOCC 
College 
Catalog 
2022-2024 

A group of TOCC 
personnel have been 
working to update the 
college catalog for the 
2022-2024 catalog 
years. This catalog 
needs formal review 
and approval as soon as 
possible.  
 

Began working closely with the Education Division Program Coordinator this 
month to edit the comprehensive document, and incorporate new edits/updates 
from faculty reviews of course rotations, descriptions, and programs of study. 
The document will be ready for formal by the leadership team the first week of 
November. 
 

Gathering of 
Language 
Entities of the 
Nation 

There is much 
language work taking 
place across the Nation 
from departmental 
programs, schools and 
community-led 
initiatives that call for 
long-term language 
planning to support one 
another with language 
reclamation goals.  
 

 
Began initial planning with the O’odham Language Center Co-Directors to 
convene a gathering of language entities. At this gathering, each entity will share 
about their language focused initiatives, goals, and projected outcomes. This 
information will inform a comprehensive language plan and be the first of on-
going meetings amongst the group.  

Tohono 
O’odham 
Studies 

Fulfill the immediate 
day-to-day 
programmatic 
responsibilities. 

Spring Schedule- continuing to update the spring schedule to support access and 
student request. This spring will re-introduce a course that hasn’t been offered in 
many years- TOS114- Apedag Wellness and Well-being- Songs, Dance and Music 
taught by Andrea Ramon. 
 
TOL Instructor Preparation-continuing to actively recruit new TOL instructors. 
TOS has initiatives in place and supplemental support available to potential new 
language instructors in supporting them in teaching adult language learners. 
 
Advising- with the release of the spring schedule many advisees are reaching out 
for course advisement plans, updated programs of study, and general help with 
registration and course selection. Meeting with students daily.  
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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.  
 

• Limosan Planning  
• TOS Group Advising 
• Indian Education Advisory Council 
• Veteran’s Day Recognition 
• Standing Meetings (8) 
• Other (22) 

 
 
     
Liz Zepeda, O’ohana Ki:  
October 2022 

Issue Discussion Summary/resolution 

The Runner website is 
taking time. 

Deshon Miguel 
downloaded Adobe Pro 
onto Liz Zepeda’s laptop to 
edit the files and insert a 
watermark. 

The edits are necessary in order to make the files a smaller 
resolution and to help mitigate any co-opting of Mr. Throssell’s 
work. 

Staffing Carmella Pablo has 
transferred to Finance to 
work in the Career 
Laddered Prinicipal 
Accountant.  

Adjusting to the library will be different, but we are happy for 
Carmella! Finance is lucky to have her.  

Venito Garcia Library O’ohana Ki: is trying to 
establish a closer working 
partnership with Venito 
Garcia Library. 

The library staff have been meeting to discuss The Library 
Corporation software and usage as well as ways to work on 
programming ideas.  

Addison Smith Donation Ms. Vivian Juan-Sanders 
referred Mr. Smith to 
O’ohana Ki: as he has 
decided to donate his 
personal library.  

Madelyn Cook and Liz Zepeda visited Mr. Smith and his wife. 
He provided a great set of stories of his time with the Nation. 
Mr. Smith donated some rare titles specific to the Tohono 
O’odham Nation.  

Facility difficulty A strange smell was 
emanating from the library. 

Facilities was called and Jeremy Tashquinth discovered dead 
rodents in the computer lab wall. The smell was overpowering.  
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Board of Trustees Report 
Dean for Sustainability Mario Montes-Helu, Ph.D. 

 
Key Issues/Items addressed in October 2022 

 

Issues/Items Discussion/Situation Summary/Resolution 

Workforce 
and 
Community 
Development 
(WCD) 
 
 

Tohono Kosin Tohono Kosin renovations continue. Operations is 
estimating the equipment will be ready by the end 
of November. The testing by the fire department 
will take place after the installation is completed. 
We are working on developing the new job 
descriptions for the Manager and Chef positions.  

GED program We are still looking to fill the position of the GED 
instructor. We had an interview, but we did not 
offer the position. We requested to have one of the 
two positions open as remote work. There is a 
great demand for student support, and we think 
that a position for remote work may be more 
attractive to potential instructors. A remote 
instructor will provide support for students working 
in remote areas of the Nation who have difficulty 
driving long distances but have the opportunity to 
connect online. Remote instruction may help them 
to accelerate the time to have their GED testing. 

