
Position:  Assistant Director of Partnerships 
 
Department:  Center for Student Success 
 
Reports to:  Director of the Center for Student Success 
 
Job Summary: Builds and maintains relationships with academic partners, such as community colleges, 
high schools, graduate programs, and international institutions to facilitate the enrollment and 
academic success of select student populations. Coordinates campus efforts to onboard students who 
enter St. Francis College (“College”) through these partnerships and oversees transfer credit processing.  
 
Duties and Responsibilities: 
 

 Oversee the creation and maintenance of articulation agreements and memoranda of 
understanding with community colleges, graduate programs, high schools, and international 
institutions.  

 Manage the College’s High School Bridge Program and High School Pathways Program.  

 Determine if sending institutions are sufficiently accredited and terminate articulation 
agreements with institutions that lose accreditation. 

 Communicate relevant information regarding articulation agreements and credit equivalency 
policies with all stakeholders and ensure that College marketing materials and the website are 
up to date. 

 Serve as a liaison between the College’s Office of Admissions, the Center for Student Success, 
the Registrar’s Office, Academic Affairs, Internationalization, and student support services to 
ensure partnership agreements are fully executed. 

 Supervise the Transfer Credit Specialist(s) and oversee the transcript evaluation process to 
ensure transfer credits are accurately assessed and applied to students’ audits according to the 
particular degree program. 

 Meet with students who have questions or concerns about their transfer credit evaluations and 
manage the transfer credit evaluation appeal process. 

 Maintain current knowledge of the College’s policies, degree programs, prerequisites, and other 
advising and course information. 

 Ensure proper security for student educational records in accordance with the Family 
Educational Rights and Privacy Act (“FERPA”). 

 Utilize the College’s student information system, advisement scheduling software, student 
planning software, and other software and databases as needed. 

 Participate in specific weekend and evening events during the academic year such as, but not 
limited to, the College's Open House, Admitted Student Day, visits to partner organizations, and 
orientation events. 

 Perform all other related duties as necessary; perform all other duties as directed. 
 

Qualifications: 

 Bachelor’s degree required from an accredited program. 

 Minimum of two years’ experience developing and managing partnerships with educational 

and/or community organizations. 



 Experience implementing and overseeing academic support services for a diverse population is 

preferred. 

 Experience with fiscal management and budgetary oversight is preferred. 

 Experience working with students from historically underrepresented or economically 

disadvantaged groups is preferred. 

 Excellent communication and interpersonal skills; ability to work well with students, faculty and 

academic administrators. 

 Proficient with the Microsoft Office Suite. 

 Ability to participate in specific weekend and evening events during the academic year is 

required.  

 Culturally sensitive, caring and friendly with a deep understanding and appreciation of an 

inclusive multi-cultural college community and the Franciscan traditions of St. Francis College. 

 An appreciation of working in an inclusive, engaging and diverse college environment.  

 Ability to work with a diverse student and staff population. 

 
About St. Francis College:  

For over 150 years, the mission of St. Francis has been to provide an affordable, quality education to 

working class people who otherwise may not be able to attend college. We educate the whole person 

for a full, relational life, developing the students' talents and abilities for meaningful, fulfilling careers, as 

well as for collaborative, service-oriented leadership. The College strives to offer ample opportunities 

for students to immerse themselves in the intellectual, cultural and professional opportunities afforded 

by New York City and to serve the needs of the local community in which they live and study. Our 

location in Brooklyn Heights provides a confluence of cultures and religious beliefs, mirroring our 

commitment to maintain and celebrate our diverse student body.  

St. Francis College is strongly committed to diversity and inclusion on our campus and all qualified 

applicants will receive consideration without regard to age, race, creed, color, national origin, sexual 

orientation, gender identity or expression, military status, sex, disability, predisposing genetic 

characteristics, familial status, marital status, status as a victim of domestic violence or any other 

characteristic protected by law. We are an Affirmative Action, Equal Opportunity employer and we are 

committed to increasing the diversity of our faculty, staff, students, and the curriculum. Qualified 

candidates of diverse backgrounds are therefore encouraged to apply. 

Interested applicants can apply by clicking here. 

 

 

 

 

 

https://form.jotform.com/sfcollege/assistant-director-of-partnerships

