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Director of Automotive Technology
Position Description

The Director of Automotive Technology is a twelve-month position. The Director reports to the Campus Dean and has the following specific responsibilities:
●
Overall administration of the General Motors, Toyota T-Ten, and the General Automotive track 
programs;
●
Develop and maintain the relationship with the General Motors and Toyota corporations while 
at the same time investigating all potential partnerships with other automotive corporations. All 
attempts to expand the present program should be considered an essential element of the 
director’s responsibilities. This includes, but is not limited to, organizing and facilitating the 
school advisory committee meetings, attendance and participation in ASEP and T-TEN 
regional and national instructor conferences;
●
Eligible to be elected academic chair and assume all duties associated with the position. The 
duties of the academic chair include, but are not limited to:

1) supervising faculty, program leaders and support staff assigned to the departmental unit;
2) designing academic class schedules and teaching assignments that will best serve student and curriculum needs;
3) promoting effective and innovative instructional methods through collaboration with departmental faculty and by encouraging appropriate professional development opportunities for the faculty;
4) promoting program growth through evaluation of existing courses and curricula, revision or development of new courses and programs, and participation in program reviews, program accreditation and campus self-studies;
5) recruiting and assisting in the selection of new full-time faculty and providing orientation and early support for same;
6) evaluating and mentoring faculty and making recommendations with regard to personnel matters including: course certification, re-appointment, dismissal, promotion and tenure (continuing appointments);
7) working with appropriate college units to plan recruitment and retention efforts for the academic programs within the department;  

●
Enter students’ achievements into the GM-ASEP and T-TEN online, as well as entering on-site 
education experiences into the website, and assist students in Tool scholarship agreements;
●
Maintain the NATEF Certifications and Re-Certifications for all programs and keep up-to-date 
program/student information as per the NATEF regulations;
●
Have and maintain ASE Master Certifications;
●
Maintain all records of instructor training while creating individual instructor training plans to 
meet GM and Toyota requirements and any future manufacturer training. This includes 
scheduling instructors into GM and Toyota training classes;
●
Visit dealers with sponsored students once a month providing the dealers with the learning 
objectives agreement. This includes generating worksite availability for students.  The director 
should also be visiting on a monthly basis dealerships that have not sponsored students to 
inform them of the benefits of this program and of employing students;
●
Submit requests in writing to GM and Toyota for training, books, materials, meetings and other 
necessities. This includes reviewing and approving the annual GM and Toyota tool donation 
requests. After approval, the Director will submit a Financial Assistance Request for funds and 
complete all paper work to have funds delivered;
●
Organize and manage the annual New Student Orientation, as well as meet with all students 
for registration and pre‑registration of all semesters;
●
Visit all regional high schools for recruitment sessions.  Open houses at the Automotive 
Building will also be an integral part of the Director’s position;
●
Supervise the department Professional Assistant who oversees the day-to-day work plan, as 
well as all special department projects. This includes supervising the maintenance and 
operation and donations of the vehicle training fleet;
●
Oversee the maintenance and updating of software on GM, Toyota TIS, and ATAC General 
Program used for student instruction. This includes updating the College-owned hand-held 
scanners used during hands-on instruction;
●
Serve as Building Administrator for the Automotive Technology Building;
●
Perform other related responsibilities as requested by the Campus Dean to whom he/she 
reports.

Qualifications
Minimum qualifications include a bachelor’s degree (master’s degree preferred) in a related discipline and appropriate teaching and or administrative experience.

Campus Assistant Dean for Academic Affairs

Position Description
The Campus Assistant Dean for Academic Affairs reports directly to the Campus Dean and has the following specific responsibilities:

· oversees, coordinates and monitors the master schedule;

· assumes the position of MSOL Processing Committee liaison;
· provides leadership to the academic chairs and faculty to stimulate their participation in the academic life of the College, and to encourage the development of new instructional courses and programs;
· provides, in cooperation with academic chairs, necessary services to students in such areas as advisement, drop/add, recruitment, grievances, and academic waiver/substitutions;
· reviews all transcripts of academically at‑risk students providing counsel and mentoring for college success;
· provides all necessary academic components for the College Success program;
· works in cooperation with the Campus Associate Dean for Academic Affairs in matters of budget, department needs, challenge exams and adult study programs;
· supervises all regular load, overload and adjunct assignments and coordinates/approves all substitute teaching assignments;
· assists the Campus Dean with all procedures pertaining to new faculty hires;
· exercises excellent writing and communication skills as warranted by the Office of Academic Affairs;
· performs other related duties as assigned by the Campus Dean.
Qualifications

Candidates are required to possess a minimum of a Master’s degree in a relevant discipline (doctorate preferred) and teaching and administrative experience at the college level.
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Campus Associate Dean for Academic Affairs

Position Description
The Campus Associate Dean’s primary responsibilities include providing administrative support for assigned campus academic units and functions and serving as chief administrative officer of the campus when designated by the Campus Dean.  The Campus Associate Dean for Academic Affairs reports to the Campus Dean and has the following specific responsibilities:

· coordinates the work of assigned academic offices to ensure effective communication, efficient administration, and consistent application of College‑wide policies;

· assists with the development and management of the campus master schedule in accordance with the policies and procedures set forth by the College Associate Dean for Planning and Master Scheduling;

· monitors enrollment reports and section utilization rates and consults with academic chairs to ensure appropriate responses to enrollment trends;

· collaborates with the College Associate Dean for Curriculum and Assessment in the analysis, development, and evaluation of courses, curricula, and programs;

· guides the development of assessment activities and monitors the application of assessment feedback in conjunction with the College Associate Dean for Curriculum and Assessment;

· collaborates with student services personnel and faculty to develop effective recruitment and retention strategies;

· oversees campus mentoring programs for new faculty;

· oversees the faculty evaluation process as it relates to term and continuing appointments, promotions, and tenured faculty reviews;

· observes and evaluates faculty, when designated by the Campus Dean;

· collaborates with the College Associate Dean for Faculty Professional Advancement to ensure that campus search procedures comply with College policy;

· arranges elections for academic/assistant chairs in accordance with College policy;

· assists with the development and management of the operating budget for academic areas;

· manages the distribution and use of classrooms and faculty offices in consultation with the Campus Dean;

· addresses grade grievances and student complaints that are not resolved at the department level;

· serves on campus and College committees as appropriate;

· acts as the chief administrative officer of the campus when so designated by the Campus Dean;

· performs other duties as assigned by the Campus Dean.

Qualifications
Minimum qualifications include a master’s degree (doctorate preferred) in a relevant discipline and prior college administrative experience serving in a similar capacity.  The successful candidate will have experience overseeing academic functions on a campus and assisting with the development and management of budgets.
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