JOB DESCRIPTION (The following is suggestive, each institution will design its own job description)
Program Director
The Program Director  is the principal academic supervisor of the program within a school.
Accountabilities

· Primarily accountable to the principal, dean or administration of the school 

· Accountable to the Encarnação Alliance commission as a professional body responsible for the launching and development of these degrees. 

Roles in Liaising with the Encarnação Alliance MATUL Commission
· Implement the Program Proposal within the constraints of the institution and national educational policies
· Participate in in-house and Encarnacao Alliance MATUL Commission program planning discussions (via phone, email, and in-person consultations) to refine philosophical and operational dimensions of the design.  Requires traveling to one MATUL Commission gathering at least yearly.
· Continuously propose updates to the core shared program proposal on the basis of ongoing planning with program stakeholders.
· Receive from staff, review and revise (as needed) 16 syllabi submitted by course writers in accordance with the Encarnação Alliance Course Outline Formatting and Syllabus guide.
· Supervise the development of course manuals and relay  these back to the Encarnação Alliance Coordinator.
· Work to develop an MOU with the Encarnacao MATUL Commission by July 2008.
· Assist in the coordination of faculty under joint appointment by institutional partners.
Institutional Roles
· Write text for the Catalogue and program website.
· Supervise the production of program web site and brochure.
· Take primary role in developing recruitment processes for potential students
· Assist the [principal/ president/dean] in the identification of appropriate international, regional and local faculty.  Develop recruitment processes and review the applications/resumes of all prospective faculty. 
· Oversee budget and fundraising plan for the program and finances related to program activities.
· Maintain high programming standards by ensuring the implementation of accepted and appropriate project design, educational policies, and curricular standards.
· Supervise the site coordinator.
· Implement an ongoing training process and individual mentoring process for adjunct faculty in transformational conversational theological process, adult learning, action-reflection learning processes, practicum design etc.
· Provide administration performance and financial reports.
· Liaise with APU administration in reference to American Students and aspects related to the MOU between the schools.[image: image1.png]
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