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Professional Staff Position Description Form 

Instructions 
Please provide the following information for the position to be reviewed or recruited for. All sections must be 
completed. For additional information and instructions related to completing this form, see Professional 
Staff Position Description Form guidelines, which can be downloaded from https://hr.uw.edu/forms/.

NOTE: This form works best when downloaded and completed in Adobe Acrobat rather than in a web browser.

Position Identifiers 
Proposed Job Profile (not working title) and grade 

Major Organization 

Home Department 

Position Number, if applicable 

Supervisor's Name 

Supervisor's Job Profile (not working title) 

Position Creation/Revision Date 

Current Employee Information (enter “vacant” if a recruitment) 

Employee Name 

Employee Identification Number (EID) 

Current Job Profile (not working title) 

Human Resources Compensation Office | Campus: uwhrcomp@uw.edu | Medical Centers: medcomp@uw.edu
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Revised: 5/14/2025 

Position Purpose, Complexities, Dimensions, and Impact to the 
University 

Position Purpose 

Describe briefly why the position exists and how it fits into the unit's overall operations. 

Position Complexities 

Describe briefly the most demanding or difficult aspects of the position. 

Position Dimensions and Impact to the University 

Describe how the position supports the University's primary objectives. Provide information on size of budget, 
number of students/customers served. 

jamessc
Cross-Out
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Position Responsibilities 

Duties & Responsibilities. Identify the percent time spent on each major duty, listed in decreasing order of 
importance. The total job duties must equal 100% regardless of position’s % FTE.  
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Position Qualifications 

The minimum level of education required is (SELECT ONE)

� Associate’s Degree in 
� Bachelor’s Degree in 
� Master’s Degree in 
� Professional Degree in 

Yes No 

If Professional Certification or License is required, please specify 

The minimum years of experience required are ____. 

Can equivalent experience substitute for degree requirement? 

Specify the type of experience required (if applicable)

Specify any education or experience beyond the minimums that would be desirable (if applicable)

Working Environmental Conditions 

Other Comments 
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Contacts and Interactions 

Identify this position’s significant person-to-person work relationships or contacts (e.g., contact with the President, 
not the President’s assistant). Briefly describe the purpose of the contact and indicate the frequency of the contact. 

Position will have direct contact with 
(check all that apply)

Purpose of each contact checked Frequency of contact 
(select only one)

Institutional Officers: 

 Regents 

 President 

 Provost 

 Daily to Weekly 

 Weekly to Monthly 

 Less than Monthly 

 None 

Major Leaders: 

 Vice Presidents 

 Vice Provosts 

 Deans 

 Heads of Major Org Departments 

 UW Medicine President and CEOs 

 Daily to Weekly 

 Weekly to Monthly 

 Less than Monthly 

 None 

Other Employees: 

 Department Chair 

 Faculty 

 Other Staff Members 

 Student Employees 

 Daily to Weekly 

 Weekly to Monthly 

 Less than Monthly 

 None 

Students: 

 Teaching 

 Counseling 

 Other (please specify) 

 Daily to Weekly 

 Weekly to Monthly 

 Less than Monthly 

 None 

 Patients 

 Customers 

 Daily to Weekly 

 Weekly to Monthly 

 Less than Monthly 

 None 
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 General Public  Daily to Weekly 

 Weekly to Monthly 

 Less than Monthly 

 None 

  Outside Institutions / Organizations  Daily to Weekly 

 Weekly to Monthly 

 Less than Monthly 

 None 

 Vendors 

 Suppliers 

 Daily to Weekly 

 Weekly to Monthly 

 Less than Monthly 

 None 

 Others  Daily to Weekly 

 Weekly to Monthly 

 Less than Monthly 

 None 
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Organization Information 

Name and job profile of this position’s supervisor 

Name and job profile of the supervisor’s supervisor 

Others reporting to this position’s supervisor 

Employee Name  Job Profile 

Employee Name  Job profile 

Employee Name  Job profile 

Employee Name  Job Profile 

Employee Name  Job profile 

Employee Name  Job Profile 

Employee Name   Job Profile 

Employees Directly Supervised by This Position - see definitions on the following page 

