JOB DESCRIPTION
Personnel Office Use Only

Position No. 242
Non-Classified _X
Classified

Exempt X Non-Exempt___

POSITION TITLE: Dean, Graduate Studies & Research, Associate Provost and Professor

INCUMBENT EMPLOYEE: Steve Horton

EMPLOYEE CLASSIFICATION: Instructional Faculty
X__Administrative Faculty

Other Faculty
Other Unclassified
Classified

FUNCTION OF WORK: Dean, Graduate Studies and Research and Associate Provost

SUPERVISION RECEIVED: Provost & Vice President for Academic Affairs

SUPERVISION EXERCISED:  Faculty and staff assigned to Graduate Studies and Research; Planning,
Assessment & EEO; Institutional Research; and Research and
Sponsored Programs

DUTIES AND RESPONSIBILITIES

% to Time Description

100% Fiscal responsibility for the Graduate Studies & Research budget and inventory
Curriculum development and implementation
Supervision of faculty, staff and student employees
Assist in the marketing, recruiting and retention plans for the College as defined by the area of
Enrollment Management
Facilitate the admissions decision process to the College and the awarding of College-specific
scholarships
Coordinate and participate in a comprehensive academic advising program for the College
Develop a comprehensive faculty development program for the College
Teach courses in the College at both the introductory and advanced levels and be able to
direct undergraduate thesis research in the respective area of expertise
Direct periodic self-study efforts for the College
Scheduling classes in a manner that will achieve cost-effectiveness
Participating in all official University functions labeled as such by the President or Vice
President
teaching classes in a manner that will promote academic excellence
Maintain an open-door policy that will provide access to the Graduate School constituency
and to all members of the University Community
Advising and counseling students
Participating in scholarly activities appropriate to your discipline or position
Supervising faculty members in their assigned functions
Creating and maintaining a positive, aggressive, student oriented and caring academic
atmosphere
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Maintaining a collegial relationship with peers and colleagues throughout the University
Supporting the President and the Provost & Vice President for Academic Affairs in carrying
out their responsibilities

Acknowledging and agreeing to comply with the Board of Supervisors for the University of
Louisiana System Compensatory Time Policy, Annual Leave Policy and Sick Leave Policy
for unclassified annual leave earning employees

Acknowledging and agreeing to comply with those mandates of the Constitution and laws of
the State of Louisiana which regulates the activity and employment of state employees
including, but not limited to, the “Code of Governmental Ethics, LA R.S. 42:1101 et seq”,
“Dual Office Holding and Dual Employment, LA R.S. 42:61 et seq”.



