	NORTHEASTERN OKLAHOMA A & M 


	 


	Vice President for Academic Affairs 



	




	Department:   Vice President for Academic Affairs 
	Job Status:   Full Time 

	FLSA Status:   Exempt 
	Reports To:   The President of the College 

	Grade/Level:   
	Amount of Travel Required:   Minimal 

	Work Schedule:   
	Positions Supervised:   

	
	Academic Department Chairs:  Agriculture; Business & Technology; Communication & Fine Arts; Allied Health, Nursing & Physical Education; Math & Natural Sciences; and Social Sciences; Assessment Coordinator; Staff Assistant to Vice President for Academic Affairs; and others as assigned by the President.  
Assistant VP for Academic Affairs who supervises the Coordinator of Library Services, Grant Coordinators: Allied JOBS, Student Support Services, and Upward Bound.





POSITION SUMMARY 
The Vice President for Academic Affairs is the chief academic officer and is responsible for the development, implementation and evaluation of all academic programs conducted or sponsored by the College.  The Vice President for Academic Affairs shall ensure that NEO’s academic programs are of the highest possible quality and consistent with the needs of the College’s key stakeholders.   Please print a hard copy and send it along with your resume to the following address: Personnel Department Northeastern Oklahoma A & M College Box 3971 Miami, OK 74354. You may call the Personnel Office at (918) 540-6378. AA/EOE 
ESSENTIAL FUNCTIONS 
Essential Functions Statement(s) 
· Provides leadership in identifying the needs for academic programs and developing, implementing and evaluating those needed programs. 
· Provides leadership necessary to ensure that all academic programs are delivered within the highest possible quality. 

· Inspires cooperation and harmony within the College's academic organization and between that organization and other administrative components of the College. 

· Develops, in conjunction with the Department Chairs and other appropriate officers, annual budgets and expenditure plans for the academic organization. 

· Provides leadership in the development of institutional policies and long-range plans with particular emphasis upon those pertaining to academic affairs. 

· Fosters effective communication among faculty and between the faculty, administration and other constituencies. 

· Ensures that faculty possess the qualifications and skills appropriate to their responsibilities by monitoring new faculty acquisition and promoting professional development of existing faculty. Ensures development of new faculty. 

· Serves as the College spokesperson and representative to external constituencies (business, city, and non-profit agencies) on matters pertaining to academic affairs. 

· Ensures that employees within the academic organization are appropriately supervised, recognized and evaluated. 

· Engages in those additional activities consistent with the needs of the institution's academic programs and/or required by the President. 

· Provides leadership in the assessment of academic programs and academic support services and the development and implementation of related quality improvement initiatives.

· Provides leadership in development of course scheduling to meet the needs of students and academic programming.

· Assists the President in all matters deemed appropriate by the President. 


POSITION QUALIFICATIONS 

Education and Experience: 
·    A terminal degree in a discipline consistent with an academic program within a college or university.  Applicants near completion of a terminal degree will be considered.

·    Previous administrative experience in higher education, preferably at a comprehensive junior or community college.

·    Previous teaching experience, minimum of three years, at a comprehensive junior or community college.

Other Requirements 
·   Must provide three (3) letters of reference.

·   A cover letter is required

·   Applicant must write a brief statement of their philosophy of a two-year college in a rural setting.


PREFERRED JOB QUALIFICATIONS:

·    Effective oral and written communication skills.

·    Knowledge and experience working with governing boards.

·    Experience in a rural education setting.

·    Experience in budget planning

·    Familiar with higher education law.

·    Demonstrated knowledge and ability to lead in the implementation of innovative instruction.

·    Dedication to collegial relationships with faculty, staff, alumni and others and the ability to utilize those constituencies in the participatory development, implementation and evaluation of educational activities.

· 
A commitment to and the ability to articulate the mission of a comprehensive junior and/or community college, including its vocational, developmental education, and honors program responsibilities.
·    A commitment to ethnic diversity and the ability to foster appreciation for varying cultures, races, and creeds.

· 
Respect for academic freedom.

·    Experience in teaching on-line or interactive television courses.

· 
Experience in fund-raising.

· 
Knowledge and experience with the program approval process required by the state coordinating board (OSRHE).

· 
Experience working with accrediting agencies and the accreditation process.

· 
Served in a leadership position in a local, state or national organization.

The Company has reviewed this job description to ensure that essential functions and basic duties have been included. It is intended to provide guidelines for job expectations and the employee's ability to perform the position described. It is not intended to be construed as an exhaustive list of all functions, responsibilities, skills and abilities. Additional functions and requirements may be assigned by supervisors as deemed appropriate. This document does not represent a contract of employment, and the Company reserves the right to change this job description and/or assign tasks for the employee to perform, as the Company may deem appropriate. 
