
COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:
DEAN – ACADEMIC FOUNDATIONS
PAY GRADE:
A-17
OVERTIME STATUS:
EXEMPT

MAJOR RESPONSIBILITY:
Provide leadership support and administrative oversight of the Academic Foundations programs and services.  Plan, administer, advance and evaluate the programs, procedures and operations of major college initiatives related to college preparatory student success. 
PREREQUISITES FOR POSITION (Qualification Standards):

I.
Education or training: Master’s degree required in education, higher education administration, or related field.  Doctorate preferred. 

2.
Years of experience in field: At least five (5) years of experience in higher education, supervision, adult or developmental education or an equivalent combination of education, training and experience that provides the knowledge, skills and abilities required.  Community college experience and a demonstrated ability to work with under-prepared students preferred. 
3.
Special skills or abilities related to position: Demonstrated skills in teaching or supervising instructional faculty and staff, in conjunction with program/curriculum development and grant administration.  Strong written and verbal communication skills that support a collaborative learning environment; ability to manage budgets; ability to coordinate special events/functions; and ability to work with college and non-college clients.  Ability to plan, direct and evaluate programs and courses related to developmental education and related faculty professional development.  Ability to direct the operation of an academic department and to establish good working relationships with the faculty and staff from other departments, including Student Affairs.  Experience in evaluating effectiveness of programs, policies, procedures, and instructional methodologies. 
ESSENTIAL JOB FUNCTIONS:
I.
Develop and implement policies and procedures relating to the Academic Foundations department.
2.
Direct, supervise and evaluate the activities of the Academic Foundations staff and faculty.
3. 
Develop and maintain annual budgets.
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ESSENTIAL JOB FUNCTIONS (Continued):

4.
Direct the development and evaluate the effectiveness of college preparatory curriculum, instruction and student success initiatives.  Establish and implement a plan for program review.

5.
Coordinate with Institutional Effectiveness and Information Technology to compile, monitor and accurately report the vital data necessary for program assessment.

6.
Develop and maintain a program of professional development for faculty and staff serving college preparatory students college-wide.

7.
Coordinate with the Student Affairs administrators and staff on effective programming of support services for college preparatory students.
8.
Coordinate the scheduling, supervision, and evaluation for Academic Foundation faculty with the CSI Instructional Coordinator and the subject area department chairs or directors.
9.
Prepare CSI and QEP internal progress and budget reports, as well as the required Title III Annual Reports and the QEP Five-year Report. 

10.
Participate on College and Statewide committees and task forces.

11.
Monitor current trends in developmental education, adult learning, higher education and relevant developments in Florida legislation.  Represent the college on appropriate statewide committees and task forces.    

12.
Participate in enrollment management activities.

13.
Assist with resource development for program enhancement and support.

14.
Chair the college-wide College Success Initiative Coordinating Committee.

15.
Serve on Remediation Task force and provide ongoing dialogue with Marion, Citrus and Levy county school districts.

16.
Represent the Academic Foundations program at appropriate college and community education events.
(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.)

PRIMARY LOCATION OF JOB:
Building 2 Ocala Campus

SUPERVISOR OF POSITION:

Vice President Instruction Affairs
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