Job Title:  Associate Dean

Job Code:  10036

Last Update:  10/01/2010

Salary Plan:  SUP04

Job Description, Responsibilities and Qualifications:

Job Description:

The Associate Dean will work to foster effective cooperation, coordination and communication across multiple campuses with regards to academic programs and services .  Coordinates academic processes and supervises faculty.

Job Responsibilities:

1. Reports to and supports the appropriate academic dean; actively works with division chairs, deans and VPAA’s as part of the Academic Leadership Team.

2. Works to ensure the consistent exercise of college and TCSG academic policies, procedures, rules, regulations and other criteria or guidelines among all and across all campuses.

3. Makes expeditious and sound decisions on issues relating to the performing of duties and responsibilities within the position’s authority and the organizational structure of the college.

4. Ensures program faculty adherence to budget and purchasing requirements.

5. Assists faculty in addressing all aspects of verifying program learning outcomes, including identification, review, revision, measurement, and analysis of said outcomes.

6. Coordinates with the dean to assist faculty in attainment and continuance of program-specific accreditation under assigned supervision.

7. Works with program faculty on TCSG curriculum review process; recommends to dean any current curriculum changes, program additions, and program terminations.

8. Participates in, as needed, all program enrollment processes, including registration, drop/add, withdrawals, etc.

9. Coordinates the selection process for competitive admissions programs; Communicates admission criteria to the appropriate people and groups.

10. Compiles program statistics such as enrollment, in-quarter and between-quarter retention rates, graduation rate, and placement rate to ensure program viability.

11. Interviews, selects and manages the performance of assigned staff.

12. Serves on appropriate college standing and ad hoc committees.  Recommends to dean faculty assignments to standing and ad hoc committees; Maintains an appropriate professional, community and leadership presence, behavior and image.

13. Works with the college’s web master to ensure program information on the web page is accurate and up-to-date.

Technical Competencies:

· Knowledge of budget management

· Computer skills in word processing, database, spreadsheet, presentation applications

· Problem solving/critical thinking skills

· Written and verbal communication skills

· Strategic and tactical planning skills

· Organizational skills

· Research skills

· Ability to interview, select and manage the performance of assigned staff

· Ability to evaluate programs for effectiveness and appropriateness

Minimum Qualifications:

Master’s degree *and* a minimum of three years teaching experience in a post-secondary educational establishment.

Preferred Qualifications:

A minimum of two years experience in a supervisory position.  Three or more years experience in a TCSG institution.