Solar Panel Installer 
Certificate 

There are four students taking the core curriculum 
class, which is a requirement for the Solar Panel 
Installer program. There will be a class on basic 
electricity during the spring semester. We are 
planning to offer the core curriculum class so we 
can increase the number of students in the 
program. We are also working with Novia James, 
from the financial aid office, to get the Department 
of Education’s approval to offer financial aid to 
students in the program. 

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

We are still waiting for the confirmation of official 
approval. We continue working on the mapping of 
the Nation with the GIS working group. There are 
some plans to develop the GIS department of the 
Tohono O’odham Nation in the next fiscal year and 
the lead in this effort is the DoIT department. 
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NTIA Grant Initial Activities  Members of the NTIA visited us on October 18th 
for an NTIA Listening Session that took place at 
TOCC. The CMC (Connecting Minority 
Communities) meeting had the participation of the 
Tohono O’odham Nation Districts, TOUA, TON 
Executive Office, and others. There was ample 
opportunity to discuss the limitations that exist in 
the Nation regarding the use of Broadband 
connectivity. 
  

LGOS FALCON Meeting and 
NextGen grant 

● First Americans Land Grant Consortium 
(FALCON) Annual Meeting took place in  
Albuquerque NM. Interns Amber Ortega 
and Ramon Salcido from the Agricultural 
and Natural Resources program presented 
the poster “Analyzing Jeweḍ (Soils) 
Characteristics of four sites in the Tohono 
O’odham Nation” with great success. 

● USDA NextGen Grant. We started working 
on the narrative of the grant and budget.  
We tried working with University of Arizona 
as a sub-contractor, but we decide to focus 
on TOCC students' training and support. 
The University of Arizona will not be part of 
our grant proposal. 

IT Department  
  

IT issues ● Online Payment System. We are still 
working with the Transact Company. We 
had good progress on the initial technical 
system configuration. We are now working 
with the Jenzabar company to complete the 
integration. 

● IT addressed the inclusion of some 
programs, including the new solar installer 
program, to facilitate online registration to 
create a better student experience when 
they apply to the college.  

● New backup battery systems are being 
installed on all critical IT equipment to keep 
them running in case of a power outage.  

Institutional 
Effectiveness 
Office 

AIMS  Report Ben Jose will submit the report this month. The 
AIHEC AIMS, Key Indicator System is part of the 
AIHEC effort to get key indicators of the progress 
made in all tribal colleges, which include the 
present graduation and retention rates, use of the 
facilities and student support, among others. 
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Tohono O’odham Community College - Board of Trustees Report 
Deshon Miguel, Senior Systems Administrator 

October 2022 
 
 
Key Issues/Items addressed in October 2022 

 

Issues/Items Actions/Assessment 
Jenzabar Maintenance 
Scheduled for the night of 
10/18 into 10/19. 

Staff was notified thorough an email. System Downtime-
Changes caused two issues for our partner (teckstack). We 
had to work with the Jenzabar network team to re-
establish database integrations connections.  

CCP Web codes Meet with the registrar to establish the Web Registration 
code for our CCP Students. This code will be used in the 
system to streamline the process of registration for our 
CCP Student population. 

Partners in Financial Aid Started (first meeting 10/25 our weekly meetings with 
PIFA and the FAO team. 

Reporting Database Teckstack presented us a demo of the reporting database 
and there was some outstanding items/topics that needed 
to addressed. 

NTIA Meeting Attended the NTIA Roundtable Meeting (in-person).  
UPS Installs 
(Replacements) 

Replaced the backup battery equipment in our MDF and 
IDF rooms for both campuses. (Wisag Kos and S-cuk 
Duag Mascamakud), 

Transact We began the implementation process for Student Billing 
module. First phase is nearly complete. We will begin 
working on the second phase as soon as we can make 
necessary connections with Jenzabar network to connect 
the integrations to our production systems. At this time we 
are working in our TEST environment with our resource 
Teckstack who is also involved to assist us with this 
project. 
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Board of Trustees Report 
Anselmo Ramon, M.Ed. 

