



	Program Chair Duties

	Communication. Serve as point of contact for internal and external constituents; respond to information requests from students, faculty, administrators, staff and the general public (in person, phone, and e-mail); meet with incoming or prospective students during the regular academic year; field student and faculty questions.

	Scheduling, Faculty Loading and Curriculum. Manage course planning, course scheduling, course enrollments, teaching assignments and faculty loading in consultation with Division Director; oversee curricular development, review, and submissions, and catalog revisions.

	Leadership. In collaboration with other Division chairs, provide programmatic recommendations to the Division Director.

	[bookmark: _GoBack]Program Management. Oversee, coordinate and/or delegate responsibility for student events and activities (e.g., award ceremonies, performances and supervision of student clubs), outreach (e.g., course articulations, recruitment and admissions events), program compliance (e.g., accreditation, assessment), scholarship awards, faculty service, student workers as applicable, admissions processes as applicable, assignment of students to faculty advisors, committee assignments and degree approvals.

	Personnel. Evaluate faculty for annual and colleague evaluations, sabbaticals and/or promotion and tenure; oversee and/or delegate the identification, recruitment, orientation and evaluation of adjunct instructors.

	Student/Faculty Issues. Respond to concerns and complaints, in consultation with the Director, as appropriate.

	Budget. Provide budgetary recommendations to Division Director.

	Other Duties. Program specific duties and special projects as assigned.








