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- Assures to be familiar with and adhere to both the administrative and academic practices, policies and
procedures of the College as set forth in the Staff Handbook, College Catalog, and College Policies Manual.

- Update the Student Calendar of Events and work closely with the Associate Dean to keep the calendar updated
to balance with the academic schedules (not in conflict with exams, major events, or too many events, etc.)

- Assist the Director of Admissions with recruitment activities at times.
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- Schedule, prepare, and represent VCOM at off-






