CCA General Program Chair Job Description
Position Summary:
The chair is responsible for the vision, leadership, and administration of their program.

Reports to:
Director within the appropriate division.

Responsibilities:

· Work with faculty and directors to develop program goals, strategies, and metrics consistent with college and program missions. Conduct ongoing progress evaluation.
· Lead faculty in developing program curricula and identity.
· Manage and support faculty in their roles as teachers, mentors, and practitioners.
· Establish and enhance academic and professional networks for the program.
· Regularly assess student learning in partnership with faculty and use results to inform strategic decisions about curricula, facilities, technology, hiring, etc.
· Attend conferences and stay up to date with issues relevant to the field.
· Devise, prepare, and monitor program budget in support of the program mission and learning outcomes.
· Attend program chair and relevant ad-hoc meetings.
· Identify and recruit qualified faculty while maintaining a sustainable curricular model. Assess program faculty composition in light of diversity, visibility, and program goals and teaching effectiveness. Develop a multi-year hiring plan and provide written recommendations for new positions, promotions, and hires.
· Work with the director’s office and appropriate staff to determine and communicate staffing, facilities, equipment, and other program needs.
· Provide leadership for program assessment and accreditation.
· Work collaboratively with the Enrollment Services Office to establish and reach enrollment goals by developing and implementing effective student recruitment strategies. Review portfolios for incoming transfer students.
· Work with the Communications and Alumni Offices to increase college and program visibility through up-to-date student, faculty and alumni achievements.
· Communicate with other chairs to foster effective use of resources around public programs, events and exhibitions.
· Build a strong community with regular, open communication (at least two program meetings per semester) between students, faculty and staff.
· Work with academic staff to manage the day-to-day running of the program.
· Coordinate advising needs with the associate dean of students for advising.
· Provide the directors with a timely, accurate course schedule.
· Other duties specific to your program’s needs, as required.