Chair of Academic Programs in Workforce & Community Development 
October 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 

Solar Energy Instructor Job 
Description was submitted 
to HR for TOCC Job 
Announcements – Open 
positions.  
 

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 of 
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. 

GED program is assisting 
students who have been 
participating during our Spring 
2022 term. Instruction is via 
zoom with PT Instructor and PT 
Math tutor. 

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

The CCP Advisor is now 
Christina Hoffman, Academic 
Advising Manager 

October 15, 2022. TCU Digital 
Inclusion/Equity – Mark Buell, 
Connect Humanity 

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 to access 
other online tutorials and 
educational websites. 
 
October 26-27, 2022 (ATE) 
Advance Technological 
Training Pre-Conference 
Guest speaker, TOCC’s 
Culturally Responsive 
Teaching & Learning 
initiatives. 
 
WCD department is 
working with the Education 
Division & Himdag 
Committee to have the first 
ever Limosan celebration at 
Schuk Du-ag Mascamakud 
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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. 

October 18 NTIA Listening 
Sessions at TOCC, CMC 
(Connecting Minority 
Communities) meeting with 
invited guests, TON Districts, 
TOUA, TON Executive Office, 
DoIT and TOCC Dean of 
Sustainability, TOCC IT, WCD 
and the President’s Office. 
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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:  October 27, 2022 

SUBJECT: Student Life Staff November 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. 

Meetings and events scheduled for the month of October in Student Life:   
 

• I’ve attended all Leadership meetings, O’odham Niok Sessions, Himdag 
Committee Meetings during the month of October in regards to the following: 

o Providing updates on Security, Athletics, the Food Program and the 
Residence. 

o Setting up meeting and planning sessions for upcoming events. 
 

• Additional events & meeting during the month of October: 
o TOCC BOT Meeting- 10/13 
o TOCC All Staff Meeting- 10/14 
o Admin Meeting- 10/18 
o Residence Life Coordinator Interview- 10/19 
o Limoson Planning Meeting- 10/20 
o South Mountain Representatives- 10/20/2022 
o Training Session & RA Meeting- 10/21 

  
Just a couple of Highlights to share for the month of October: 

 Completed the Annual 2022 Campus Safety and Security Survey and locked it 
in on 10/17/2022. The report was due by 10/19/2022.  The report is available 
to all our student, staff and public on our TOCC Website.   

 I continue to work with Staff on a number of projects they are working on.  
Making sure they have all the resources they need to complete projects.   
 

Food Program 
Information      

The Food Program have been quite busy working with a number of divisions and 
planning committees on College events this month and have done a fantastic job in 
providing meals for these events.   
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Residence Life Update by Director of Student Life 

 
 
Drew Harris- Athletic/Wellness Manager 
Key Issues/Items addressed in September 2022 

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  

I have also provided the Data for our Breakfast & Lunch provision.  Please see 
attachment I provided on this report.  

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 

 

Preparation of physical 
structures 

- Washing machines in B200, C300, and C200 have been fixed and are I 
working conditions now.    
 

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.    

- Had 1 interview for the position and 1 no show.  I do have 2 more applicant 
that we will be setting interviews for now.   

- For your information, Frances Benavidez is no longer staying in the residence 
for after hour monitoring.  But I do have Anne Miguel who volunteered to fill 
in until the position is filled.  I am so grateful to the two for their assistance.   
 

Residence Assistants   - The RAs have been doing a fantastic job and keeping in communication on 
anything how the residence are doing.   
 

Issues/Items Actions/Assessment 
Working status a) The EADA Equity in Athletics Certificate of Completion was obtained and 

submitted. 
b) The Athletic Manager started working remotely on October 13th and will return 

November 1st.  
c) Upon return the Apedag Ki: will become open to staff and students.  
d) The first Archery practice begin the week of 10/24/2022 
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Coaching and 
Recruiting 

a) Our Cross-Country team is towards the end of its season with just Regionals 
remaining. October 29th Regionals will take place. 

b) Practice and workouts are continued throughout the season. 
c) Recruiting and the new LOI season will take place on November 1st.  

