SOUTH GEORGIA COLLEGE
Job Description
 

Working Title:         Vice President for Academic Affairs

Job Classification:   Executive

FLSA Exemption:    Executive

Department:             Academic Affairs

 

Purpose:
Reporting to the President, the Vice President for Academic Affairs serves as the chief academic officer of the College and is responsible for maintaining the academic integrity of the institution.  The VPAA ensures that the College operates in accord with the academic policies of its governing board (the Board of Regents of the University System of Georgia) and its accrediting agencies. The VPAA provides leadership for the academic programs, curricula, and personnel, and oversees the academic budget.  Reporting to the VPAA are the four division chairs, the library director, the director of Student Support Services, and the Director of the South Georgia College Entry Program in Valdosta.  
 

 
Nature of Work:
Essential Functions

 
· Administer the academic programs of the College, including the transfer, career, and learning support programs. 

· Study and recommend academic policies and procedures designed to improve the achievement of the objectives of the College. 

· Recommend to the President new appointments to the corps of instruction. 

· Supervise the evaluation of the corps of instruction and make recommendations to the President concerning the promotion, advancement, and retention of instructional personnel. 

· Maintain official records on all members of the corps of instruction. 

· Conduct studies of and make recommendations for the improvement of teaching-learning procedures, curricula, evaluation, course planning, academic record keeping, the use of educational media, educational programs, and all other elements of the academic life and work of the College. 

· Promote the professional growth and development of the faculty through in-service training, participation in professional organizations, the use of consultants, stimulating further academic study, and in other ways. 

· Present the recommended budget for the instruction area of the educational and general budget of the College to the President after reviewing the budget recommendations of the Division Chairs. 

· Coordinate the preparation of the schedule of classes by the Division Chairs and prepare the master schedule for publication. 

· Direct the development of the catalog and approve all other publications or parts of publications concerning educational programs, instructional personnel, and other academic affairs. 

· Coordinate the assignment of instructional spaces, facilities, and equipment of the College and conduct studies of and recommend improvements in the acquisition and use of same. 

· Prepare and make available to the members of the faculty a Faculty Handbook containing the most current policies and procedures of the College relating to academic affairs.

· Revise the Statutes of the College on an as needed basis and present such revisions to the general faculty for its review and approval. 

· Study the academic standards of the College, maintain communication with accrediting bodies and other academic groups of a scholarly nature, and make recommendations to the President to assure that appropriate standards are being met or exceeded. 

· Assist in interpreting the programs of the College to the community and other interested groups. Complete reports to the Board of Regents, U.S. Office of Education, and other agencies concerning academic matters of the College. 

· Present an annual report to the President of the College concerning the academic life and work of the College. 

· Coordinate the development and submission of proposals for grants to state, federal, and private agencies that will strengthen the work of the College and supervise the administration of grants that are funded. 

· Perform other duties assigned by the President. 

Exceptional Functions

 
Required/Desired Knowledge, Abilities and Skills:

The Vice President for Academic Affairs is required to have a thorough understanding of the University System of Georgia’s academic policies and procedures and the guidelines for accreditation set forth by the Commission on Colleges of the Southern Association of Colleges and Schools.
Required/Desired Education, Experience and Necessary Qualifications:

 
An advanced degree and a minimum of ten years work experience is required. 

 
Supervision:
The Vice President for Academic Affairs reports to the President.

 
 
 
 
 
 
 
