

Attachment V

College Associate Dean for Educational Resources (Riverhead Center)
Position Description

The College Associate Dean for Educational Resources provides leadership and promotes programmatic effectiveness within the areas of functional responsibility outlined in the position description.  The College Associate Dean is expected to work cooperatively with College and campus personnel and function within a team environment.  The individual will communicate with a wide range of academic and student-affairs units within the College, as well as with outside organizations, to manage, coordinate, monitor, and assess the implementation of College projects and initiatives within the functional responsibilities of the position.  
The Associate Dean for Educational Resources reports to the Eastern Campus Executive Dean and has the following responsibilities:

1. Coordinates, administers and supervises the Riverhead Center.
2. Communicates the needs of the Riverhead Center for various courses and programs to the Executive Dean at the Eastern Campus.
3. Works with the coordinator of the culinary arts programs, overseeing the business and financial operation of the Baker’s Workshop/Café  facility with the Riverhead Center.
4. Consults and coordinates with College continuing education and corporate training leadership regarding the provision of non-academic courses at downtown centers.
5. Collaborating with the Eastern Campus Executive Dean on integral programs and service to students within the downtown center.
6. Develops strategic partnerships, public and private, that respond to workforce development needs and that support the operations of downtown centers with local businesses and organizations.
7. Markets the facility use of the Riverhead Center to business, county, and civic groups to generate revenue to support Center operations. 

8. Serves on local community boards and joins various community and civic groups to promote the mission of the Center.
9. Communicates student-service learning opportunities to the Associate Dean for Student Success.
10. Develops and administers a College budget to support individual areas of responsibility.
11. Oversees the maintenance and security of the Center.
12. Develops initiatives that support the strategic plan, vision, and mission of the College.
13. Performs other duties as assigned by the Eastern Campus Executive Dean.
Minimum Qualifications:
A Master's degree required, doctorate preferred, in the area of specialization or in a related field.  College administrative experience highly desirable.
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