Team schedules and pictures have been printed and handed out. Schedule 
posted in public areas.  
 

Scheduling Meeting to discuss upcoming schedules will take place soon.  
Academics a) We have been in contact with student athletes regarding their grades. A plan to 

meet with TOCC’s Counselor Alberta was developed and Student -Athletes 
were asked to set up a time to meet to do academic/wellness check-ins.  

b) Continuous follow up with runners on classes/credits and class schedule. 
c) Discussion and consideration for Study Hall will begin and mostly likely take 

place next semester. 
Encouraging runners to get involved with programs being shared through 
TOCC email.  
 

Administration a) Attended meeting with Director of Student Life to discuss Athletics & Wellness 
b) The Archery registration packet was created and submitted and approved.    
c) Archery range has been cleared. Equipment has been purchased. Flyer for first 

practice was created, submitted, and distributed to staff and student emails.   
d) Met with Green Rainbow to discuss graphic design plans for Apedag Ki. Rough 

Draft for Apedag Ki: logo has been made and submitted to the Logo creation 
committee. The request was denied and the previous Wellness Logo will be 
used in Apedag Ki:’s sinage and advertising.  

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

Wellness a) The Certificate of Occupancy has been given on 09/27/22. 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 devices 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 into gym. The company 
developing quotes is Security 101.  

e) Operations is scheduled to clean the floor before the opening of gym.   
f) Working with facilities to address issues with the bathrooms. Athletic/Wellness 

Manager found that there is unblocked visual access to both women and men’s 
bathrooms/ shower. Operation had informed manager and Student Life Director 
that a measurement and estimate has been made for a divider to block easy 
visual access.  

g) Have reached out to potential guest speakers/instructors for wellness programs. 
Continued meeting with Tucson Wellness to talk about individual/group 
strength training when Apedag Ki is up & running.  
 

Budget/Fundraising Entering and submitting requisitions and have been staying up to date on them. 
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Valentine Lee- Lead Security 
Key Issues/Items addressed in August 2022 

Student Issue/Disciplines  
Incidents reports  
  

Zero incidents for the Students. 
 
For the College we had one incident involving TOPD  
And one employee illness  
 

Temperature Check 
Station 

We haven’t had issues with the check in station lately. Only one employee use the paper from.  
Security continue to perform rapid tests for employees and vendors as needed. 
 
No positive test for October, Security continues to follow protocol if someone should 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 still locking Dorm doors after hours. Security continues to cover other shifts when 
needed. Locks in I-we:mta Ki were change out  

 

Outreach/Community 
Service 

The Athletic Program assisted in food preparation with the Comobabi 
community on October 15th. A request to assist for the Sells Recreation Trunk 
or Treat event was made and approved for October 28th.  

Issues/Items Actions/Assessment 
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TOHONO O'ODHAM COMMUNITY COLLEGE 

TO:    BOARD OF TRUSTEES  

THRU:   PRESIDENT PAUL ROBERTSON 

FROM:   YOLANDA PACHECO, DEAN OF STUDENT SERVICES 

DATE:   NOVEMBER 9, 2022 

SUBJECT: RECLASSIFICATION OF TWO POSITIONS – “FINANCIAL AID 
TECHNICIAN” TO “FINANCIAL AID OFFICER”AND THE 
FINANCIAL AID OFFICER JOB DESCRIPTION. 

CC:   HR DEPARTMENT 

This memorandum addresses two separate but related requests: 

1) Request to reclassify the TOCC Financial Aid Officer position according to the attached 
redline and clean copies. 

2) Request Board permission for reclassification to the two Financial Aid Technicians 
positions to the Financial Aid Officer. That would bring the total “officers” to three and 
all three would report to one Financial Aid Manager. The Manager, in turn, would report 
to the Dean of Student Services. 

Background:  

The two Financial Aid Technicians in the FAO are performing duties above their classification 
and are also limited in their ability to tackle certain work in FAO due to their classification. 
Because of the limitations, certain key elements of the workload fall on one Financial Aid 
Officer; that has delayed services to students.  Two additional Financial Aid Officers will 
provide sufficient expertise to provide needed access to student information, Jenzabar and 
PowerFaid systems, as well as to the Federal Government Title IV systems which only persons at 
the level of Financial Aid Officers can access.  The additional positions will help in dividing up 
the workload and in ensuring that there is backup when it is needed to serve our students. 