Employee Name Job Profile FTE of Direct 
Reports 

FTE of 
Indirect 
Reports 

Total FTE of all direct reports: 

Human Resources Compensation Office | Campus: uwhrcomp@uw.edu | Medical Centers: medcomp@uw.edu
Revised: 5/14/2025 

If an accommodation is needed in the completion and submission of this form, please contact the sponsoring unit.
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DEFINITIONS 

Direct Report: A direct report is an employee who reports directly to a manager, supervisor, or person in a 
leadership role. The manager is directly responsible for their performance, work assignments, and development. 

Indirect Report: An indirect report is an employee who reports to someone who is a direct report of the 
manager. While the manager doesn't directly manage the indirect report, they are still responsible for their 
performance and the overall success of the team.  

Lead work definition: A lead employee has delegated responsibility for training; assigning, organizing or scheduling 
work; and reviewing completed work assignments. A lead worker does not make hiring decisions, conduct formal 
job performance evaluations or have the authority to decide that a disciplinary action recommendation will be 
prepared.  

Supervisory definition: A supervisor has the authority to hire staff, establish job performance standards, evaluate 
job performance, and take corrective action if performance is not acceptable. Supervisors are also responsible for 
training, assigning and scheduling work, and acting upon leave requests.  
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	MajorOrganization: UW Bothell
	HomeDepartment: Career & Experiential Learning Center 
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	SupervisorName: Cinnamon Hillyard   
	SupervisorJobProfile: 10102-Associate Vice Chancellor & Dean for Student Success   
	PositionCreationOrRevisionDate: 7/1/2026
	EmployeeName: VACANT
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	PositionCurrentJobProfile: 
	PositionPurpose: The Executive Director for Career & Experiential Learning provides senior strategic and organizational leadership for UW Bothell's integrated Career & Experiential Learning Center and serves as the institution's principal administrative leader for advancing a comprehensive, campus-wide approach to career development and experiential learning.

Reporting to the Associate Vice Chancellor and Dean for Student Success, the Executive Director leads the development, implementation, assessment, and continuous improvement of career development and experiential learning strategies that connect academic learning with meaningful career preparation, civic engagement, workforce development, and lifelong learning. The position has institution-wide responsibility for establishing the vision, strategy, organizational structures, operating systems, partnerships, and measures of success for a newly integrated center created through the merger of Career Services and Connected Learning.The Executive Director oversees a comprehensive portfolio encompassing career development, internships, experiential learning, employer and community partnerships, faculty engagement, curriculum integration, career readiness, and related student success initiatives. The position provides leadership for approximately 11 professional staff and additional student employees and is responsible for the strategic direction and effective allocation of approximately $1.8 million in operating resources, supplemented by approximately $400,000 in endowed funds and $160,000 in unrestricted gift funds.

The Executive Director works across UW Bothell's five academic schools and central administrative units and exercises substantial influence through collaboration, consultation, and partnership in areas outside the position's direct supervisory authority. The position works closely with academic leaders, faculty, Academic Affairs, Enrollment Management & Student Affairs, Advancement, Government Relations, Community Engagement, alumni, employers, industry, government agencies, nonprofit organizations, and other external stakeholders.

As the inaugural leader of the integrated Career & Experiential Learning Center, the Executive Director is responsible not only for operating the center's existing programs and services, but also for leading the organizational transformation necessary to establish a cohesive institutional model. This includes integrating previously distinct functions and cultures, establishing organizational priorities and structures, developing staff capacity, clarifying roles and relationships, building sustainable systems and partnerships, determining appropriate resource allocation, and positioning career and experiential learning as a strategic contributor to UW Bothell's institutional mission and student success goals.
	PositionComplexities: The position operates at the intersection of academic affairs, student success, career development, experiential learning, faculty engagement, workforce development, employer relations, community engagement, and external partnerships. The work requires the Executive Director to reconcile diverse perspectives, priorities, expectations, and institutional interests while developing approaches that can be implemented consistently across the university.

