
CLASSIFIED RECRUITMENT ANNOUNCEMENT 
 
 
 
 
 
 
Appointment Type:  Exempt Position 
Division:   Student Financial Assistance 
Salary Range:   $3,880 to $4,365 per month 
Work Schedule:   Full-time 
Location:   Olympia 
Opening Date:   11/03/2011 
Review Date:   Application review begins 11/28/2011 
Closing Date: Open until filled.  Once a sufficient pool of applicants is identified, this position may be 

closed without further notice. 

*IMPORTANT NOTE – Temporary Salary Reduction: From July 1, 2011 to June 29, 2013 a 3% 
temporary salary reduction is in effect for most state positions. Salary reduction IS reflected in the salary listed above. 
For more specific information, visit, http://www.dop.wa.gov/CompClass/TempSalaryReduction/Pages/default.aspx 
 

AGENCY PROFILE 
The Higher Education Coordinating Board (HECB) is a ten-member citizen board that administers 
all of the state’s student financial aid programs and makes recommendations to the Legislature and 
Governor on higher education policy. The HECB assesses the state’s higher education needs and 
recommends enrollments and other policies to meet those needs. The Board is charged by state law 
with representing the “broad public interest above the interest of individual colleges and 
universities.” The HECB reviews the operating and capital budget requests of the state’s public 
colleges and universities and recommends budget priorities to the Governor and Legislature. The 
HECB also approves new degree programs offered by the public four-year colleges and administers 
other higher education programs that serve the public. 

DIVISION PROFILE 
The Student Financial Assistance division functions as a primary department within the structure of 
the agency. The division is responsible for both policy and operations related to student financial aid 
and a federal GEAR UP grant. The staff of the division is comprised of the Director, four Associate 
Directors, and 23 additional full-time employees. 
 
The GEAR UP Program is a comprehensive early intervention and scholarship program for low-
income, disadvantaged students. The program is designed to improve GEAR UP students’ 
educational expectations, and enhance their academic performance and postsecondary preparation.  
The ultimate goal of the project is to increase GEAR UP students’ participation and success in 
postsecondary study. 

PROGRAM ASSOCIATE 
Professional Development &  
Postsecondary Partnerships 
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GENERAL POSITION DESCRIPTION 
The GEAR UP Program Associate works under general supervision from the Program Director to 
manage the GEAR UP Professional Development and Postsecondary Partnerships.  This position is 
primarily responsible for: 
 
Major Responsibilities 
• Designing, planning, implementing,  and maintaining professional development strategies and 

content in collaboration with GEAR UP partners. 
• Providing high quality professional development experiences and opportunities to GEAR UP 

school administrators, teachers, counselors, and GEARUP coordinators. 
• Providing direct professional development services and technical assistance to school districts.  
• Planning, developing, and organizing partnerships between GEAR UP schools and 

postsecondary institutions. 
• Serving as key contact with college campuses across the state to offer meaningful campus visits 

and experiences for GEAR UP students and their families. 
• Developing and implementing on-campus summer programs. 
• Representing the program to school districts and the public. 
• Collaborating with the College Bound Scholars program and disseminating its information to 

participants in the GEAR UP schools. 

QUALIFICATIONS 
Minimum Qualifications 
• A Bachelor's degree in education or a related field or program and three year of professional 

experience related to the planning and implementation of staff development activities; or five 
years of responsible administrative experience in a related field.  (Equivalent 
education/experience may substitute for minimum qualifications.) 

• Experience in the development, planning, or coordination of professional development or 
training activities.  