Justification:  

With the growing student population at Tohono O’odham Community College this change will 
help to serve students better by ensuring student financial aid, Title IV funding, and scholarships 
are processed and distributed in a timely manner.   

 
Action Requested:  Request Board of Trustees approval.  
 
Recommendation:  



 
 

• Recommend reclassification of two Financial Aid Technician positions to Financial Aid 
Officer. 

• Recommend reclassification to the Financial Aid Officer job description. A redline and 
clean copy of the Financial Aid Officer position description are attached. 

 



 

TOHONO O’ODHAM COMMUNITY COLLEGE 
JOB ANNOUNCEMENT 

 
 
 
 

 
Job Title:    Financial Aid Officer 
Reports To:    Dean of Student ServicesFinancial Aid Manager 
Status:   Full time/ Regular/ Exempt 
Salary:   $44,260???? annual  
Closing Date:  Open Until Filled 
 
SUMMARY: 
This position serves TOCC students seeking Pell grants, scholarships, and other financial aid 
resources essential to their success.  Duties involve analysis of student documentation to 
determine eligibility for aid programs, completion of verification processes, and semester-by-
semester review of student eligibility requirements per the College’s satisfactory academic 
progress rule.  Student success is the cornerstone of the department and excellent customer 
service that show students that their interests are paramount is critical.  The successful 
candidate must be technically proficient with PowerFaids, and the Department of Education’s 
COD system.   The Financial Aid Officer will represent the College off-campus at local high 
schools and during monthly All Staff meetings. The Financial Aid Officer will abide by the T-
Ṣo:ṣon (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. 
 
ESSENTIAL DUTIES & RESPONSIBILITIES: 
 
 Counsel students regarding application process, aid programs, and student rights and 

responsibilities in compliance with aid guidelines 
 Evaluate and review financial aid awards, process documents, respond to student 

requests 
 Participate in strategizing and implementing methods to raise student-centered financial 

aid services to best practices and benchmarks 
 Make independent adjustments to a student’s financial aid profile within federal and 

state regulations and the use of professional judgment. 
 Conduct orientations and host informational sessions and workshops to students, 

parents, and/or other interested parties on financial aid, financial aid policy and 
procedural issues at TOCC. 

 Respond to inquiries and research and resolve problems related to transactions handled 
by the FAO;  

 Provide information, in person, on the telephone, and through electronic chat, to 
students, prospective students, and families regarding student financial aid. 

 Serve as liaison with state, federal, tribal, and other agencies; keeps abreast of student 
assistance opportunities and program regulations. 



 Assist with the collection, management, and reporting of data in accordance with the 
objectives of the position; participates in the development and implementation of data 
management systems and procedures, as appropriate. 

 Implement, coordinate, and oversee one or more specific administrative programs 
and/or service areas, as assigned. 

 Perform miscellaneous job-related duties as assigned. 
 Analyze student documentation to determine aid eligibility for specific aid programs 

including Pell, FSEOG, Work Study, and American Indian College Fund Scholarships. 
Verify accuracy of documents and completeness of documentation and consistency of 
data, from various sources and request additional documentation as needed. Award 
federal, state and institutional aid within the policies and guidelines of the Department 
of Education (DOE) and TOCC; 

 Assist the Financial Aid Manager as directed in order to provide cross-training for  
Financial Aid Technician positions to include  FAFSA preparation and submission, 
processing of ISERs, and all other aspects of financial aid. 

 Develop and deliver public presentations and provide financial aid information, 
scholarships and financing higher education for the College and the community; 

 Assist the Financial Aid Manager in developing and implementing policies and 
procedures to ensure students and community partners are served in an effective way 
with a high level of customer service; 

 Determine adjustments and revisions to student budgets and award as necessary; 
 Monitor student enrollment status and adjust award level accordingly, and update award 

in compliance with Federal refund calculations in a timely manner; 
 Review student degree program for compliance with Federal accreditation.   
 Monitor Federal websites to ensure continued student eligibility for aid programs; 
 Counsel students regarding application process, aid programs, and student rights and 

responsibilities in compliance with aid guidelines; 
 Maintain related records and files as may be required by federal, state, or agency 

requirements; 
 Maintain cooperative working relationship with College staff, other organizations, and 

the public.  Participate on College committees as requested;  
 Perform other duties of a similar nature of level. 
 

