POSITION CLASSIFICATION QUESTIONNAIRE                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         FLSA EXEMPT CLASSIFICATIONS     
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                             Department:  Graduate School, UAMS                                                                                                                                                                                                                             Incumbent:                                                                                                                                                                                                                                 Work Schedule/Location:  8-5 M-F, additional as needed, professional, exempt role                                                                                                                                                                              Working Title:  Assistant Dean for Graduate Student Recruiting and Retention                                                                                                                                                                                   Immediate Supervisor/Title:  Dean of the Graduate School                 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each) 
                                                                                                                                            The Asst. Dean for Graduate Student Recruitment serves as the operations director for graduate activities and is directly responsible for long-range strategies to identify, cultivate and successfully solicit student participants for the graduate programs of UAMS and to promote the graduate programs across a range of organizations and communities.  The position is dedicated to development activities related to the Graduate School and to the overall growth, development, strategic planning and operations of graduate enrollment and retention activities.  The position is directly responsible for coordinating recruiting and retention efforts within the overall scope, objectives, ethics and goals of the Graduate School and UAMS.
                                                                                                                                                                                                                                                                                                 70% Time                                                                                                                                                                                                                                                       The Assistant Dean works directly with potential students and current students, the Dean of the Graduate School, outside organizations and others in recruiting and retaining graduate students for and at UAMS.  The position will research potential         contacts and resources and determine their areas of interest and goals and assist in placement of those individuals within the appropriate graduate program.                                                                                                                                                                                                                                                                                                                                                                  15% Time                                                                                                                                                                                                                                                       Directs the research, communications, development of communications tools, admissions assistance, maintaining a detailed graduate program database, promotion of the programs within the UAMS community, organizing annual career days and related promotional events and conducting all day-to-day development and management activities of graduate student recruiting and retention.                                                                                                                                                                                                                                                                                                                                                                                                      15% Time                                                                                                                                                                                                                                                       Assists the Dean of the Graduate School with reports, presentations and related requests as needed.  Directs and oversees the preparation of statistical information concerning the graduate programs, participates in the decisions of the Graduate Council   and performs related activities in overall support of the Graduate School.  Accompanies university officials and others in presentation meetings, outreach activities and related in support of the Graduate School.       
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  Position Supervises/Leads                              
                                                                                                                                                                                                                                                                                                                                                                                                                                                                      Direct:                  
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     Indirect:   The position works with the Dean#s staff in preparing programs and special events and serves and the coordinator or project leader as needed.                                                                                                      J                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      Budget Responsibility (describe financial responsibilities of position, including approximate dollar amounts, funding sources, number of funding sources managed)                 
                                                                                                                                                                                                                                                                                                                                            Direct:              
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         Problem Solving/Accountability/Independence (direct responsibility for outcome of projects or decisions made)  
                                                                                                                                                The position works very independently with direct responsibility for the overall planning and operations of graduate student recruiting and retention and is directly responsible for tangible results.                                                                                                                                                                                                                                                                                                                       Interaction:  The position has extensive and ongoing interaction with students, admissions officials, senior faculty, the community and others in support of the Graduate School.        
                                                                                                                                                                                                                                                                                                                                     Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)                                                                                                                                                                                                                                                                                                                                                                                    Bending  (%)__15____Standing  (%)_100_____Walking  (%)______Eyesight  (%)__100____                                                                                                                                                                             Hearing  (%)_100_____Driving  (%)__50____Speaking  (%)_100____                                                                                                                                                                                                 Repetitious Movement  (%)______                                                                                                                                                                                                                                Lifting, weight lifted____15__                                                                                                                                                                                                                                 Lift to: waist, _______chest, __XX____above head_______                                                                                                                                                                                                                                                                                                                                                                                                                                                                       Exposure To Harsh or Extreme Conditions  None,  Position does require travel.                                                                                                                                                                                                                                                                                                                                                                                                                                                 Equipment Used in Position (type and percent time) Standard office equipment.   
                                                                                                                                                                                                                                                                                                                                                                                                                                              Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)                                                                                                                                                                  ___Ability to Follow Oral Instruction, Read and Write                                                                                                                                                                                                          ___High School, GED or formal education equivalent                                                                                                                                                                                                             __ Baccalaureate Degree, Major,   Education, Communications, Marketing or related                                                                                                                                                                               x_Advanced Degree, Type/Major , Terminal Degree (Ph.D. or Ed.D.) in Education, Communications or related is required.                                                                                                                                         _____Professional License/Certification                                                                                                                                                                                                                        __X___Work Experience (Length of Time, General and Directly Related)   The role requires five years of progressively responsible management-level experience in graduate student recruiting.  Exceptional communications skills are essential.  Experience     within a health care education setting is strongly desired.                                                                                                                                                                                                                                                                                                                                                                                                                                                                   Other:  Other equivalent combinations of education and experience may be considered.

