D. Assistant Chairs

The Assistant Department Chair embodies a key leadership role within the department, tasked with
overseeing daily administrative operations, enhancing faculty and student success, and upholding
academic excellence. This position requires a commitment to facilitating effective communication,
managing resources judiciously, and fostering a collaborative and supportive environment.
Through their actions, Assistant Chairs are instrumental in advancing the department's strategic
goals, aligning with the broader missions of both the college and university.

Responsibilities of the Assistant Department Chair include, but are not limited to, the following:

e Administrative Leadership and Communication: Manage the department's day-to-day
operations, including administrative tasks, departmental correspondence, and the maintenance
of the department calendar. Act as a liaison between the department chair, faculty, students,
and other administrative units, ensuring smooth communication and the dissemination of
departmental updates and decisions.

e Curriculum and Academic Program Management: Collaborate with faculty to oversee
curriculum development, review, and continuous improvement, ensuring alignment with
academic standards and industry trends. Participate in course and exam scheduling,
maintaining a balanced academic calendar that meets students' needs and faculty capabilities.

e Faculty and Student Support: Provide comprehensive support to faculty members in areas
of teaching, research, and professional development, including faculty recruitment. Develop
and implement student support services aimed at enhancing academic achievement, addressing
student concerns and inquiries, and facilitating student engagement in research. Encourage
faculty and students to engage in professional development opportunities.

e Resource and Financial Management: Oversee the allocation of departmental resources,
including budget management, scheduling, and space allocation. Monitor expenditures to
ensure financial resources are utilized efficiently and effectively, in line with departmental
goals and institutional policies.

e Policy Implementation and Compliance: Assist in the development and implementation of
departmental policies and procedures, ensuring compliance with institutional regulations.
Contribute to the strategic planning process, setting and monitoring progress towards short-
term and long-term objectives.

e Collaboration and Strategic Engagement: Serve on departmental and college-level
committees, collaborating with peers to address organizational goals and challenges. Stay
informed about trends and developments in higher education and the department's discipline,
leveraging this knowledge to enhance departmental practices and initiatives.

This role requires a dynamic, engaged approach, with the Assistant Department Chairs prepared
to address emerging challenges, capitalize on opportunities, and drive the continuous evolution of
the department. Their dedication is crucial in cultivating an environment that values academic
integrity, innovation, and the success of both faculty and students.