TRAINING AND EXPERIENCE: 
Minimum Qualifications: 
 Associate’s degree from an accredited college or university or an equivalent combination 

of education and experience necessary to perform the essential responsibilities of the 
Financial Aid Technician and five yearsposition and  financial aid related experience; 

 One year supervisory experience; 
 Knowledgeable about federal financial aid and the requirements.  

 
Additional Consideration May Be Given To Individuals with the Following Qualifications: 
 Bachelor’s degree from an accredited college or university or an equivalent combination 

of education and experience and three yearsyears’ financial aid related experience; 
 One yearOne-year supervisory experience; 
 Ability to speak and understand O’odham language; 
 Knowledge and understanding of the historical 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. 

 
KNOWLEDGE: 
 Knowledge of federal and state laws, regulations, and policies concerning the provision 

of financial aid to students. 
 Knowledge of financial aid policies, procedures, and eligibility requirements. 
 Knowledge of financial aid-specific data management systems and processes. 
 Knowledge of the policies and eligibility requirements of a range of federal, state, and 

agency scholarship programs for students. 
 Basic managerial principles and practices; 
 Computer literacy with proficiency in word processing and Microsoft Office; 
 Ability to master PowerFaids, , and other web portals;  
 Jenzabar data management system pertaining to the Financial Aid module.  

SKILLS: 
 Skill in the use of personal computers and related software applications. 
 Organizing and coordinating skills. 
 Ability to verify and assess student eligibility for financial aid. 
 Ability to make evaluative judgments. 
 Ability to investigate and analyze information and draw conclusions. 
 Ability to develop and present educational programs and/or workshops. 
 Ability to communicate effectively verbally, in writing, and over the telephone. 
 Ability to work well with a diverse student body and to exhibit and practice excellent 

customer service practices; 
 Ability to relate to individuals and be approachable; 
 Excellent oral and written communication skills. 

WORK ENVIRONMENT: 
TOCC is a tribal college located on the Tohono O’odham Nation, 60 miles west of Tucson.  The 
Financial Aid Officer will work closely with members of the Tohono O’odham Nation within a 
multicultural setting. 
 
BENEFITS: 
Comprehensive health benefits package and 401(k).  
 
 

HOW TO APPLY 
Applications are available on line at www.tocc.edu. Interested applicants must submit a 

completed TOCC application for employment, resume, related degrees, transcripts, certificates, 
a list of three references (name, position, organization and work phone numbers), and three (3) 
letters of recommendation dated within the past twelve 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) 383-0049 
FAX (520) 383-0029 

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

 
 

BOT revised approval: 9/10/20 sdo 
 



 

TOHONO O’ODHAM COMMUNITY COLLEGE 
JOB ANNOUNCEMENT 

 
 
 
 

 
Job Title:    Financial Aid Officer 
Reports To:    Financial Aid Manager 
Status:   Full time/ Regular/ Exempt 
Salary:   $???? annual  
Closing Date:  Open Until Filled 
 
SUMMARY: 
This position serves TOCC students seeking Pell grants, scholarships, and other financial aid 
resources essential to their success.  Duties involve analysis of student documentation to 
determine eligibility for aid programs, completion of verification processes, and semester-by-
semester review of student eligibility requirements per the College’s satisfactory academic 
progress rule.  Student success is the cornerstone of the department and excellent customer 
service that show students that their interests are paramount is critical.  The successful 
candidate must be technically proficient with PowerFaids, and the Department of Education’s 
COD system.  The Financial Aid Officer will represent the College off-campus at local high 
schools and during monthly All Staff meetings. The Financial Aid Officer will abide by the T-
Ṣo:ṣon (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. 
 
