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WHO DOES WHAT? – TESC MPA Program
	Director

(Mike)

	Assistant Directors (ADs)

(Anna and Puanani)

	Full-time Faculty
	MPA Program Support
(Pam & Julie)

	Program Assistant
(Dhara)

	· 1st line of support for faculty
· Curriculum, schedule

· Plan retreat; set year’s  agenda
· Train new faculty on systems

· Mentor new faculty

· Build adjunct faculty pool

· Manage course enrollment numbers

· Budget, resource acquisition & management

· Foster effective staff team
· Administrative leader/supervise ADs, PA
· Policy exception manager/”decider”

· Relationships with internal and external stakeholders

· Coordinate regular program assessment and create annual reports/plans

· Perform annual staff reviews 

· Support all other program work
· Institutional governance
· Chair staff hiring committee
· Work with ADs on Admissions, Financial Aid
· Evaluate adjunct faculty

· Represent Program across campus, in community meetings, NASPAA
	· 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)

· Mentor new faculty colleagues

· 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)

	· Program support (supporting Assistant Directors & Director)

· Student file maintenance

· builds on line catalog

· can assist with course lists

· assists students with registration

· all other general program support
· updates blog
· creates DLs


