Division Chair Job Description

The Division Chair is an administrative officer of the College who serves as the Chief Executive officer of an academic or technical instructional unit populated by faculty and staff.  He or she is responsible for all aspects of operation of the unit and serves as the primary spokesperson for the unit.  The Chair serves as a member of the Dean's administrative team.  In the academic areas he or she is generally also a member of the faculty.  The division chairperson is expected to provide leadership within the division and the College.  It is expected that the division chairperson performs his or her duties in the spirit of cooperation with the division faculty.  The duties of the position should be performed in a timely manner in consultation with the Dean and in concert with Idaho State Board of Education and institutional policies.  The length of the contract for the position and the amount of teaching is negotiated with the Dean based upon the size of the division and activities within the division.  Primary duties for all Division Chairs include the following and other duties as assigned.

Administrative Relationships

· Represent the division and its programs with appropriate groups.
· Keep the Dean informed of matters of importance to the division and work with the Dean to achieve the division’s goals.

· Work with other College units to ensure appropriate and high quality programming in our outreach efforts.

· Work with other division chairpersons to ensure appropriate and high quality programming.
Budgets and Resources

· Manage the budgets and business of the division.
General Administration
· Prepare course offerings and schedules.

· Prepare required reports including those for regional and specialized accreditation bodies in consultation with the Dean. 

· Conduct program review, assessment and strategic planning processes.

· Resolve student problems.

· Resolve faculty and staff problems.

Leadership
· Keep the division informed on matters of importance.
· Conduct meetings of division faculty and establish division committees.
· Provide leadership in achieving institutional goals and addressing institutional needs and priorities.

Program Development and Management

· Provide leadership within the division including developing program plans, coordinating activities and maintaining high quality performance in teaching and scholarly activities.
Personnel

· Conduct performance evaluations as required by college policies.

· Hire, orient, train and supervise staff.

· Orient, mentor and evaluate full-time and part-time faculty.

· Recommend to the Dean appointments, promotions, tenure, sabbatical, salary adjustments, leaves of absence, dismissals or other matters affecting personnel of the division.

· Conduct performance evaluations as required by college policies.
Policy Administration

· Develop and maintain program and divisional policies.

Teaching and Advising

· Teach courses and advise students within the division as appropriate.