ESSENTIAL DUTIES & RESPONSIBILITIES: 
 
 Counsel students regarding application process, aid programs, and student rights and 

responsibilities in compliance with aid guidelines 
 Evaluate and review financial aid awards, process documents, respond to student 

requests 
 Participate in strategizing and implementing methods to raise student-centered financial 

aid services to best practices and benchmarks 
 Make independent adjustments to a student’s financial aid profile within federal and 

state regulations and the use of professional judgment. 
 Conduct orientations and host informational sessions and workshops to students, 

parents, and/or other interested parties on financial aid, financial aid policy and 
procedural issues at TOCC. 

 Respond to inquiries and research and resolve problems related to transactions handled 
by the FAO;  

 Provide information, in person, on the telephone, and through electronic chat, to 
students, prospective students, and families regarding student financial aid. 

 Serve as liaison with state, federal, tribal, and other agencies; keeps abreast of student 
assistance opportunities and program regulations. 



 Assist with the collection, management, and reporting of data in accordance with the 
objectives of the position; participates in the development and implementation of data 
management systems and procedures, as appropriate. 

 Implement, coordinate, and oversee one or more specific administrative programs 
and/or service areas, as assigned. 

 Perform miscellaneous job-related duties as assigned. 
TRAINING AND EXPERIENCE: 
Minimum Qualifications: 
 Associate’s degree from an accredited college or university or an equivalent combination 

of education and experience necessary to perform the essential responsibilities of the 
position and financial aid related experience; 

 Knowledgeable about federal financial aid and the requirements.  
 

Additional Consideration May Be Given To Individuals with the Following Qualifications: 
 Bachelor’s degree from an accredited college or university or an equivalent combination 

of education and experience and three years’ financial aid related experience; 
 One-year supervisory experience; 
 Ability to speak and understand O’odham language; 
 Knowledge and understanding of the historical 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. 

 
KNOWLEDGE: 
 Knowledge of federal and state laws, regulations, and policies concerning the provision 

of financial aid to students. 
 Knowledge of financial aid policies, procedures, and eligibility requirements. 
 Knowledge of financial aid-specific data management systems and processes. 
 Knowledge of the policies and eligibility requirements of a range of federal, state, and 

agency scholarship programs for students. 
SKILLS: 
 Skill in the use of personal computers and related software applications. 
 Organizing and coordinating skills. 
 Ability to verify and assess student eligibility for financial aid. 
 Ability to make evaluative judgments. 
 Ability to investigate and analyze information and draw conclusions. 
 Ability to develop and present educational programs and/or workshops. 
 Ability to communicate effectively verbally, in writing, and over the telephone. 

WORK ENVIRONMENT: 
TOCC is a tribal college located on the Tohono O’odham Nation, 60 miles west of Tucson.  The 
Financial Aid Officer will work closely with members of the Tohono O’odham Nation within a 
multicultural setting. 
 
BENEFITS: 
Comprehensive health benefits package and 401(k).  



 
 

HOW TO APPLY 
Applications are available on line at www.tocc.edu. Interested applicants must submit a 

completed TOCC application for employment, resume, related degrees, transcripts, certificates, 
a list of three references (name, position, organization and work phone numbers), and three (3) 
letters of recommendation dated within the past twelve 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) 383-0049 
FAX (520) 383-0029 
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	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.
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	Status:   Full time/ Regular/ Exempt

	SUMMARY:
	This position serves TOCC students seeking Pell grants, scholarships, and other financial aid resources essential to their success.  Duties involve analysis of student documentation to determine eligibility for aid programs, completion of verification...
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	Reports To:    Financial Aid Manager
	Status:   Full time/ Regular/ Exempt

	SUMMARY:
	This position serves TOCC students seeking Pell grants, scholarships, and other financial aid resources essential to their success.  Duties involve analysis of student documentation to determine eligibility for aid programs, completion of verification...
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	SUMMARY:
	This position serves TOCC students seeking Pell grants, scholarships, and other financial aid resources essential to their success.  Duties involve analysis of student documentation to determine eligibility for aid programs, completion of verification...
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	SUMMARY:
	This position serves TOCC students seeking Pell grants, scholarships, and other financial aid resources essential to their success.  Duties involve analysis of student documentation to determine eligibility for aid programs, completion of verification...




