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Position Description
	Name: 
	Date: 

	Position Title: Department Chairperson
	Department: 

	Prepared/Updated by: VP for Academic Affairs
	Origination/Revision Date: 4/1/13 / 3/29/19

	Reports to: College Dean
	Supervises: department faculty, Contract Faculty of Practice, staff, and student employees within the College.

	Interfaces with: Administrative officers as necessary.

	

	Position Purpose & Summary

	The purpose of the position is briefly described below:

	The Department Chairperson is a member of the University faculty and serves as the administrative leader and the coordinator of curriculum and instruction at the department level.  The chairperson carries out the goals and vision of the University and its mission, with specific focus on the mission and goals of their department.

The chairperson is appointed to a three-year initial term renewable by the College Dean, in consultation with the Vice-President for Academic Affairs.  In basic terms, the department chairperson facilitates the planning and implementation of department programs, curricula, scheduling, activities, personnel, and budget.  The normal annual workload for a department chairperson is 20 credits of teaching, four credits of service and scholarship, and four credits of administration.  (Depending on the college within which one serves, teaching workload may be fully allocated to two semesters of the academic year; however, the administrative responsibilities of a department chairperson typically extend throughout the calendar year.)

Areas of responsibilities include, but are not limited to: 


Administration and Management:  leading in the development and implementation of mission, vision, goals, and values; building morale; conducting timely evaluation; planning and convening regular meetings; maintaining major documents of the department as required by the university and regulatory bodies; collaborating with the Registrar regarding course offerings and scheduling; ensuring accountability of faculty for additional responsibilities; maintaining continuous quality improvement; participation in meetings as necessary; coordination of accreditation and assessment data; resolving issues to ensure due process; providing orientation to the University for new faculty and staff; ensuring alignment with strategic goals and plans; and fostering an engaging and active learning environment for students.

Curriculum and Instruction Oversight:  demonstrating awareness of and receptivity to current educational philosophies; encouraging continued program development and departmental innovation; updating and approving development of department curricula, in consultation with College Dean; coordinating efforts as required by accreditation and regulatory agencies; and maintaining updated files of course syllabi for all currently active courses.

Faculty and Staff Development:  assists in the recruitment, development, support, and supervision of departmental faculty and staff; initiating requests for new faculty and serve as chair for search committees; conducting annual performance reviews of faculty and staff under oversight; recruiting, supervising, and evaluating Contracted Faculty of Practice for department; leading faculty development including annual Professional Development Plans in cooperation with College Dean; provide oversight of department partnerships; and promoting alumni relations as appropriate.


	

	Essential Duties of the Position

	Areas of essential duties that will pull into the performance appraisal annually for ranked evaluation are included below. Note that reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of the position.

	Priority
Principle Responsibilities (5-7 Areas)

	1
Support the University's mission, vision, goals, and values.

	2
Oversee department programs and curricula, scheduling of courses, and making catalog updates.  Assist with the coordination of department offerings with the needs of other colleges and departments at the University.

	3
Facilitate a collegial and responsible approach to the scheduling of classes and teaching.

	4
Oversight and management of the departmental budget.

	5
Meet regularly with the College Dean to coordinate departmental activities.

	6


	7
Ensure that University policies are followed at the departmental level.

	8
Collaborate with Enrollment Management to promote department recruitment and retention of students..

	9
Serve as supervisor to department faculty to include management, hiring, faculty development, and holding employees accountable.

	10
Benefit the University through on-campus and off-campus activities.

	11
Follow policies and procedures of the University.

	


	Education & Training Profile

	Required or preferred education or training based on job related requirements and consistent with business needs indicated below.

	Degree or Training
Type
Degree or Training
	Degree or Training                                            Type

	High School or equivalent (GED):
	 FORMDROPDOWN 

	Associate’s Degree:
 FORMDROPDOWN 

     
	 FORMDROPDOWN 


	Bachelor’s Degree:
 FORMDROPDOWN 

     
	 FORMDROPDOWN 

	Master’s Degree:
	Required

	Terminal Degree:
 FORMDROPDOWN 

     
	  Preferred
	In department discipline.

	Certification or Licensure:
 FORMDROPDOWN 

     

	Other Education or Training:
 FORMDROPDOWN 

     

	

	Work Experience

	Required or preferred work experience based on job requirements and consistent with business needs is indicated below:

	Required
     
Demonstrated administrative, management, and leadership skills.

	Required
     
Record of teaching excellence.

	Required
     
Strong team-building skills and an ability to work effectively and collegially with others.

	Required
     
Highly developed skills in written and oral communication, human relations, and creative problem solving.

	Required
     
Commitment to enrollment growth with integrity in one’s college.

	Required
     
Commitment to ensuring academic programs in the college, including alignment with professional organizations and accreditation processes.

	Required
     
Commitment to building diversity in one’s college.

	

	Competencies

	Competencies required for success in the position are indicated below (i.e.: written communication, attention to detail, etc.):

	A commitment to Christian higher education and the Lutheran identity of the University.

	Knowledge of faculty policies, as articulated in the Faculty Handbook.

	

	Physical Demands

	The physical demands of this position are consistent with a professional office environment and require regular sitting, standing, and walking/moving about.  Additional demands, or those inconsistent with a professional office environment, are detailed below.  

	Additional Demands: 
N/A



	

	Working Conditions 

	This position operates in a professional office environment.  This role routinely uses standard office equipment such as computers, phones, printers, filing cabinets, and other office equipment typically found in such an environment. Exceptions to this environment are indicated below (i.e.: noise exposure, exposure to natural elements, etc.)

	Exceptions: N/A

	

	General Comments

	     

	

	Acknowledgement

	While the most significant duties have been included, this description is not designed to cover or contain a comprehensive listing of activities or responsibilities.  This does not preclude the assignment of additional or developmental duties and special projects outside the scope of the position.  Duties, responsibilities and activities may change at any time with or without notice. 

Employee signature below constitutes employee's understanding of the requirements, essential functions and duties of the position.

	Employee Signature                                       Date
	Supervisor Signature                                            Date

	
	

	Director Of Human Resources Signature
	Date
	


1 of 3

