Division Directors

Position Summary:
The Director for the Division of Language and Culture reports to the Provost & Vice President for Academic and Student Affairs and works closely with the Associate Vice President for (Curricular Management) changing to Academic Resources. The Director provides leadership for the development and implementation of the Division’s mission within the scope of the larger University mission, and is responsible for the Division’s effective operation. Participates in the Provost’s Advisory Council (PAC).   This is a .9166 FTE position (1.0 FTE 10 months; .50 FTE 2 months in July and August) or 1.0 FTE position depending on the division; Position is encouraged to teach one course per year.
Minimum Classification Qualifications:
Current faculty rank of Associate Professor or Professor. Must have rank in a program represented in the Division
Preferred Qualifications
Prior experience as Department Chair or higher. Familiar with enrollment management, enrollment practices and procedures. Tenure.

Duties:
Scheduling and Curriculum: 20%
Managing and controlling all course sections and scheduling within the Division; monitoring enrollment patterns within the Division and making adjustments accordingly.
Personnel: 20%
Managing personnel issues for staff and faculty within the Division. Supervising, hiring and regular evaluation of faculty and staff, both temporary and ongoing. Per the Faculty Bylaws, evaluating faculty for sabbaticals, colleague evaluations, and/or promotion and tenure. Mentoring temporary and new faculty. Convening and consulting with Program Chairs.
Budget and Resources: 15%
Assisting with budget and resource management. Managing the ELU Bank within the Division. Initiating or responding to requests for budget information. Developing requests for resources regarding faculty release, hiring, equipment, facilities, etc.
Communication: 5%
Representing the Division to the public, both within and outside the institution; participating in fundraising/grant writing and in community relations/internship development as appropriate.
Student Issues: 15%
Managing student issues.
Assessment: 5%
Monitoring assessment and accreditation activities within a Division, including maintenance data in TracDat and completion of required reports.
Other Duties: 20%
[bookmark: _GoBack]Special projects and additional assignments as required. In consultation with Program Chairs and Program Coordinators, provides support and oversight for the division programs.
