POSITION TITLE:  CHAIR, PREPARATION YEAR PROGRAM

1.
Position Purpose:
The Chair of the Preparation Year Program serves as the academic and administrative leader of the department. The position oversees the identification of those students who need additional preparation in English language, mathematics and learning skills before beginning a major course of study at the PMU. The chair provides leadership in delivering instruction in English language and learning skills in order to prepare students to successfully transition into the first year of the University.

2.
Major Duties and Responsibilities:
· Identifies all assessment and placement tools to be utilized in the Preparation Year program.

· Implements and evaluates all placement activities.

· Implements preparatory instruction for students prior to their entering the University core curriculum and major fields of study.

· Engages in scholarly activities, enhances collaborative efforts between the Preparation Year and Core Curriculum programs.

· Takes responsibility for the academic, facilities, and financial affairs of the department, and provides leadership to the faculty, staff and students.

· Exercises responsibility for the recruitment and retention of new faculty.

· Provides effective leadership and direction for the department through a process that shares governance among academic leaders.
· Provides strong academic leadership, including strategic planning, management of human, financial and physical resources, and supervision of the department’s compliance with appropriate accreditation standards.

· Working with the Professional Development Center, directs the development of faculty.
· Performs administrative duties such as academic planning, budgeting, advising, class scheduling, and faculty evaluation. 
· Assists the Dean of Core Curriculum and Preparation Year in ensuring the continuous growth, development, and improvement of the Preparation Year program.
· Serves on college and university committees.
· Collaborates with the Vice Rector for Academic Affairs, Deans, other Chairs of academic programs and PMU administrative officers to achieve the objectives of the University.
3.
Reporting Line:
The Chair of the Preparation Year program reports directly to the Dean of Core Curriculum and Preparation Year.

4.
Span of Control:

The Chair oversees all aspects of the department’s operation. He has direct supervisory responsibility for the Associate Chair of the department and for all departmental faculty and staff.

5.
Qualifications:

· Preferably an earned Doctorate from an accredited institution in an academic discipline, including education, the humanities, laboratory sciences or social sciences. 

· The ability to speak and write fluently in English.

· Experience with student placement and assessment tools. 
· Advanced interpersonal verbal and written communication skills and experience in academic management. 
· Demonstrated ability to lead and successfully manage professionals in academic, corporate, or government organizations. 
· The ability to establish and maintain good working relationships within the University. 