A primary complexity is that the Executive Director is the inaugural leader of a newly integrated organization. Career Services and Connected Learning previously operated as separate areas with distinct histories, expertise, programs, organizational cultures, and relationships. The Executive Director must build upon the strengths of both areas while establishing a shared identity, common priorities, clear organizational structures, aligned systems, and a cohesive culture. The position therefore combines ongoing operational leadership with significant organizational design and change-management responsibility.

The position must also lead through influence across a highly interconnected academic environment. The Executive Director works across five academic schools, academic programs, faculty governance structures, and central administrative units, frequently without direct supervisory authority over the individuals and programs whose participation is necessary for institutional success. The Executive Director must build consensus, establish productive partnerships, navigate competing priorities, and develop sustainable approaches to integrating career readiness and experiential learning into curricula and the broader student experience.

External engagement creates an additional layer of complexity. The Executive Director is responsible for developing and coordinating relationships with employers, alumni, industry partners, community organizations, government agencies, nonprofit organizations, and other external stakeholders. The position must work collaboratively with Advancement, Government Relations, Community Engagement, academic units, and other campus partners to clarify relationship ownership, reduce duplication, establish systems for stewardship and continuity, and align external partnerships with institutional and student needs.

The Executive Director must also translate broad institutional aspirations into sustainable and measurable action while operating within finite resources and evolving institutional capacity. The position assesses existing programs and practices, determines opportunities for integration and scale, establishes meaningful outcomes and measures, allocates financial and human resources, and makes strategic decisions about priorities and investments.

UW Bothell serves a diverse student population, including first-generation students, transfer students, working learners, international students, and students from historically underserved communities. Advancing equitable access to career development and experiential learning therefore requires intentional design, strategic resource allocation, sustained collaboration, and an understanding of the differing needs and opportunities across academic programs and student populations.

	Position Dimensions and Impact to the University: The Executive Director has campus-wide responsibility for a function serving UW Bothell's more than 6,300 undergraduate and graduate students across five academic schools. The position leads an organization of approximately 11 professional staff and additional student employees and directs approximately $1.8 million in operating resources, together with approximately $400,000 in endowed funds and $160,000 in unrestricted gift funds.

The Executive Director's decisions regarding organizational structure, staffing, resource allocation, partnerships, programs, systems, and strategic priorities directly influence the University's ability to prepare students for careers, further education, civic engagement, and lifelong learning. The position is responsible for ensuring that available resources are aligned with institutional priorities and that career and experiential learning investments produce measurable value for students and the institution.

The position has significant institution-wide impact beyond the formal boundaries of the Career & Experiential Learning Center. Through partnerships with academic leadership and faculty, the Executive Director influences the integration of career readiness and experiential learning into curricula and academic programs. Through partnerships with employers, alumni, community organizations, government agencies, and other external stakeholders, the position strengthens pathways to internships, applied learning, employment, community engagement, and other post-graduation opportunities.The Executive Director contributes directly to institutional priorities related to student success, retention, belonging, workforce preparation, community engagement, academic innovation, and the University's emerging strategic plan. The position provides strategic advice and recommendations to campus leadership regarding career and experiential learning strategy, organizational development, resource allocation, external engagement, assessment, and institutional practices.Because the integrated Career & Experiential Learning Center is newly established and its organizational model, systems, and identity continue to develop, the Executive Director has substantial responsibility for shaping the long-term direction and effectiveness of the function. The position's impact therefore extends beyond administration of an established operation to the design and implementation of a new institutional model.
	PositionResponsibilities: The Career & Experiential Learning Center has an outstanding opportunity for an Executive Director.

About this Opportunity:
Reporting to the Associate Vice Chancellor and Dean for Student Success, the Executive Director of Career & Experiential Learning provides strategic leadership for UW Bothell's integrated Career & Experiential Learning Center and is responsible for advancing a campus-wide vision in which academic learning and real-world experience are inseparable. This position leads the development, implementation, assessment, and continuous improvement of career development and experiential learning opportunities that prepare students for meaningful careers, civic engagement, and lifelong learning.

