

POSITION: 
Dean for Academic Affairs, Allied Health

SALARY:
Salary is commensurate with experience. This is a full-time position with benefits.

DUTIES:
Under minimal supervision of the Executive Vice President and Vice President for Academic Affairs, coordinates and supervises quality programs in the Technical and Industrial Division of Academic Affairs to meet the objectives of Coastal Pines Technical College (CPTC) and to promote instructional programs to public and private entities. Assists Student Affairs personnel with providing services to students in instructional programs. In addition, the Dean reviews and approves all requests for supplies and materials; evaluates faculty credentials; prepares program specifications; prepares and manages the Division’s annual budget; and represents the Division at various internal and external meetings. The Dean supervises subordinate employees. Position begins: July 15, 2026.

1. Coordinates and supervises curriculum development for instructional programs.
2. Monitors and evaluates instructional activities of students each academic term.
3. Oversees the employment of adjunct instructors by recruiting, managing the selection process, and providing appropriate training, along with current instructional material, to the newly hired instructors.
4. Evaluates faculty credentials and gathers faculty credentialing documentation for compliance with SACSCOC guidelines and recommends approval of credentials to the Vice President of Academic Affairs.
5. Evaluates instructional programs to ensure that they meet the Technical College System of Georgia (TCSG) standards and industry needs.
6. Coordinates advisory committee meetings each semester for all instructional programs.
7. Organizes teaching assignments each academic term with teaching loads as determined by college procedure.
8. Assigns and prioritizes instructor schedules according to employee’s skill levels and instructing loads.
9. Conducts classroom observations and provides feedback to instructors.
10. Evaluates procedures of the College, and processes and recommends changes to the Vice President for Academic Affairs.
11. Reviews and approves work schedules and requests for leave, training, and travel for instructors.
12. Approves critical hire requests; responsible for disciplinary issues; acts as reviewing manager for performance plans and evaluations.
13. Coordinates orientation training and staff development training for faculty.
14. Coordinates instructor’s recruitment of students for instructional programs.
15. Coordinates effective dual enrollment activities with the Dean for Academic Affairs, Secondary Initiative and Webmaster and local high schools.
16. Coordinates student advising for currently enrolled and new students.
17. Promotes instructional programs to public and private entities.
18. Develops and manages effective student recruitment and retention plans for instructional programs.
19. Solicits participation by networking with private industry, local agencies and organizations, and other groups within the community. May appear on local television and radio shows to promote CPTC as requested.
20. Conducts a complete and accurate inventory of Division’s holdings on a continuous basis.
21. Reviews and approves requisitions and the purchasing of all Division materials. Completes necessary order forms accurately and obtains required authorization signatures in accordance with established guidelines and procedures.
22. Secures the use of facilities for classes and performs evaluations on the facilities.
23. Maintains and requests software and hardware updates required to fulfill Divisional functions.
24. Properly maintains budget controls, records and balances.
25. Writes and administers programs grant proposals as required.
26. Maintains accurate records and statistical information of instructional programs
27. Produces annual reports, financial reports and other reports as required by TCSG/CPTC policies and procedures.
28. Actively participates in conferences, inter-agency councils and other activities. Provides feedback from meetings attended to the Vice President for Academic Affairs and faculty, as appropriate, in a thorough and timely manner.
29. Clearly defines divisional goals to the faculty at the beginning of each performance period.
30. Communicates regularly with faculty on progress toward defined goals, provides specific feedback, and initiates corrective action if needed.
31. Evaluates instructors at scheduled intervals; obtains and considers all relevant information in evaluations.
32. Motivates staff to improve quantity and quality of work performed and provides training and development opportunities as appropriate.
33. Accepts direction and feedback from the Vice President for Academic Affairs and follows through appropriately.
34. Works when scheduled; begins and ends work as expected; calls in according to policy when arriving late for work or when absent; observes provisions of Fair Labor Standards Act; observes policies on break and lunch periods; uses work time appropriately.
35. Participates in required staff development activities and serves on the College’s governance committees.
36. Advises the Vice President for Academic Affairs regarding the budgeting and expenditure of funds required to implement, maintain, and monitor activities related to instructional programs.
37. Maintains knowledge of current policies, procedures, laws, trends, and developments of managed instructional programs.
38. Performs other duties as assigned by the Executive Vice President and Vice President for Academic Affairs.

[bookmark: _Hlk162248794]MINIMUM QUALIFICATIONS:
· Master’s degree in an Allied Health or related field *and* three (3) years of related work experience.

PREFERRED QUALIFICATIONS:
· Minimum of 1 year teaching experience in an Allied Health program in a secondary and/or postsecondary educational institution.
· Experience with Allied Health Program accreditations.
· Experience as an Allied Health Program Director.

APPLICATION DEADLINE:
Open until filled. Initial screening/interviewing will begin as needed.  


Equal Opportunity Statement
Coastal Pines Technical College (CPTC) does not discriminate on the basis of an individual’s age, color, disability, genetic information, national origin, race, religion, sex, or veteran status (“protected status”). The following persons have been designated to coordinate the College’s implementation of non-discrimination policies: Brandie McLaughlin, Title IX Coordinator, Jesup Campus, 1777 West Cherry Street, Jesup, Georgia, HR@coastalpines.edu  912.427.5876; Emily Harris, Title IX Coordinator, Waycross Campus, 1701 Carswell Avenue, Waycross, Georgia HR@coastalpines.edu  912.287.4098; titleix@coastalpines.edu  ADA/Section 504 Coordinator, ada@coastalpines.edu ; All Campuses, 1777 West Cherry Street, Jesup, Georgia.
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