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Position Description
	Name:      
	Date:      

	Position Title: 

Program Lead, CSP Global

	Department Title: 


	Prepared/Updated by:      
	Origination/Revision Date: July 18, 2023

	[bookmark: bookmark=id.gjdgxs]Reports to:      
	[bookmark: bookmark=id.30j0zll]Supervises:      

	[bookmark: bookmark=id.1fob9te]Interfaces with:      

	

	Position Purpose & Summary

	The purpose of the position is briefly described below:

	
A CSP Global program lead manages program(s) within an academic unit. Their role includes leading faculty and managing resources to achieve educational unit goals, overseeing the curriculum to meet institutional standards, fostering industry connections to enhance the curriculum and the student experience, and ensuring compliance with policies and regulations. Delivering a high-quality student experience is a priority of the entire Concordia learning community. As appointed faculty roles, Program Leads are also responsible for fulfilling the faculty position responsibilities. 


	

	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. Collaboratively lead the academic program(s), with input from colleagues, industry experts, instructional design experts, and administration, to ensure program alignment with career/discipline needs, accreditation, market forces, and student success. 

	2. Onboard, lead, supervise, and develop assigned faculty in their curricular content area to fulfill their teaching responsibilities.

	3. Monitor student and faculty success data to provide appropriate interventions and support services within program(s).

	4. [bookmark: _heading=h.3znysh7]Collaborating with university leadership, foster industry connections to enhance relevancy and student industry-engagement opportunities throughout the curriculum. Embed curricular industry projects throughout the coursework. Create career-focused virtual events for student and faculty engagement. 

	5. Follow the university and academic unit's policies and procedures.

	
6. Perform other job-related duties as assigned.

	

	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):
	
	Associate’s Degree:		     
	

	[bookmark: bookmark=id.2et92p0]Bachelor’s Degree:		     
	Required; Program Specific
	Master’s Degree:
	

	[bookmark: bookmark=id.tyjcwt]Terminal Degree:		     
	Preferred
	

	Certification or Licensure:	Preferred; Program Specific

	Other Education or Training:	NA

	

	Work Experience

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

	Required	3-5 Years program specific business

	Preferred	3-5 Years of online adult education, curriculum & development

	

	

	Competencies

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

	Strong commitment to student user experience and success

	Excellent communication skills; oral, written, and video lessons

	Interpersonal skills necessary to lead people and manage courses

	

	

	Physical Demands

	[bookmark: bookmark=id.3dy6vkm]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.  

	[bookmark: bookmark=id.1t3h5sf]Additional Demands: 			

	

	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: 

	

	General Comments

	· This position requires a teaching load determined by program size and need.
· Overload teaching assignments are available after successfully meeting role requirements.
· Flex Time options are available for teaching load with some required office hours for program management on Tuesdays, Wednesdays, and/or Thursdays from 9 AM – 3 PM.
· Since students and faculty may need assistance after typical work hours, this position requires some evening and weekend work.
· This job opportunity welcomes remote workers and may occasionally require attendance at in-person meetings to foster effective collaboration or required university-wide events.


	

	Acknowledgment

	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 HR Operations Signature
	Date
	




	HR Position Evaluation Worksheet

	Position Profile

	Banner Position ID:
	[bookmark: bookmark=id.4d34og8]     

	[bookmark: bookmark=id.2s8eyo1]Job Description Status: 

	Employee Class:
	[bookmark: bookmark=id.17dp8vu]     
	Position Class:
	[bookmark: bookmark=id.3rdcrjn]     

	[bookmark: bookmark=id.26in1rg]Exemption Status: 

	[bookmark: bookmark=id.lnxbz9]Exempt Criteria:      

	[bookmark: bookmark=id.35nkun2]Position Type: 

	[bookmark: bookmark=id.1ksv4uv]LCMS Requirement: 

	

	Wage Classification

	[bookmark: bookmark=id.44sinio]Assigned Table:      

	[bookmark: bookmark=id.2jxsxqh]Assigned Grade:      

	Factors Considered in Determination:
	[bookmark: bookmark=id.z337ya]     

	

	Comments

	[bookmark: bookmark=id.3j2qqm3]     

	

	Approval

	
	

	Director of HR Operations 
	Date
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