Master of Environmental Studies Director Position Description

The Director of the Graduate Programs in Environmental Studies has three primary responsibilities:

1. Management of internal program operations and the graduate curriculum,

2. Representation of the Program to interests outside the college,

3. Representation of the Program within the College’s administrative network.

The Director is a teacher-administrator whose primary responsibility is to lead in fostering and maintaining an effective learning community for students and faculty engaged in graduate professional education transformed by the Evergreen philosophy. The Director also plays the key role in maintaining effective linkages between the graduate programs 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 as needed. In pursuing these responsibilities, the Director shall devote the majority of his/her administrative time to planning, arranging and evaluating the carrying out of these activities, delegating as appropriate the implementation to responsible faculty members or other agents of the college. The Director should develop a clearly understood working relationship with her/his faculty to guarantee ultimate coverage of each objective.

The Director shall report to the Provost with open lines of communication between the Directors, the Provost, the Deans and the President. Decisions affecting the programs by the Provost should be made in consultation and collaboration with the Director. The Director should also ensure that the Provost is kept informed of program activities and decisions especially with regard to governance, curriculum, budget and faculty assignments. The Director will attend the quarterly meetings convened by the Provost.

The Director will be expected to complete an annual work plan. This plan should be prepared annually, usually in September, and reviewed by the Provost. The Director will be reviewed annually by the Provost on the basis of his/her administrative responsibilities. Overall evaluation of the Director’s teaching and administrative accomplishments as documented in her/his portfolios will occur in the normal faculty evaluation schedule and format of the Academic Deans.

The term of appointment of the Director will be two or three years, once renewable.  The Director serves as a half-time administrator during the summer.

Management of internal program operations includes:

· Intellectual leadership: The Director should provide intellectual leadership to the program by keeping abreast of cutting edge 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.

· Teaching: The Director shall normally teach half-time in the program with specific assignment depending on the particular needs of the curriculum in any given year.

· Curriculum Development: The Director shall provide leadership in the formation of effective teams for core programs, determine and staff electives to be offered, evaluate the adjuncts teaching those electives, and generally oversee curricular offerings and changes. This includes recruiting TESC faculty (continuing, visiting, and adjunct) of appropriate skills, temperament, diversity, and experience to teach in the program. The Director should work with the Assistant Director to develop internships and match internship sponsors with appropriate students and faculty; the Director shall approve graduate Internship Learning Contracts.

· Academic Policies: The Director shall ensure that graduate student academic policies are effective and up-to-date, in coordination with other relevant offices on campus as appropriate. The Director has authority to approve student requests for exceptions to those policies, such as granting exemptions to prerequisite requirements or approving transfer credit.

· Conflict resolution: The Director shall mediate disputes between faculty of between students and faculty, referring unresolvable issues to the graduate dean or other campus resources as appropriate.

· Publications: The Director shall ensure timely publication of effective , up-to-date catalogs, brochures, newsletters, and advertising copy.

· Student Recruitment, Admissions and Retention: Directors should be regularly involved with admission, selection, and retention processes. This includes recruitment visits, responding to student inquiries, providing for review of applicant files, coordinating work with student services, providing for student advising, providing for 

the preparation of materials for visits and mailings, and maintenance of student records. In addition, the Director should monitor and update admissions guidelines and criteria, ensure timely decisions, and conduct the orientation of new students.

· Program Assessment: The Director shall coordinate systematic program review, self-studies and assessment processes.

· Faculty Participation: The Director shall chair faculty discussions, involve the faculty assigned to teach in the program at any given time in the overall functioning of the program, and acknowledge their contributions to program governance for the faculty  members portfolios.

· Staff Supervision: The Directors shall supervise the assistant director of graduate programs, classified staff assigned to the programs, and student workers as appropriate.

· GSA: The Director should provide support and guidance to the graduate student association (GSA).

Representation of the Program to interests outside the college:

· Public service: The Director shall coordinate 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, he/she should assist in fund-raising efforts to enhance the MES budget and in the development of academic/professional conferences and/or short courses and other Extended Education opportunities.

· Participation in public and other off-campus committees. The Director shall provide for program connection to relevant professional organizations and/or governmental activity.

· Alumni Relations: The Director shall maintain effective alumni relations through such things as the newsletter and notification of special events.

Representation of the Program within the College’s administrative network:

· Budget: The Director shall manage the program’s budget effectively, communicate fiscal needs to the administration, develop budget requests, oversee and approve expenditures, and allocate resources.

· Development: In cooperation with the Development Office, the Director will coordinate grant and other development efforts, such as outside funding for speakers, faculty research, and student support, with the Deans and Provost.

· Hiring: The Director shall work with program faculty to establish and advocate hiring needs and ensure fulfillment of long-range hiring priorities.

· Institutional Planning and Governance: The Director shall participate in college governance including service on the Planning Unit Coordinators’ council, DTF’s, the Enrollment Coordinating Committee and elsewhere to assure that the program’s needs are understood throughout the College’s decision-making process.
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