 Key Responsibilities:
Strategic Leadership, Organizational Development, and Resource Management — 35%
Serve as the senior administrative leader for the Career & Experiential Learning Center and provide vision, strategy, direction, and accountability for the center's campus-wide mission and operations.
Lead implementation of the recommendations contained within the Transforming Experiential Learning and Career Development Steering Committee report.
Establish and continually refine the strategic vision, priorities, organizational structures, operating model, goals, assessment plans, and performance measures for the integrated center.
Lead the continued integration of Career Services and Connected Learning, including organizational design, role clarification, process alignment, culture development, communication, and change management.
Develop and maintain organizational structures that balance functional expertise with strong relationships and accountability to UW Bothell's schools and academic programs.
Direct approximately $1.8 million in operating resources and approximately $560,000 in endowed and unrestricted gift resources; establish priorities for resource allocation and ensure responsible stewardship of financial resources.
Lead personnel strategy for approximately 11 professional staff and additional student employees, including recruitment, supervision, performance management, professional development, succession planning, and organizational capacity building.
Establish a cohesive, inclusive, high-performing organizational culture grounded in shared purpose, accountability, innovation, collaboration, and student success.
Develop annual work plans, organizational metrics, long-range strategies, and continuous-improvement processes.
Assess existing programs, services, systems, and practices; identify opportunities to strengthen coordination, reduce duplication, improve effectiveness, and appropriately scale successful approaches.
Provide strategic advice, analysis, and recommendations to academic and campus leadership regarding career and experiential learning priorities, organizational strategy, resource allocation, policy, and institutional practices.
Represent the center and its priorities in institutional planning and decision-making processes.

Faculty Engagement, Curriculum Integration, and Academic Partnerships — 25%
Lead institution-wide strategies to integrate career development, career readiness, and experiential learning more intentionally into the curriculum and broader student experience.
Build and sustain productive relationships with academic leaders, faculty, schools, academic programs, and faculty governance structures across UW Bothell's five schools.
Identify and connect existing career and experiential learning practices across academic programs while developing sustainable approaches for broader curricular integration.
Develop strategies and structures that reduce barriers to faculty participation and support faculty adoption of evidence-based experiential learning and career readiness practices.
Establish and support faculty advisory and consultation structures for the Career & Experiential Learning Center.
Collaborate with the Office of Faculty Success, Learning and Teaching Collaborative, schools, academic programs, and other partners to develop faculty development opportunities and resources.
Support development of school-specific and campus-wide experiential learning goals, frameworks, practices, and initiatives.
Promote evidence-based practices that strengthen student learning, career readiness, engagement, and post-graduation outcomes.
Balance institution-wide coordination and scalability with the distinctive needs, priorities, and capacity of individual schools and academic programs.
Exercise influence and build consensus across areas outside the position's direct supervisory authority to advance institutional goals for career and experiential learning.

External Partnerships, Employer Engagement, and Community Engagement — 20%
Develop and implement a comprehensive institutional strategy for employer, alumni, industry, government, nonprofit, and community partnerships.
Serve as a senior representative of UW Bothell in developing and maintaining strategic external relationships that advance student learning, career outcomes, workforce development, community engagement, and institutional priorities.
Work collaboratively with Advancement, Government Relations, Community Engagement, academic schools and programs, and other campus partners to coordinate external engagement.
Clarify relationship ownership and points of contact, reduce duplication, strengthen communication, and establish sustainable approaches to institutional partnership management.
Establish systems for partnership tracking, stewardship, continuity, assessment, and information sharing.
Cultivate strategic partnerships that expand internships, applied learning, research, community-based learning, mentoring, employment pathways, and other experiential opportunities.
Develop mechanisms for connecting external partners more intentionally with academic programs, faculty, students, alumni, and institutional priorities.
Assess the effectiveness and strategic value of external partnerships and make recommendations regarding future investment and development.

