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WHO DOES WHAT? – TESC MPA Program

	Director
Cheryl Simrell King

(kingcs; x5541
Lab I, 3011)
	Assistant Directors (ADs)
Randee Gibbons

(x6554; gibbonsr, Lab I, 3024)

Tribal AD - Vacent
	Continuing and Visiting Faculty
	MPA Program Secretaries

Ruth Joynes 

Pat Kolstad
(x6102 Joynesr; kolstadp; Lab II, 2250)
	Your Building’s Program Secretary
	Program Assistant

(PA)

	· 1st line of support for faculty

· Curriculum, schedule
· Budget, resource acquisition and  management

· Foster an effective team and learning community

· Administrative leader/supervise ADs and student workers

· Policy exception manager/”decider”

· Relationships with internal and external stakeholders

· Coordinate regular program assessment and create annual reports/plans

· Support all other program work,
	· 1st line of support for all student needs
· Help students track progress through program
· All student tracking (conditionals, graduation, etc)

· Student recruiting and retention

· Internship information

· Scholarships/financial aid

· Administer MPA program and concentrations/tracks

· Manage communications 

· Market and promote program (newsletters, catalog, brochures)

· Course enrollment management
· Schedule management
· Cohort enrollment management

· Relationships with external and internal stakeholders

· Event planning management and support
	· Teaching, course-related details
· Sponsor contracts

· Academic advisors for students

· Planning future curriculum (in and out of MPA)

· Make rotation, sabbatical and leave plans with the faculty/staff team (3 years out)

· Work on MPA governance activities (including attending faculty/staff meetings)

· Regular contractual obligations of TESC faculty members

· Represent program in public service activities
	· Evaluations

· Supplies

· Copy cards
· Copies
· Course-related travel 
· Course-related expenses, including personal services contracts for speakers and guests

· Professional travel funded through MPA program budgets (Director approval needed)
· Scheduling “fishbowl” conference rooms in Lab I (Pam does this for Lab II)
	· Professional travel funded by Dean’s budget (travel authority and reimbursements)
	· Program support (supporting Assistant Directors & Director – supervised ’07-’08 by Randee Gibbons, all request for support/work from PA go through Randee)
· Graduate student, combination of previous research assistant position and new program assistant position (guaranteed 19 hours/week with decent pay)


