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JOB DESCRIPTION

POSITION TITLE:

PersonnelOfficeU~Position No. Od/
Non-Classified X
Classified -
Exemp~ Non-Exempt-

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 Descri12tion

100% Maintainand coordinateacademicactivitiesat satellite campusesin Alexandria,
LeesvilIelFortPolk,and Shreveport

Workwith deansand departmentheadsto monitorgoals for studentretentionand
graduationrates,providingperiodicbase line informationeach semesterfor
goal revisions.

Monitorstudentenrollmentin relationto howstudentsmeet selectiveadmission
requirements,andaid in predictingstudentenrollment,workingin concertwith
officessuch as AdmissionslRecruiting,FinancialAid, Housing,Institutional
Research,and Registrar.

Reviewstudentevaluationsof facultyand makerecommendationsto deansand
departmentheads in relationto the evaluation.

Aid in establishingandmonitoringpoliciesandproceduresrelativeto distance
learning.

Serveas the AcademicAffairscoordinatorfor the institutionalself-studyreviewfor
reaiTmnationof accreditationby the Commissionon Collegesof the Southern
Associationof Collegesand Schools.
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Serveas liaisonwith academicdepartmentsconductingself-studiesfor internalreviews,
Boardof Regents' analyses,or accreditation/re-accreditationof programs.

Serveas a memberof the University's Blue Ribbon CommissionPolicyCommittee
on teacherpreparation.

Servestudentswho cometo the Officeof AcademicAffairs with academicproblems.

Serve as the Dean of Graduate Studies.

Dischargeotherresponsibilitiesassignedby the Provost.


