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ADMINISTRATOR POSITION DESCRIPTION 

	ADMINISTRATIVE TITLE:   Dean of Nursing and Health

	NAME OF ADMINISTRATOR:  

	RANGE ASSIGNMENT:       
	POSITION CONTROL NUMBER:  


POSITION PURPOSE:  
As a college academic leader, the person in this position is accountable for ensuring quality and integrity of all academic functions of Nursing and Health Division Programs. The Dean will provide leadership and direction to assigned nursing and health division programs, faculty and staff; will serve as the Dean of the Associate Degree Nursing Program, the Practical Nursing Program, the Nursing Assistant Program, and other Health Division Programs; will lead collaborative planning while achieving and maintaining national accreditation, and will lead collaborative planning with higher education and health care agency partners. This administrator will serve as a member of the ATCC Leadership Council.  
Signature of Employee




Date                                       .
Signature of Supervisor




Date                                       .

CHARACTERISTIC DUTIES AND RESPONSIBILITIES:
1. Provide leadership, direction, coordination, general supervision and evaluation of all assigned academic programs and staff. The Dean, working in conjunction with the Senior Dean of Academic Affairs, is responsible for hiring recommendations, orientation, training and development, direction and performance evaluations, administering collective bargaining agreements, and compliance with Minnesota State Colleges and Universities (MnSCU), State and Federal policies, rules and regulations related to personnel management. Assist in the development and updating of program information, including electronic, paper and other sources.  
Priority: Essential 
Percent of time: 30%

2. The Dean will ensure that the nursing programs achieve and maintain national accreditation. In addition, the Dean will work with other health program faculty to explore and maintain accreditation, and work collaboratively with faculty to ensure that required data is collected and all necessary reports are prepared and submitted timely. Facilitate the necessary accreditation site visits.  
Priority: Essential
Percent of time: 20%

3. Supervise, guide and evaluate the Health Division curricula, including Associate Degree Nursing, Practical Nursing, Certified Nursing Assistant, Speech Language Pathology Assistant, Medical Laboratory Technician, Early Childhood Education, Health and Fitness Specialist, Medical Administrative Assistant, and Medical Coding. Lead the programs by ensuring regular assessment is completed and programs are making curricular changes in response to advisory committee recommendations or industry trends.
Priority: Essential 
Percent of time: 15%

4. Maintain, seek, and establish clinical partnerships to meet overall program outcomes. Provide oversight to ensure that all students are in compliance with clinical agency requirements for health screening and background study requirements. Collaborate with industry partners to address workforce needs and develop innovative educational offerings in response to those needs. Partner with directors of other programs across the state to promote a cohesive statewide approach to education. Collaborate with other departments to encourage multi-disciplinary approaches to education. 
Priority: Essential 
Percent of time: 15%
5. Work with faculty to manage policies related to the selection and progression of students. Responsible for updating program handbooks in collaboration with faculty. Collaborate with admissions staff and advisors, recruit, advise and admit students to the programs. Review and accept/deny student requests for course transfers and advanced standing.  Monitor progression of students enrolled in assigned academic programs. Direct students to the appropriate coursework for successful degree completion.  Advocate for both faculty and students during conflict resolution.

Priority: Essential 
Percent of time: 10%

6. Coordinate the scheduling of all credit classes in assigned programs and collaborate with the Senior Dean for general education offerings. Coordinate and schedule all off site clinical placements.
Priority: Secondary 
Percent of time: 5%

7. Assist in other duties as assigned by Senior Dean of Academic Affairs and Students, Executive Vice-President for Academic and Student Affairs, and President.

Priority: Secondary
Percent of time: 5%

QUALIFICATIONS:  

Minimum Qualifications 

· Master’s degree with a major in Nursing, Nursing Administration, Nursing Education, Public Health Nursing, or a nursing clinical specialty.  

· Eligibility for Licensure in the State of Minnesota as a Registered Nurse.

· Leadership experience in a collegiate or clinical setting providing direct supervision.  

· Teaching/training experience.
Preferred Qualifications  

· Three to five years of experience as a nursing instructor in an academic setting.

· Three to five years of experience in administration of collegiate nursing program(s). 

· Demonstrated skills in curriculum development and evaluation.

· Experience with an accreditation process.

· Demonstrated success in fostering collaborative working relationships.

· Evidence of highly-developed interpersonal, communication, organizational and facilitation skills.

· Experience with simulation in nursing education.

· Demonstrated commitment to fostering diversity.

· Experience working in a collective bargaining environment.
· Experience working with diverse populations.
BUDGET AUTHORITY:
This position has budgetary responsibility of approximately $2 million dollars annually.
REPORTABILITY:  
Senior Dean of Academic Affairs and Students 
SUPERVISION:  

· Approximately 22 faculty

· 1 Administrative Assistant (OAS, Intermediate) – 30%
