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Attachment  IV
College Assistant Dean for Faculty Professional Advancement
The College Assistant Dean for Faculty Professional Advancement reports to the College Associate Dean for Faculty Professional Advancement and will be responsible for the following:
1.
Assists with certifying the accuracy of full-time and adjunct seniority lists.
2.
Assists with certifying full-time faculty eligibility for review of term, continuing appointment and promotion.
3.
Assists with overseeing the document imaging of full-time and adjunct academic professional records.
4.
Assists with coordinating college-wide course/discipline certifications.
5.
Assists with ensuring contractual compliance with college/campus overload assignments.
6.
Assists with coordinating the processes for post-tenure review and Professor Emeritus.
7.
Assists with approving and certifying adjunct professional travel.
8.
Assists with ensuring that the makeup of all college/campus search committees and the search process itself are in compliance with college policy.
9.
Assists with ensuring the accuracy of the catalog listing for full-time and adjunct faculty and professional staff.
10.
Assists with developing initiatives that support the Strategic Plan, vision and mission of the College.
11.
Performs other duties as assigned by the College Associate Dean for Faculty Professional Advancement.

Minimum qualifications for the position are a master’s degree with five or more years of related experience in general management, labor relations and/or human resources.  Salary will be determined according to placement on the management salary scale negotiated by the Guild of Administrative Officers.