Student Career Development and Experiential Learning — 15%
Ensure the delivery of high-quality, accessible, and equitable career development and experiential learning programs and services for undergraduate and graduate students.
Establish strategic priorities for career preparation, internships, mentoring, experiential learning, career education, coaching, advising, and related student services.
Advance equitable access to high-impact career and experiential learning opportunities, with particular attention to students who may face structural or financial barriers to participation.
Oversee implementation of career readiness frameworks and assessment strategies that demonstrate student learning and post-graduation outcomes.
Collaborate with Academic Advising, the Office of Student Academic Success, Enrollment Management & Student Affairs, schools, and other student support units to create integrated pathways supporting student success.
Use student voice, institutional data, assessment findings, research, and feedback from faculty and external partners to evaluate programs and guide continuous improvement.
Establish scalable systems and practices that allow students, faculty, and staff to identify and navigate the career development and experiential learning resources available across UW Bothell.

Institutional Leadership and Service — 5%
Serve on campus, tri-campus, and University committees and task forces as assigned, particularly those related to student success, workforce development, academic innovation, career readiness, experiential learning, and community engagement.
Represent UW Bothell in regional and national professional organizations and with external partners.
Participate in institutional planning and strategic initiatives and provide leadership on issues related to career development, experiential learning, workforce preparation, and student success.
Develop and maintain professional networks that bring emerging practices, research, and external perspectives to UW Bothell.
Other duties as assigned.

	ProfessionalCertificationOrLicense: 
	MinimumYearsofExperienceRequired: 7
	RequiredExperience: Master's degree in higher education, student affairs, educational leadership, workforce development, public administration, business, counseling, or a related field.
Seven years of progressively responsible leadership experience in higher education, experiential learning, career services, workforce development, community engagement, or a related field, including significant experience leading complex organizational initiatives, managing professional staff and organizational resources, and developing cross-functional partnerships.
	DesirableEducationOrExperience: ADDITIONAL QUALIFICATIONS:
• Demonstrated success leading complex organizational initiatives and change efforts.
• Experience supervising and developing professional staff.
• Demonstrated success building partnerships with faculty, employers, community organizations, and institutional leaders.
• Experience managing budgets and organizational resources.
• Strong understanding of experiential learning, career development, student success, and workforce readiness practices.
• Demonstrated commitment to equity, inclusion, and student success.
• Experience utilizing assessment and data-informed decision making.
• Excellent communication, collaboration, and relationship-building skills.

DESIRED QUALIFICATIONS:
• Doctorate (Ph.D. or Ed.D.) in a relevant field.
• Experience leading integrated career services and experiential learning functions.
• Experience supporting curriculum integration initiatives and faculty engagement.
• Experience building employer relations and external partnership strategies.
• Experience in a public research university environment.
• Knowledge of career readiness competencies, experiential learning assessment, and workforce development trends. 

