TEXAS A&M UNIVERSITY-COMMERCE
Position Title:  Associate Provost-VPAA 
Code: 
9292
Department:
Academic Affairs
PIN:
R02895
Reports to:  
Provost & Vice President for Academic Affairs
Date:
11/12/2012
FLSA Status:  
Exempt
Zone:

PURPOSE OF POSITION:

Assists the Provost & Vice President for Academic Affairs in planning, developing and achieving academic affairs goals in accord with the mission, goals and objectives of the University.  Reports to the Provost/VPAA and serves on the Deans’ Council and other relevant University bodies as assigned by the Provost.  Works with Provost staff, college deans, academic department heads and other university administrators to: (1) establish division priorities; (2) develop budgets; (3) allocate resources to colleges and other appropriate units of the division;  (4) review and implement academic policies and programs; (5) plan curriculum and ensure adequate academic support for the curriculum; and, (6) evaluate program outcomes.  Oversees all academic articulation agreements/MOU’s, Offices of International Studies and Faculty Development and such other entities as the Provost may assign. The Associate Provost/Vice President for Academic Affairs acts on behalf of the Provost in the absence of the Provost. 
ESSENTIAL FUNCTIONS:
· Serves as primary advisor to the Provost in academic, fiscal, personnel matters and assists with establishing and implementing goals and planning objectives for the Division of Academic Affairs.
· Hears student and faculty concerns and advises provost accordingly.

· Oversees academic program reviews and academic policies and their planning, development and effective implementation. 

· Responsible for development and oversight of all academic Memoranda of Agreement/Understanding (MOA’s/MOU’s) and academic articulation agreements with various community colleges, universities and academic entities.

· Responsible for the oversight and development of academic degree/program/major proposals and their submission to appropriate levels of campus, TAMUS, THECB and SACS review.
· Develops, maintains and monitors an up-to-date, central faculty data file for compliance, planning and reporting purposes.

· Responsible for overseeing the facilitation, compilation and submission of required academic reports to TAMUS, THECB, Legislative Budget Board, SACS and the University, including but not restricted to CB M008.  Faculty Workload Reports and Undersized (Small) Class Reports. 

· Monitors and maintains an updated THECB publication,  “Table of Approved Academic Programs” and oversees the development of all proposed changes in the table affecting TAMU-C. 

· Oversees and monitors personnel and programs in the Offices of International Studies and Faculty Development. 

· Leads in the preparation and submission of budgets and final draft budget proposals for all direct reports to the Provosts as well as the Office of Provost and Vice President for Academic Affairs. 

· In the absence of the Provost, represents the Division of Academic Affairs when assigned or in unassigned, unanticipated emergencies when the Provost cannot be contacted. 

· Other duties as assigned by the Provost or President.

MARGINAL FUNCTIONS:
Marginal Functions will vary with the specific assignments depending on special needs and circumstances. Consideration will be given to formal assignment of such functions on  a case by case basis, depending on both the level and urgency of need and availability of other staff capable of assuming responsibility for the function.

KNOWLEDGE & SKILL REQUIREMENTS:

Doctoral degree in academic discipline relevant to TAMU-C. Successful background in higher education as a tenured faculty member with substantive leadership, supervision and administrative experience. Familiarity with academic program development, delivery and review; development and utilization of student learning outcomes and outcomes assessment; as well as regional and specialty accreditation issues. Able to quickly absorb policies, rules and regulations of Texas A&M University System, Texas Higher Education Coordinating Board, Texas Legislative Budget Board and Southern Association of Colleges and Schools. Ability to effectively develop and implement policies and procedures regarding academic budgets; financial, material and personnel resources. Excellent speaking and writing skills with a strong foundation of interpersonal skills for working collaboratively with campus vice presidents, deans, department heads, faculty, staff and students. 
The successful candidate will possess:

· Earned tenure at the University

· Successful leadership, supervision experience in higher education

· Demonstrated commitment to diversity as a core value in higher education

· Strong work ethic and high level of personal energy and enthusiasm for higher education

· Strong commitment to the importance of shared governance in pursuing institutional goals

· Record of program builder, curricular and pedagogical innovation and academic excellence

· Strong academic budgeting, planning and resource allocation skills

· Demonstrated ability to multi-task, set priorities and meet deadlines

· Skills in conflict resolution, mediation and problem-solving

· Outstanding people skills

SUPERVISION OF PERSONNEL:

Serves as direct supervisor of designated Administrative Assistants; Budgets & Personnel Analyst, Senior Coordinator of Faculty Reports and Coordinator of Faculty Reports. Coordinates with Provost, agenda for weekly staff meetings and chairs the meetings in Provost’s absence. 
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This job description is not an employment agreement or contract.  The University has the exclusive right to alter this job description at any time without notice.
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