• Working knowledge of current K-12 education initiatives in Washington. 
• Knowledge of postsecondary programs and student support services on college campuses. 
• Experience working with schools, community-based organizations, or postsecondary institutions. 
• Understanding and knowledge of college access and success for low-income students, especially 

the unique needs of first generation students. 
• Understanding of best practices in professional development and adult learning models. 
• Ability to synthesize information from various sources into a concise and user-friendly format.  
• Ability to work easily and effectively with a wide range of people. 
• Ability to remain flexible to changing procedures, policies, and priorities. 
• Good written and oral communication skills and interpersonal skills. 
• Ability to manage multiple tasks and priorities with a minimum amount of supervision. 
• Attention to detail and strong organizational skills. 
• Excellent skills in Microsoft Office products including: Word, Excel, Access, and Outlook. 
 
Preferred/Desired Education, Experience, and Competencies: 
• A Master’s degree is preferred. 
• Demonstrated experience in understanding and implementing federal and state regulations. 
• Three years’ experience in development and coordination of professional training activities. 
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SALARY AND BENEFITS 
The salary for this position is $3,880 to $4,365 per month.  The State of Washington offers a 
generous benefits package worth about 30% of the salary that includes medical, dental, life, and 
long-term disability insurance; vacation, sick, military, civil, and shared leave; 11 paid holidays per 
year; a state retirement plan with generous employer contributions; optional Deferred Compensation 
Program for tax-deferred retirement investments; and optional Dependent Care Assistance and 
Medical Flexible Spending Accounts. 

APPLICATION PROCEDURES 
To be considered for this position, you must possess the minimum qualifications listed above 
and submit a complete application package, which must include the following: 
  
1. Letter of Application. A letter of application which addresses how you meet the qualifications 

described in this announcement. 
2. Resume.  A detailed resume including all educational and professional experience. 
3. A Completed Supplemental Questionnaire. 
4. References.  A list of names, titles, and current telephone numbers of three (3) employment 

references. 
5. Affirmative Action Form (optional). 
  
Please note: The quality and completeness of the required application materials will be considered 
in determining whether candidates will move to the next phase of the screening process. 

SUBMIT COMPLETED APPLICATION MATERIALS TO: 
Karen Moton-Tate 
Associate Director, Human Resources 
Washington Higher Education Coordinating Board 
917 Lakeridge Way SW 
PO Box 43430 
Olympia, WA 98504-3430 

APPLICATION CLOSING DATE 
Application review for this position will begin on November 28, 2011. Once a sufficient pool of 
qualified candidates is established, this position will be closed without further notice.  
 
Applications may be mailed or delivered to the above address or faxed to (360) 704-6202. They may 
also be submitted in electronic format to: humanresources@hecb.wa.gov. Please type “Program 
Associate” in the subject line. 
 
The Higher Education Coordinating Board is an equal opportunity/ affirmative action employer and is strongly 
committed to enhancing the diversity of its workforce. We will provide assistance in the recruitment, application, and 
selection process to applicants with disabilities who request such assistance. Please contact us at(360)753-7857 as early 
as possible regarding any assistance you may require. 
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Please describe in detail how you meet the following criteria: 
 
1. A Bachelor's degree in education or a related field or program and three years of professional experience related 

to the planning and implementation of staff development activities; or five years of responsible administrative 
experience in a related field.  (Equivalent education/experience may substitute for minimum qualifications.) 

 
 
 
 
 
 

2. Do you have experience in the development, planning, or coordination of professional development 
or training activities?  If yes, please explain. 

 
 
 
 
 

3. Provide a brief description of current K-12 education initiatives in Washington State. 
 
 
 
 
 
 

4. What is your experience in postsecondary programs and student support services on a campus? 
 
 
 
 
 
 

5. Describe your experience working with schools, community-based organizations, or postsecondary institutions. 
 
 
 
 
 
 

6. Describe your background in college access and success for low-income students, especially concerning the 
unique needs of first generation students.  Where did you gain this experience? 

 
 
 
 
 
 

7. Describe your experience interpreting and implementing federal and state regulations 
 
 

SUPPLEMENTAL QUESTIONNAIRE – GEAR UP PROGRAM ASSOCIATE 
November 2011 
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