JOB DESCRIPTION
Personnel Office Use Onl
Position No. 02@ %
Non-Classified X

Classified
Exempt X Non-Exempt___

POSITION TITLE: Acting Dean of Graduate Studies & Research and Associate Professor

INCUMBENT EMPLOYEE: Steve Horton

EMPLOYEE CLASSIFICATION: Instructional Faculty
X Administrative Faculty

Other Faculty
Other Unclassified
Classified

FUNCTION OF WORK: Academic Administration
SUPERVISION RECEIVED: Vice President of Academic Affairs & Provost

SUPERVISION EXERCISED: Faculty and staff assigned to Graduate School

DUTIES AND RESPONSIBILITIES
% to Time Description

100% Maintain and coordinate academic activities at satellite campuses in Alexandria,
Leesville/Fort Polk, and Shreveport

Work with deans and department heads to monitor goals for student retention and
graduation rates, providing periodic base line information each semester for
goal revisions.

Monitor student enrollment in relation to how students meet selective admission
requirements, and aid in predicting student enrollment, working in concert with
offices such as Admissions/Recruiting, Financial Aid, Housing, Institutional
Research, and Registrar.

Review student evaluations of faculty and make recommendations to deans and
department heads in relation to the evaluation.

Aid in establishing and monitoring policies and procedures relative to distance
learning.

Serve as the Academic Affairs coordinator for the institutional self-study review for

rea firmation of accreditation by the Commission on Colleges of the Southern
Association of Colleges and Schools.

07/01/2005



AT,

Job Description
Acting Dean, Graduate Studies & Research, Associate Provost and Professor

Page 2

Serve as liaison with academic departments conducting self-studies for internal reviews,
Board of Regents’ analyses, or accreditation/re-accreditation of programs.

Serve as a member of the University’s Blue Ribbon Commission Policy Committee
on teacher preparation.

Serve students who come to the Office of Academic Affairs with academic problems.
Serve as the Dean of Graduate Studies.

Discharge other responsibilities assigned by the Provost.



