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College Associate Dean for Curriculum Development

Position Description

The College Associate Dean for Curriculum Development provides College-wide 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 to manage, coordinate, and monitor the implementation of College projects and initiatives within the functional responsibilities of the position.  The College Associate Dean has managerial and supervisory responsibilities for respective personnel and programs. 
The Associate Dean for Curriculum Development reports to the Vice President for Academic and Student Affairs and has the following responsibilities:

1. Works with Executive Deans and academic departments in the development or revision of new courses or programs for inclusion in the College catalog.
2. Reviews general education courses in collaboration with the Associate Dean for Institutional Effectiveness, while adhering to the guidelines established by the State University of New York.
3. Keeps the office of Student Affairs current on program development, curricular revisions, and changes in academic requirements.
4. Prepares new or revised program announcements, proposals, and other information required for submission to SUNY and to SED.
5. Updates the Inventory of Registered Programs with the State Education Department.
6. Has responsibility for the preparation, development, and accuracy of the College catalog and all academic publications.
7. Provides liaison for all program initiatives requiring System Administration and State Education Department approval or registration.
8. Coordinates the development and maintenance of articulation agreements with four-year college and universities, including joint admissions, unified programs, and other transfer initiatives.
9. Coordinates, College-wide curriculum planning, development, and revision for internal reviews and approving all course table update forms.
10. Represents the Office of Academic and Student Affairs on the College Curriculum Committee and other committees as assigned.
11. Develops and administers a College budget to support individual areas of responsibility.
12. Develops initiatives that support the strategic plan, vision, and mission of the College.
13. Performs other duties as assigned by the Vice President for Academic and Student Affairs.

Minimum Qualifications:  A Master’s degree required, doctorate preferred in the area of specialization or in a related field.  Community college administrative experience highly desirable.

08-29-07


