DIRECTOR, MASTERS PROGRAM IN PUBLIC ADMINISTRATION

Position Description

The Director of the Masters Program in Public Administration (MPA) has five major responsibilities
:

I.    Leadership of the MPA Program; first among equals leading faculty team
II.   Teaching (half-time)
III.  Administering, in collaboration with the MPA staff, internal program operations and supervising two , full-time exempt staff members, one half-time classified staff member and student employees
IV.  Representation of the program to interests outside the college

V.   Representation of the program within the college

I.  Leadership of the MPA Program ; first among equals leading faculty team
The Director is a teacher-administrator whose primary responsibility is to foster an effective learning community and administrative systems for students, staff and faculty in the MPA program The Director plays a key role in maintaining effective connections between the graduate program and various constituencies, fostering mutual support and collaboration between undergraduate and graduate programs and representing the visions, needs and accomplishments of the graduate programs to the campus at large and off-campus.  

The Director’s primary role is to provide leadership and administrative support to the faculty and staff team and facilitate and help implement timely and effective decisions.  The Director works as part of the faculty and staff team to develop the program’s long-term strategies and short-term plans, ensures that tasks are assigned with equity in mind, maintains oversight of task completion, communicates activities and decisions to team members, and provides assistance when barriers emerge. 

The Director works collaboratively with the other graduate Directors, their staff members, the graduate support staff, and the program’s advisory board The Director also provides intellectual leadership by staying current with scholarship and practice, monitoring the overall shape of the curriculum, fostering faculty development and ensuring that course offerings are interrelated and responsive to new developments in relevant fields.

II.  Teaching

The Director is an active and engaged member of the faculty who carries a half time (12 credit per year) teaching load. Specific teaching assignments depend on the particular needs of the curriculum in any given year.
III.  Administering internal program operations and supervising two , full-time exempt staff members, one half-time classified staff member and student employees

The Director works collaboratively with the MPA staff and faculty to ensure the program successfully meets its multiple responsibilities, including:

1. Program development.  The Director provides leadership in helping the program team form effective teams for core programs, determining and staffing electives to be offered and in generally overseeing curricular offerings.  The Director is responsible for recruiting MPA adjuncts with appropriate skills, temperament, diversity and experience to teach in the program.  The Director coordinates staffing with the deans and the planning unit coordinators, and maintains an on-going relationship with adjunct faculty. This includes an orientation to the college and the program for adjuncts and ongoing support to ensure they have the information and resources needed and are included in program activities.  Although formal evaluation of adjuncts is the responsibility of the Deans, the Director may also provide evidence, in their role as a teaching partner that will assist the Deans in evaluating temporary faculty per Article 6 (Professional Responsibilities) of the Collective Bargaining Agreement.  
2. Academic policies.  In coordination with other relevant campus offices, the Director ensures that MPA academic policies are appropriate, effective, up-to-date and published on the program website.  The Director brings requests to the faculty for exceptions to policies, except when an immediate decision is required. All such decisions are communicated to the faculty. 

3. Supervision.  The Director supervises and works closely with the staff. This includes dividing up the day-to-day tasks of managing the program, establishing annual performance agreements, and conducting annual performance reviews.  

4. Conflict resolution.  The Director mediates disputes between faculty or between students and faculty, referring non-resolvable issues to the a dean or to other campus resources, as appropriate.

5. Communications.  The Director ensures that the program has a successful program for communicating with students, faculty, staff, and other stakeholders, using such means as an up-to-date website, email distribution list, and newsletters twice per year.  The Director ensures timely publication of effective, up-to-date catalogs, brochures, newsletters and advertising copy.

6. Student recruitment, admissions and retention.  Working with the Assistant Directors, the Director oversees the development and implementation of a recruiting strategy, including marketing, media, up-to-date catalog and promotional materials, and informational events. The Director may assist with recruitment visits, responding to student inquiries and other related tasks.   In addition, the Director and staff team monitor and update admissions guidelines and criteria, ensure timely decisions and works with staff to conduct the orientation of new students.

7. Program assessment.  The Director ensures that an annual student survey is conducted on program performance and student satisfaction, provides a report on the results at the start of each new academic year, and ensures that an information system is in place so student enrollment data can be monitored, managed and reported for planning purposes.

8. Internships/Learning Contracts.  The Director works with the Assistant Directors to advertise internships and to work to place students in internships.  The Director approves all graduate learning contracts.

9. Support to Student Groups.  The Director , working with the Faculty/Staff team, provides support and guidance to the graduate student association (GSA) and the MPA Alumni organizations.  

IV.  Representation of the program to interests outside the college

1. Public service.  The Director coordinates the fulfillment of the public service mission of the program through faculty work, student projects and internships and maintain visibility of public service activities to internal and external constituencies in cooperation with the Office of College Relations.  As time and resources permit, the Director assists the program team in developing academic/professional symposia, conferences and/or short courses.

2. Participation in public and other off-campus committees.  The Director ensures program connection to relevant professional organizations and/or governmental activities, including tribal organizations.
3. Alumni relations.  The Director, working with the faculty/staff team, maintains effective alumni relations through such means as the newsletter, notification of special events and support for the program’s alumni group. 

V.  Representation of the program within the college

1. Budget.  The Director manages the program's budget effectively.  This includes working with the faculty and staff to develop budget requests and allocate resources, communicating fiscal needs to the administration, overseeing and approving expenditures, and providing budget status reports to the faculty/staff team.  
2. Advancement.  Along with the deans and provost and in cooperation with the Office of College Advancement, the Director coordinates grant and other advancement efforts that generate resources for speakers, faculty research and student support.

3. Hiring.  The Director works with program faculty and staff to establish and advocate faculty and staff hiring needs and ensure fulfillment of long-range hiring priorities.  
4. Institutional planning and governance
.  The Director participates in college governance including service with the program’s planning unit, disappearing task forces (DTFs), the Enrollment Coordinating Committee and other activities to assure that the program's needs are understood throughout the college's decision-making processes.

Term of Office and Reporting Relationship

The MPA Director reports to the provost.  The Director is expected to complete an annual work plan by September of each year, and have it reviewed by the provost.  The MPA Director is reviewed annually by the provost on the basis of his or her administrative responsibilities.   Overall evaluation of the Director's teaching and administrative accomplishments, as documented in the portfolio, will occur in the normal faculty evaluation schedule and format.

The term of appointment of the Director is two or three years, once renewable at the discretion of the provost.
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�In my annual eval this year, we listed the following as needs of the next director (how use here? Not sure):


 


 Solidly grounded in the field of public administration to take us to our next level.  The Director must be well prepared to: a) be the dominant external face for the program, b) set the curriculum by hiring adjuncts and planning electives, c) represent the program in our discipline and in the region, and d) successfully steer the MPA course for the next 3 years.


Needs to be able to be able to drop right into teaching Core (know the discipline); should have a PhD in the field and up-to-date on scholarship in the field.


Excellent supervisory skills as they will be inheriting a stable, content and effective staff team.


Strong first among equals to lead the faculty team


Good strategic administrative skills


Entrepreneurial; patient, empathetic (there’s a chair in my office that has an invisible sign on it that says, “cry here”), tolerant, nimble.





�CBA has something to say about this…Directors can’t evaluate cause we are not management.  


�We really need to re-think whether the Director must also carry a regular faculty governance assignment – impossible!  Besides, this is contract stuff so this bullet should just address doing strategic work to ensure the program’s needs are understood…
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