
Title: Chief Academic Affairs Officer 

Job Category: Administration 

College Name: Hopkinsville Community College 

Campus Location: Hopkinsville, KY 

Department: Academic Affairs 

Summary: 

The chief academic officer (CAO) is responsible for the overall operation of the academic unit of the 

college and assumes the responsibilities of the college in the absence of the president/CEO.  The CAO is 

an administrator working collaboratively with the president/CEO, chief advancement officer, chief 

business officer, chief student services officer, chief workforce officer, FTC director, division heads, and 

faculty.  The CAO is a key collaborator in the college’s strategic planning efforts. 

The CAO reports to the president/CEO of the college who evaluates her/him annually. 

Application Deadline:  Application deadline is March 2, 2020.  Applicants will be notified if selected for 

an interview.  Search may be extended if additional candidates are needed. 

Hopkinsville Community College is committed to achieving excellence through cultural diversity.  We 

actively seek candidates of color, women, veterans, persons with disabilities and other individuals. 

Duties: 

Leadership: 

• To provide leadership to the academic unit consistent with the mission of the college. 

• To promote academic integrity creating an effective teaching and learning environment. 

• To provide leadership in concert with college academic officers and the KCTCS Chancellor to 

enhance academic initiatives. 

• To participate in professional organizations and professional development opportunities. 

Communication: 

• To maintain effective communication in the academic arena among all units of the college, 

KCTCS, other educational institutions, and the community at large. 

• To maintain open communication channels with the leaders in the academic unit (e.g., convene 

regular meetings with division heads and other academic personnel). 

Faculty: 

• To be responsible, with the faculty and division heads, for the recruitment and retention of full-

time, part-time, and volunteer faculty, as well as staff personnel supporting the instructional 

unit. 

• To promote the professional development of faculty. 

• To be responsible with the president/CEO and division heads for the development of the faculty 

performance review forms. 



• To work with the president/CEO, division heads, and academic leadership to facilitate the 

faculty promotion process. 

Students: 

• To facilitate effective academic processes and procedures that foster student success. 

Instructional Programs: 

• To be responsible for the development, implementation, and evaluation of academic programs. 

• To be responsible, with the division heads, for the preparation and evaluation of the schedule of 

classes. 

• To facilitate and participate in the evaluation processes related to academic affairs programs 

and personnel. 

• To ensure that institutional effectiveness efforts are implemented throughout the academic 

affairs unit. 

• To identify computer and information technology needed to enhance the academic affairs unit. 

• To provide leadership for academic support and academic services by the college - support and 

services include library, off-campus, extended campus, learning resource centers, adult 

education (development programs), and community education/community service. 

Budget: 

• To formulate and implement an annual budget related to the goals and operational needs of the 

academic affairs unit. 

• To provide collaboration with advancement office in the development of grant proposals. 

Administrative: 

• To provide leadership in strategic academic planning and to prepare institutional reports as 

requested by internal and external sources. 

• To ensure compliance with KCTCS and local college policies and procedures. 

• To provide leadership in accountability and institutional effectiveness. 

Qualifications: 

The ideal candidate will be dynamic, trustworthy, enjoy challenges, bring about change, and possess 

excellent communication and team building skills, along with: 

• Commitment to the mission of the comprehensive community and technical college. 

• Earned doctoral degree from an accredited institution. 

• Record of successful experience as an educator and leader. 

• Experience which demonstrates knowledge and ability to provide visionary leadership. 

• Experience or background in curriculum revision and program development. 

• Personal and professional integrity. 

• Demonstrated ability to work collaboratively with others. 

• Commitment to team leadership. 

 



Long Description: 

Hopkinsville Community College (HCC) has earned the reputation of changing lives and enhancing the 

future for area students since its founding in 1965.  At HCC, students receive top quality instruction at 

the most affordable tuition rate in the region – and all at locations close to home. HCC is part of the 

Kentucky Community and Technical College System (KCTCS), and is one of 16 two-year colleges in the 

KCTCS system.  Situated at the Kentucky-Tennessee border just minutes from I-24, HCC embraces the 

essence of rural western Kentucky with scenic vistas and friendly faces. 

HCC maintains convenient education sites in Hopkinsville and on Fort Campbell.  Over 30 academic and 

technical programs are offered, with a fall (2019) enrollment of over 2,600 students.  Our full-time 

faculty (approximately 60) are committed to the mission of a comprehensive community college.  

Accredited by the Southern Association of Colleges and Schools Commission on Colleges (SACSCOC), our 

goal is to prepare students for successful transfer to four-year colleges or for immediate entry into 

fulfilling careers. 

HCC is an equal opportunity employer and education institution. 


