
JOB DESCRIPTION

POSITION TITLE
Associate Dean of Students and Director of the Academic Support Center

REPORTS TO:

Dean of Students

PRIMARY FUNCTION: 
Provide academic and adjustment counseling for the sophomore class: provide support and assistance to students, faculty and staff in areas of academic action, including incompletes and academic petitions; on a rotational basis be on call for campus emergencies; serve as primary coordinator for the student judicial process; work with Residence Life Staff to address issues of student conduct and community standards in the Residence Halls; serve as a generalist in the Dean of Students Office.  Provide leadership to the Academic Support Center, ensuring the provision of quality, timely service to students who need assistance provided by the staff in the ASC.  Perform other duties as assigned.

AREAS OF RESPONSIBILITY:


1. 
Consult with students on matters of personal and academic concern

2.
Produce and maintain detailed records of student interaction

3.
Coordinate the student discipline and conduct program of the College

4.
Supervise the Academic Support Center and Disability Services.


a.
supervise and provide leadership to the staff


b.
oversee the budget and other resources of the ASC

c.
ensure the provision of quality, timely service to students who 

  
need assistance provided by the staff in the ASC.

5.
Develop and maintain relationships with staff and faculty on campus

6. Serve as “on call” Dean in rotation with others

7.
Perform other general tasks to ensure the success of students in and out of the classroom

SUPERVISORY RESPONSIBILITIES: 
Academic Support Center


Asst./Assoc. Dean of Students office staff

CONTACTS:
Meet and discuss issues of academic concerns with faculty, staff, students and parents.
EDUCATION: 
Essential:
Master’s Degree in Counseling, Student Personnel or related field.

EXPERIENCE:
Essential:
3-5 years

KNOWLEDGE, SKILLS, ABILITIES:

Experience in judicial affairs in higher education; strong inter-personal communication skills; demonstrated ability to work effectively with students, faculty and other professionals in the student life area; excellent conflict resolution and problem solving skills; commitment and understanding of liberal arts education in a church-related college

PHYSICAL DEMANDS:
None 

WORKING ENVIRONMENT:
Normal office environment
WORK SCHEDULE:
FTE:
1.0

APPROVAL:                                                Greg Kneser, VP/Dean of Students
DATE:




July 1, 2008

