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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
The Associate Provost is responsible for working with the Provost, other Associate Provosts, Vice Presidents, Campus Coordinators/Directors, Academic Deans and Directors to advance the vision, mission, purpose, and values of the one college across multiple campuses; to foster effective cooperation, coordination and communication across multiple campuses; to ensure continuous evaluation and improvement of programs and services on one or more campuses as assigned; to provide administrative oversight responsibility on one or more campuses as assigned and within the organizational structure of the college; and to provide positive, active, effective liaison with the communities associated with the one or more campuses as assigned. 


Job Responsibilities & Performance Standards:

1.
Reports to and supports the Provost; works with the Provost, other Associate Provosts, and Vice Presidents as part of a college leadership team;

2.
Works to advance the vision of a college among multiple campuses; to minimize any sense of separate, distinct or isolate campuses;

3.
Works to ensure the consistent exercise of college as well as TCSG policies, procedures, rules, regulations, and other criteria or guidelines among all functional areas and across all campuses;

4.
Works to ensure the active and positive cooperation, coordination and communication among all campuses and across all functional areas;

5.
Makes expeditious and sound decisions on issues related to the performance of duties and responsibilities within the position’s authority and the organizational structure of the college;

6.
Supervises subordinate staff within the organizational structure of the college, on one or more campuses as assigned;

7.
Conducts annual evaluations of subordinates as such may be designated and within the organizational structure of the college, and participates as a secondary evaluator in the evaluation of other personnel on the one or more campuses as assigned and as devised in the college plan for the evaluation of personnel;

8.
Maintains frequent contact with and/or visitation to the one or more campuses as assigned; keeps Provost and Vice President(s) apprised of accomplishments, activities, initiatives, opportunities, and issues on the one or more campuses as assigned;

9.
Supports the other Associate Provosts in the performance of their roles, responsibilities, and duties on other campuses as may be required;

10.
Serves as liaison to, active participant in, and presenter to community, business, civic, governmental, or other community organizations or groups for one or more campuses as assigned; seeks leadership roles as appropriate and with the concurrence of the Provost;

11.
Maintains an appropriate professional, community and leadership presence, behavior, and image in the community and one the one or more campuses as assigned;

12.
Assists in the coordination and development of the college’s major planning documents, accreditation studies and reports;

13.
Assists in overseeing all institutional assessment, including the assessment of programs, student learning outcomes, operational performance and resource use, include space use.  Uses data to identify trends, areas of growth, concerns and issues affecting the college.

Sample Technical Competencies:

Knowledge and understanding of learning programs.  Knowledge of best practices, current issues, and future trends in education;

Strong interpersonal, communication, writing, facilitation/collaboration skills; Leadership, business/financial management skills;

Proven ability to coordinate resources of programs across campuses with consistent outcomes and expectations; Ability to provide leadership in a culture that values collegial decision-making; the ability to work successfully with diverse individuals and groups, and the ability to represent the college effectively with internal and external constituencies.


Entry Qualifications:
Bachelors Degree *and* five years of progressively administrative or academic experience, including supervisory and managerial experience in a college or university; experience with multi-faceted budgets and policy development. 

 Preferred Qualifications:  
 (In addition to the entry qualifications) Masters Degree

Career Development Levels:
No Levels & performance standards information is available.

	
NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 

The information presented, while not an exact or exhaustive listing, describes the work, performance standards, and qualifications typically required of positions or employees in this job. A specific position description or employee performance plan may differ as long as it is consistent with the core Responsibilities, Standards and Qualifications of that job. 
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