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Position Title: Upward Bound-Rural Project Director 

Date: 12/11/2020 

Target Start Date: 01/04/2021 

 
Please note: This is grant funded position with funding through 8/31/2022. 

 

Essential Functions: 
To oversee the Upward Bound activities including budget, project database (Blumen) and ensure 

that the project goals and objectives are met. 

 
Provide activities, programs, and services that improve academic performance as measured by GPA 

and standardized tests (academic performance objectives). 

 
Provide activities, programs, and services that improve high school retention and graduation rates 

(graduation with regular diploma objective) and promote the completion of a rigorous secondary 

school program of study (graduation with RSSPS objective) 

 
Provide activities, programs, and services increasing postsecondary enrollment rates 

(postsecondary enrollment objective) and promoting college degree attainment rates 

(postsecondary attainment objective) 

 

Duties and Responsibilities: 

 Work in conjunction with the Business Office to ensure accurate recordkeeping procedures 

and effective practices in keeping with the financial management system of CBC.

 

 Monitor the project database and generate daily, weekly, monthly, and annual performance 

reports in addition to Summary of Student Service Logs.
 

 Ensure participant files and project needs will be placed in official participant files and will 

be stored properly.

 

 Responsible for the overall management of the project and ensure that all personnel are 

recruited, hired, and trained in a manner consistent with CBC policy.
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 Hold formal bi-weekly meetings with project staff to discuss implementation of project 

activities.

 

 Participant in ongoing training throughout each year of the project in the areas of student 

retention, persistence, academic advising, financial aid information, TRIO legislation and 

regulations, etc.

 

 Provide participants and parents with an overview of program goals and objectives, services, 

programming schedule, etc at least twice a year.

 

 Meet with key administrative personnel to discuss the project objectives, selection criteria, 

and services and activities at the beginning of each school year.
 

 Schedule semester meetings with each target school lead counselor at the beginning of 

each school year to discuss project goals and objectives and review the prior year’s 

activities/involvement.
 

 Work collaboratively with the target school teachers to monitor participants progress on a 

weekly basis. Also, work collaboratively with designated teachers from each target school to 

serve as liaisons between project and participants.

 

 Track former participants as they enter, continue and graduate from college.
 

 Verify all postsecondary enrollment annually via the National Clearinghouse.
 

 Coordinate a six-week Summer Residential program for project participants.

 

 Complete the Upward Bound Annual Performance Report each year by required deadline.

 

 Ensures that Upward Bound meet established objectives within federal guidelines; keep up 

to date on legislative updates regarding Upward Bound.

 

 Follow all CBC Grant Management/Compliance protocol including following the procurement 

process.

 

 Performs other duties and responsibilities detailed in the Upward Bound proposal.

 
Travel Requirements 
Travel is required for this position. Must have valid driver's license, and auto insurance to travel to 

project partner high schools, campus visits, cultural outings and could include driving to 

participant’s home and/or community location. 
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Environment 
Work is performed in a standard office or similar environment. 

Subject to standing, walking, sitting, bending, reaching, pushing, and pulling. 

Occasional lifting of objects up to 10 lbs. 

 

Minimum Qualifications 
 

 Master’s degree in education, counseling, public administration, or related field from an 

accredited college/university. 

 

 Minimum of three years of experience in the areas of staff supervision, budget management, 

program development, evaluation, reporting and compliance with federal regulations. 

 

 Minimum of three years of experience with federal TRIO programs, academic support 

programs, or similar programs for disadvantaged students. 

 
 

Preferred Qualifications: 

Experience designing, managing, and/or implementing programs for disadvantaged individuals. 

Professional or personal experience in overcoming barriers like these facing project participants. 

Salary and Compensation: 

Salary will range from $50,000 to $59,500. A position at CBC includes attractive paid vacation, sick 
and personal time and employer paid health insurance (for employee) through BCBS among many 

other great, cost-effective PPO benefit options and retirement plans. 

 

 

Location: Beeville Campus 

Job Classification: Exempt 

Hours: 40 Hours per week 

Security Sensitive: Yes 

Division: Student Services 

Department: TRIO 

Reports to: Dean of Student Services & Accessibility 
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I have been presented with the job description for the position of: 

 
Project Director – Upward Bound Rural 

 
The requirements for this position have been discussed with me and I agree that I am able to per 

form the functions of this job. I have also been notified that this position is contingent based on 

grant funding each year or each grant cycle. 
 

 

 

Signature:  Date:    


