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THE FOLLOWING SECTION OF THE POSITION DESCRIPTION IS TO BE COMPLETED BY THE SUPERVISOR

1. What knowledge, education, skills, and abilities are needed by an employee upon entry to this job? Where/how would an individual normally acquire these

knowledge, skills and abilities? :
See attached sheet

2. Describe the ,éuidelines and supervision an employee receives in order to do this job, including the employee’s independence and discretion.
An employee in this position makes recommendations to the college president on Governmental policies and then implements approved policies in an independent
manner, using the utmost discretion in dealings with members of the General Assembly, the Board of Visitors and the President.

3. Supervisor’s Comments:

& 2/.89

SUPERVISOR’S SIGNATURE DATE OTHER RERUIRED SIGNATURE ’ DATE
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1. A Master’s Degree in Political Affairs/State Politics is required. - Upon entry to this
position, the employee should posses the following: have a complete knowledge of all
policies, programs and strategic plans for the college and the ability to articulate those
in public; understand the complete state legislative process; function in an
independent manner; be loyal, discrete, well groomed, self-confident; have the total
trust of the college President; be an excellent writer and speaker; know the first names
of at least one-half the General Assembly members; have the respect of all those in
state government and have unquestioned integrity. A person might acquire all the
above after five years in the position.

2. An employee in this position makes recommendations to the college president on
Governmental policies and then implements approved policies in an independent manner,
using the utmost discretion in dealings with members of the General Assembly, the Board
of Visitors and the President.



STATE OF SOUTH CAROLINA
POSITION DESCRIPTION

THIS SECTION OF THE DESCRIPTION IS TO BE COMPLETED BY THE SUPERVISOR OR INCUMBENT

1. JOB PURPOSE:

Acts as liaison between The Citadel and the Sate's legislative and key administration officials; monitors legislation
regarding budget, bonds, and laws that impact on The Citadel.

2. ESSENTIAL AND MARGINAL FUNCTIONS:; (List separately, and enter “Percentage of Time” after each function.)
ESSENTIAL FUNCTIONS:

1. Monitors, analyzes and reports on legislative matters that impact on the College mission and interests.  30%

2. Advises the President, members of the Board of Visitors and key Citadel officials on issues which require action or
response; develops action plans for approval by the President.. 10%

3. Attends, represents and speaks for The Citadel, with the approval of the President, at all legislative meetings
regarding issues related to the College. 25%

4. Responds in writing, with approval of the President, to inquiries from State officials on College matters. 5%
5. Establishes and maintains positive relationships with State officials, to include acting as campus escort. 5%
6. Serve as college liaison to Charleston Mayor's Office. 5%

7. Coordinate college activities with other local municipalities. = 5%

8. Primary representative to Charleston Emergency Operations Center. 5%

MARGINAL FUNCTIONS:

Performs other duties as assigned. 10%

3. SUPERVISORY RESPONSIBILITIES:
CLASSIFICATION TITLES OF THREE HIGHEST LEVEL SUBORDINATES NUMBER

(1)

(2)

(3)

TOTAL NUMBER OF EMPLOYEES SUPERVISED:

4. COMMENTS:
This position requires: integrity; character; loyalty; discretion; the ability to self-start; display initiative possess a
knowledge of all Citadel policies and programs; coupled with the ability to express those verbally and in writing, and the
ability to meet and get along with State officials at the highest level and all prospective donors. '

§. THIS SECTION OF THE DESCRIPTION WAS ‘6. THE ABOVE DESCRIPTION IS AN ACCURATE AND
COMPLETED BY: COMPLETE DESCRIPTION OF MY JOB.
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