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College Associate Dean for Continuing Education
Position Description
The College Associate Dean for Continuing Education 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. In addition, the college associate dean will communicate with a wide range of outside organizations, to develop, manage, coordinate, monitor, and assess the implementation of college continuing education and professional development courses, programs and initiatives within the functional responsibilities of the position. The College Associate Dean has managerial, supervisory, and evaluative responsibilities for respective personnel and programs. Annual performance review of the College Associate Dean to be conducted by the Vice President for Workforce and Economic Development on or before June 30 of each academic year.
The College Associate Dean for Continuing Education for reports to the Vice President for Workforce and Economic Development and specific responsibilities include:

Responsibilities include the following:

1. Supervises and manages a continuing education (non-credit) program that offers courses designated by the State University of New York for state aid (remedial, vocational and community service areas of interest for the general public), as well as courses offered in response to specific community needs;

2. Coordinates, develops, and institutes new non-credit courses in response to the service needs of each campus;

3. Oversees the development and revision of non-credit course materials for inclusion in college publications;

4. Coordinates, with campus-based personnel, the allocation of classroom space for continuing education and assists in the design of such classrooms for continuing education programs, where applicable;

5. Recruits and assigns continuing education faculty;

6. Evaluates continuing education course content and instruction;

7. Supervises and evaluates coordinators for specialized continuing education series in such areas as health, finance and personal enrichment;

8. In consultation with the campuses and the Office of Institutional Advancement, develops the content for the news print class schedule each semester and other direct mail advertising media relative to such a program;

9. Develops, offers and evaluates, as appropriate, in-service training for faculty, administrators and staff;

10. Develops, offers and evaluates, as appropriate, in-service training for local municipal and not-for-profit administrators and staff;

11. Develops and offers non-credit continuing education and professional training programs for licensed professionals and paraprofessionals;

12. Oversees the management of records required to support application for state aid revenues for continuing education courses, applicable grants courses and learning centers;

13. Develops proposals, implements and manages program budgets for equity and access grant funded programs.

14. Designs and implements, in the consultation with credit departments, joint non-credit programs for employers, wherein the non-credit component prepares employees for success in credit courses.

13. Designs and implements workforce development/workforce literacy programs, in conjunction with area employers and labor unions.

14. Develops, implements and offers non-credit distance learning courses.

15. Serves on county, regional and NYS committees and provides training and support to same as appropriate.

16. Other duties as assigned by Vice President for Workforce and Economic Development.

Minimum qualifications for this position include a master’s degree; experience with the successful development, management and marketing of non-credit courses and programs; and good communication and writing skills. Experience with computer information systems and distance learning technology preferred.
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