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MPA Job 

Functions


Asst. Dir.


 Tribal


Governance Concentration/


Cohort


 (75%)


(Puanani Nihoa)





Recruiting (cohort enters every other year)


admissions


tribal cohort student support (approx 25)


internal and external relations


Graduation checks


General TMPA support


Collaborate and coordinate with other Indian Education programs at TESC


Representing the program at the college (academic fairs, grad fairs, etc)


(Shared) general administration of MPA program (orientation, financial aid, graduation, etc.)








Asst. Dir.


PNAPP 


Concentration/


Cohort


(100%)


(Randee Gibbons)





Recruiting (cohort enters every year)


admissions


general cohort student support (approx 110)


internal and external relations


Graduation checks


Representing the program at the college (academic fairs, grad fairs, etc)


(Shared) general administration of MPA program (orientation, financial aid, graduation, etc.)








Continuing Faculty


(Geri, Gould, King, Lane)





teach classes


plan curriculum


advise students


Sponsor contracts (learning, internship, capstone, thesis)


MPA faculty governance and administrative support


Public service


College governance








Administrative Assistant for Marketing and Communications


(Laura Hendrix)





Student/Alumni group support


Advisory Board support


Administrative research support


Webpage revisions and support


Event support


MPA Publications (newsletters, catalog, brochures, etc)


Social media 








Program Secretaries


(Lab 1 – 


Pam and Julie)





Evaluations


Supplies


Copies


Course-related travel 


Course-related expenses, including personal services contracts for speakers and guests


Professional travel funded through professional travel budgets (Budget Dean approval)





Adjunct Faculty





teach classes


evaluate students in timely manner











Director


(Doreen Swetkis)





scheduling


faculty support


courses/ curriculum support


faculty recruiting


reporting and communicating


budget


represent program to internal and external stakeholders


problem solver


lead MPA program


assessment and reporting


Advisory Board


supervise staff








MPA Program Assistant


 (Jan Hays)


clerical support for MPA program


tracking students


schedule/catalog administration


list serve administration


web support


compiling data


purchase orders


event support


Enrollment mgmt and support


Representing the program at the college (academic fairs, grad fairs, etc)


Program-level travel (Director approval needed)