	WorkingEnvironmentalConditions: The Executive Director maintains frequent contact with students, faculty, academic leaders, staff, campus administrators, employers, alumni, community organizations, government agencies, and other external partners. The position represents UW Bothell in institutional, community, regional, and professional settings and may be expected to attend major student, employer, community, and university events. The position requires a work schedule that may fluctuate based on institutional priorities, meetings, external engagements, and events. Occasional evening and weekend commitments are expected throughout the year. The position is expected to work primarily on site at UW Bothell, with eligibility for a hybrid work schedule consistent with University policy. Appointment to this position is contingent upon obtaining satisfactory results from a criminal background check.
	OtherComments: 
	EducationRequirements: Choice3
	AssociatesDegreeFieldOfStudy: 
	BachelorsDegreeFieldOfStudy: 
	MastersDegreeFieldOfStudy: higher education, student affairs, educational leadership, workforce development, public administration, business, counseling, or a related field
	ProfessionalDegreeFieldOfStudy: 
	EquivalencyAllowed: Choice5
	Reset Sheet: 
	Regents: Yes
	President: Off
	Provost: Off
	FrequencyInstitutionalOfficers: Choice3
	VicePresident: Off
	ViceProvosts: Off
	Deans: Yes
	HeadsOfMajorOrgs: Yes
	UW Medicine President and CEOs: Off
	FrequencyMajorLeaders: Choice6
	DepartmentChairs: Yes
	Faculty: Yes
	OtherStaffMembers: Yes
	StudentEmployees: Yes
	FrequencyOtherEmployees: Choice1
	Teaching: Yes
	Counseling: Off
	StudentsOther: Off
	FrequencyStudents: Choice6
	Patients: Off
	Customers: Off
	FrequencyPatientsAndCustomers: Choice4
	GeneralPublic: Yes
	FrequencyGeneralPublic: Choice6
	OutsideInstitutions: Yes
	FrequencyOutsideInstitutions: Choice2
	Vendors: Yes
	Suppliers: Off
	FrequencyVendorsAndSuppliers: Choice6
	OtherInteractions: Off
	FrequencyOthers: Choice4
	PurposeOfContactWithGeneral Public: Represents UW Bothell in community-facing settings and communicates institutional priorities and opportunities related to career development, experiential learning, workforce development, and community engagement.
	PurposeOfContactWithOutsideInstitutionsOrganizations: Develops and maintains strategic relationships with employers, alumni, industry partners, government agencies, nonprofit organizations, community organizations, professional associations, and peer institutions. Represents UW Bothell externally and cultivates partnerships that advance student learning, career outcomes, workforce development, community engagement, and institutional priorities.
	PurposeOfContactWithMajorLeaders: Regularly collaborates with academic and administrative leaders to develop and implement institution-wide strategies, resolve competing priorities, align resources, develop cross-unit initiatives, and advance integration of career and experiential learning into academic programs and the student experience. Advises campus leadership regarding strategic priorities, organizational development, external partnerships, resource allocation, assessment, and institutional practices.
	PurposeOfContactWithInstitutionalOfficers: May present information, strategic initiatives, outcomes, or recommendations related to student success, career readiness, experiential learning, and institutional partnerships.
	PurposeOfContactWithOtherEmployees: Establishes and sustains cross-functional partnerships with faculty, department/school leadership, staff, and student employees; develops shared strategies and practices; coordinates implementation of campus-wide initiatives; builds consensus around organizational and curricular changes; and provides leadership across organizational boundaries.
	PurposeOfContactWithStudents: Engages with students to understand student needs and experiences, assess the effectiveness of career and experiential learning programs, inform strategic priorities, and address escalated or complex issues when appropriate.
	PurposeOfContactWithPatientsCustomers: 
	PurposeOfContactWithVendorsAndSuppliers: Provides strategic oversight and direction for external platforms, technology vendors, and service providers supporting career development, experiential learning, assessment, student engagement, and institutional outcomes.
	PurposeOfContactWithOthers: 
	NameAndJobProfileOfPosition'sSupervisor: Cinnamon Hillyard/ 10102-Associate Vice Chancellor & Dean for Student Success   
	NameAndJobProfileOfPosition'sSupervisor'sSupervisor: Brian Martensen/ 10101- Executive Vice Chancellor for Academic Affairs   
	Position'sTeammateReportingToSameSupervisor1: Suzanne Yates 
	JobProfileOfTeammate1: 11270- Assistant Dean
	Position'sTeammateReportingToSameSupervisor2: Erik Echols 
	Position'sTeammateReportingToSameSupervisor3: Alishia Ruff
	Position'sTeammateReeportingToSameSupervisor4: Sheneetra Wilson  
	Position'sTeammateReportingToSameSupervisor5: Richie Meyer 
	JobProfileOfTeammate2: 11361- Academic Services-Director
	JobProfileOfTeammate3: 11365-  Academic Services-Associate Director
	JobProfileOfTeammate4: 11355- Academic Services-Assistant Director
	JobProfileOfTeammate5: 19747- Program Operations Specialist
	Position'sTeammateReportingToTheSameSupervisor6: Wendi Miceli 
	Position'sTeammateReportingToTheSameSupervisor7: 
	JobProfileOfTeammate6: 19747- Program Operations Specialist
	JobProfileOfTeammate7: 
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