COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:
ASSOCIATE DEAN – BACCALAUREATE PROGRAMS & TEACHER EDUCATION
PAY GRADE:
A-15
OVERTIME STATUS:
EXEMPT

MAJOR RESPONSIBILITY:
Provide administrative oversight and leadership of the implementation and operations of the baccalaureate programs and related services.  Plan, administer, advance and evaluate the processes and procedures related to the implementation and operation of college initiatives related to the baccalaureate programs in accordance with the mission and guiding principles of the College.  Provide leadership and oversight of the Early Childhood Education degree programs and related Teacher Education activities.
PREREQUISITES FOR POSITION (Qualification Standards):
I.
Education or training:   Master's degree in higher education administration, educational leadership or related field of study required. Doctorate preferred. 
2. Years of experience in field:  Five (5) to nine (9) years of management experience in higher education is required.  It is preferred that this experience include a minimum of three years experience supervising either a component of student services related to admissions/advising, or an academic program in a discipline related to the baccalaureate programs being offered at the College.  
3. Special skills or abilities related to position:   Demonstrated skills in supervising student service or instructional staff in conjunction with program development and assessment.  Experience implementing and evaluating the effectiveness of policies, procedures and processes involved in the operation of College initiatives and programs.  Strong written and verbal communication skills.  The ability to manage budgets, coordinate special events and functions, maintain a collegial and learner-centered environment, and to coordinate collegewide initiatives and activities.  The ability to direct a positive, responsive department focused on student access, learning and success.  

ESSENTIAL JOB FUNCTIONS:

1. Develop and implement policies, procedures and processes involved in the operation of the baccalaureate program.

2. Direct, supervise and evaluate the activities of the assigned staff and faculty.

3. Develop and maintain annual budgets.
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ESSENTIAL JOB FUNCTIONS (continued):
4. Coordinate curriculum development and the supervision of the Early Childhood Education degree programs.

5. Facilitate hiring, evaluation and professional development of the faculty and staff in the Teacher Education department. 

6. Coordinate with Information Technology and Student Affairs on effective programming/administration of admissions, transcript evaluation and degree audit functions associated with the baccalaureate program.
7. Coordinate with state and local officials to meet requirements or standards of specific baccalaureate programs (i.e., reporting, credentialing, approval processes).
8. Work closely with instructional and student affairs to develop processes, programs and support services that meet upper division student needs.
9. Work with academic leadership to assess baccalaureate programs for academic quality and student success, particularly in terms of student recruitment, retention, completion and placement.
10. Coordinate with Institutional Effectiveness and Information Technology to compile, monitor and accurately report the vital data necessary for baccalaureate program service unit assessments.
11. Develop and maintain a program of professional development for advisors and staff serving upper division students collegewide.

12. Collaborate with instructional and student affairs to develop long and short-term strategic plans for upper division enrollment management.
13. Monitor current trends in the Florida State College System related to baccalaureate education and relevant developments in Florida legislation.  Represent the College on appropriate statewide committees and task forces.

14. Assist with resource development for program enhancement and support.

15. Due to the scope of responsibility of this position and the need for the College to communicate both during the weekday and after regular work hours, the employee must possess a cell phone and provide the number to Human Resources, the immediate supervisor and the Senior Vice President.
16. Other duties as assigned.
(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS:
· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).

· Ability to communicate both orally and in writing.

ENVIRONMENTAL CONDITIONS:

· Works inside in an office environment.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)
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PRIMARY LOCATION OF JOB:
Ocala Campus

SUPERVISOR OF POSITION:

Vice President, Instructional Affairs
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