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Position Description
	Name: 
	Date: 

	Position Title: Dean
	Department: College of Humanities and Social Sciences

	Prepared/Updated by: VP of Academic Affairs
	Origination/Revision Date: 2/16 / 3/29/19

	Reports to: VP of Academic Affairs
	Supervises: Department Chairpersons for the College, faculty assigned to the College, and staff/student employees within the College.

	Interfaces with: University Vice-Presidents, Deans of other Colleges, Assessment Coordinator, Director of Institutional Research, Dean of Diversity, staff within Human Resources, Admissions, Financial Aid, Advancement/Development, Alumni and other offices as required.

	

	Position Purpose & Summary

	The purpose of the position is briefly described below:

	The Dean is a member of the university faculty and serves as the administrative leader and the coordinator of financial matters and curriculum and instruction in the College.

The position of Dean at Concordia University, St. Paul (CSP) is a tenure-track faculty role with full-time administrative responsibilities. The distribution of responsibilities includes expectations as a year-round administrator, with 4 semester hours of teaching workload and 4 semester hours of scholarship/service/advising workload. The Dean carries out the mission, vision, and goals of the university under the President and Vice President for Academic Affairs, with a special focus on the specific mission, vision, and goals of the College under their oversight.
The Dean is a member of the University's faculty and is expected to lead, support, and ensure ongoing development of academic/administrative College initiatives; to promote relationships with alumni; and to play a leadership role in the College's external relationship-building.  The Dean must demonstrate leadership qualities, including the ability to attract and inspire distinguished faculty, talented staff, and outstanding students. 


	

	Essential Duties of the Position

	Areas of essential duties that will pull into the performance appraisal annually for ranked evaluation are included below. Note that reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of the position.

	Priority
Principle Responsibilities (5-7 Areas)

	1
Administration:  lead the development and implementation of departmental mission and vision; lead and coordinate faculty and staff in College under their oversight; appoint Department Chair in consultation with the Department and VPAA; build faculty and staff morale; collaborate on the review and assignment of faculty workload; regularly review College policies and procedures; evaluate and mentor faculty and staff; plan and convene regular meetings of the College; participate in strategic, long-range, and short-term planning and direct that of the College; oversee annual program review; interpret University policy for the College; coordinate accreditation processes including assessment data; write reports related to data; resolve issues ensuring due process; ensure new faculty and staff receive timely orientation to the University. 

	2
Curriculum and Instruction: know current educational philosophies; encourage program develo9pment and innovation; approve the development of College curricula in consultation with department chairs and program coordinators; maintain updated files of course syllabi for active courses.

	3
Faculty and Staff Development: recruit, develop, support and assess faculty and staff; coordinate searches for new faculty; write position descriptions; approve the hiring of all College Contracted Faculty of Practice; conduct annual performance review of all College staff and department chairs and ensure timely review of all College faculty and staff by their direct supervisor; leads faculty development process for the College, ensuring review of Professional Development Plans annually; prepares and monitors faculty workload.

	4
Recruitment, Marketing, Publicity, and Relations:  responsible for advancement and development in the College under their oversight; collaborate on the establishment of enrollment and recruitment goals as well as plans to meet stated goals; organize efforts for student retention; collaborate to design professional activities; serve as representative to local, state, synodical, and national entities as relevant; promote alumni relations.

	5
Finance:  represent the College in financial matters at the University; interpret University plans related to College finances; manage the College budget in collaboration with department chairs; recommend budget changes including expenses related to personnel.

	6
Serve as a member of Academic Cabinet, Strategic Planning Council, and Budget Task Force.

	


	Education & Training Profile

	Required or preferred education or training based on job related requirements and consistent with business needs indicated below.

	Degree or Training
Type
Degree or Training
	Degree or Training                                            Type

	High School or equivalent (GED):
	 FORMDROPDOWN 

	Associate’s Degree:
 FORMDROPDOWN 

     
	 FORMDROPDOWN 


	Bachelor’s Degree:
 FORMDROPDOWN 

     
	 FORMDROPDOWN 

	Master’s Degree:
	 FORMDROPDOWN 


	Terminal Degree:
 FORMDROPDOWN 

     
	 FORMDROPDOWN 

	In an area of study related to the College.

	Certification or Licensure:
 FORMDROPDOWN 

     

	Other Education or Training:
 FORMDROPDOWN 

     

	

	Work Experience

	Required or preferred work experience based on job requirements and consistent with business needs is indicated below:

	 FORMDROPDOWN 

5 years
Teaching experience at the University level.

	 FORMDROPDOWN 

     
Demonstrated leadership including significant collaborative accomplishments and managerial skills.

	 FORMDROPDOWN 

     
Strong team building skills and the ability to work effectively and collegially with others.

	 FORMDROPDOWN 

     
Highly developed skills in written and oral communication, interpersonal relations, and creative problem solving.

	 FORMDROPDOWN 

     
Commitment to building diversity in the College.

	 FORMDROPDOWN 

     
Commitment to supporting faculty scholarship.

	 FORMDROPDOWN 

     
Demonstrated experience and knowledge of financial planning and budget administration. 

	 FORMDROPDOWN 

     
Knowledge and experience with online instruction.

	 FORMDROPDOWN 

     
Engaged in scholarship pertinent to assigned College.

	 FORMDROPDOWN 

     
Experience and expertise in grant writing.

	 FORMDROPDOWN 

     
Rostered church-worker in the LCMS or an active member of an LCMS congregation.

	

	Competencies

	Competencies required for success in the position are indicated below (i.e.: written communication, attention to detail, etc.):

	Commitment to Christian higher education and the Lutheran identity of the University.

	Commitment to fostering the connections between "faith and learning."

	Commitment to enrollment growth in the college.

	Commitment to ensuring quality academic programs in the College including alignment with professional organizations and accreditation processes.

	An understanding of challenges facing business and higher education.

	Significant experience developing and maintaining positive working relationships with all stakeholders, including area businesses pertinent to assigned College.

	

	Physical Demands

	The physical demands of this position are consistent with a professional office environment and require regular sitting, standing, and walking/moving about.  Additional demands, or those inconsistent with a professional office environment, are detailed below.  

	Additional Demands: 
N/A



	

	Working Conditions 

	This position operates in a professional office environment.  This role routinely uses standard office equipment such as computers, phones, printers, filing cabinets, and other office equipment typically found in such an environment. Exceptions to this environment are indicated below (i.e.: noise exposure, exposure to natural elements, etc.)

	Exceptions: N/A

	

	General Comments

	     

	

	Acknowledgement

	While the most significant duties have been included, this description is not designed to cover or contain a comprehensive listing of activities or responsibilities.  This does not preclude the assignment of additional or developmental duties and special projects outside the scope of the position.  Duties, responsibilities and activities may change at any time with or without notice. 

Employee signature below constitutes employee's understanding of the requirements, essential functions and duties of the position.

	Employee Signature                                       Date
	Supervisor Signature                                            Date

	
	

	Director Of Human Resources Signature
	Date
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