POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
ASSISTANT DEAN
Class Code:

Immediate Supervisor/Title:  Dean
Position Summary (briefly describe the general purpose of the position)

Position provides administrative, personnel, and fiscal guidance within the academic setting.
Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Position is responsible for administrative, personnel, and fiscal areas; develops budges, prepares costs analysis of changes in programs, manages support staff, and provides day-today guidance for the college.  Reviews education cost, health care trends, and enrollment projections for potential impact upon current and planned academic programs.  Position may have teaching responsibilities.
Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

Ability to Follow Oral Instruction, Read and Write

Master’s level degree in Business Administration, Finance, or in directly related field and a minimum of five years of progressively more responsible administrative experience.
