Associate Dean for Academic and Student Affairs 
Principal Position Duties

The CHRP includes the Departments of Audiology and Speech Pathology, Dental Hygiene, Dietetics and Nutrition (dietetic internship & master’s program in clinical nutrition), Emergency Medical Sciences, Health Information Management, Laboratory Sciences (medical technology & cytotechnology), Imaging and Radiation Sciences (Diagnostic Medical Sonography, Medical Dosimetry, Nuclear Medicine Technology, Radiologic Imaging Sciences, Radiation Therapy), Genetic Counseling, Ophthalmic Technologies, and Respiratory and Surgical Technologies.  Additional programs are in development.  The college has extensive outreach activities, including distance education in both Arkansas and several adjacent states.

List of Principal Duties and Responsibilities
· Review student degree plans 
· Review admissions decisions prior to finalizing
· Chair the CHRP Recruitment Task Force 
· Chair Dean’s Office Staff Meetings)
· Coordinate the annual development of the CHRP Catalog and Handbook 
· Ensure the CHRP Web site accurately reflects current policy and curriculum
· Ensure the CHRP recruitment brochures are accurate and up-to-date
· Manage Fall., Spring, and Summer Registrations & Orientations
· Be a member of the UAMS Vice Chancellor’s (Academic Affairs) Advisory Committee, the UAMS Academic Computing Advisory Committee, and the CHRP Executive Committee 
· Participate in new program development by assisting in the preparation of proposals for the UAMS Chancellor, the U of A President and Board of Trustees, and the Arkansas Department of Higher Education MRE Grants (Fall)
· Supervise the CHRP Curriculum Committee

· Develop, in consultation with the Dean, the annual CHRP Committee Charges 
· Conduct the11th Day Head Enrollment Count (Fall, Spring, Summer)
· Coordinate, through the CHRP Director of Student Affairs, CHRP’s component of the annual Commencement

· Coordinate development and production of the Advisors Manual 
· Conduct the Research Discussion Group 
· Coordinate the preparation of the CHRP Annual Report 

· Respond to student problems, complaints, etc. as defined in UAMS and CHRP policies
· Assist in preparing the annual Financial Aid Report and the annual financial aid budgets
· Service as an editor of the accreditation self-study reviews
· Serve as chairman of search committees for CHRP department chairmen, if needed 
· Coordinate the CHRP section of the “Caduceus”
· Coordinate CHRP’s participation in the Netkeva system
· Coordinate CHRP’s participation in Turn-It-In System
Represent the CHRP in the Perkins Program
· Under Enrolled Programs Applicant Letter-March 7, 2008

· Assist Academic Computing in the maintenance of the CHRP Database

· Conduct the Annual Performance Reviews of CHRP Dean’s Office Staff who report to the Associate Dean position
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In addition to a wide variety of duties related to the stated qualifications, the Associate Dean also supervises the operation of the following college offices:  Registrar, Admissions, and Student Affairs.
Minimum qualifications include an earned doctorate in a health related or educational discipline, significant teaching experience, excellent interpersonal and oral and written communication skills, and at least five years of recent administrative experience at the department chairman level or higher at a four-year college or university or an academic health center, preferably in an allied health academic unit. Additional desirable qualifications include successful experience with the grants process, educational assessment, academic advising, student recruitment, program development and accreditation, and literacy in the educational use of computers.
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