
Western Kentucky University

Position Description

Position Title: Assistant Director of Supplemental Education
FLSA Category: Exempt
Date: May 2007
Salary Grade: 108
Purpose of Position 

The Assistant Director of Supplemental Education is responsible for working with students, faculty, staff, and Academic and Student Affairs departments to provide a variety of supplemental learning opportunities so as to promote higher retention rates, and support/assist academically underprepared students, support/assist all students seeking supplemental education, and further the AARC and University Quality Enhancement Plan initiatives.
Primary Job Functions

The following duties are customary for this position, but are not to be construed as all-inclusive.  Duties may be added, deleted, and assigned based on management discretion and institutional needs.

· Development of Programs:

· Develops a cohesive 3-year strategic for the delivery of supplemental education.

· Conducts literature searches, best practices reviews, and reviews of other higher education institutions (particularly Benchmark institutions) as a means of acquiring data to inform the AARC of strategies for enhancing our supplemental learning programs and program practices.

· Works with the University, AARC, academic departments, faculty advisors, and professional advisors to implement supplemental programs via a supportive university-wide network.

· Focuses on improving services provided by TLC and AARC.

· Coordination and Implementation:

· Coordinates the implementation of the supplemental education strategic plan.

· Collaborates with other offices and departments to implement supplemental education programs, particularly for students who are academically underprepared.

· Develops and provides training and support programs that introduce, refine, and further tutoring practices within TLC; training offered university-wide for other supplemental education programs outside of AARC.

· Coordinates the hiring and the implementation of the training program for the student employees of TLC, including Graduate Assistants, Peer Tutors, Peer Assisted Study Sessions (PASS) Leaders, TLC Plus Program Tutors, Front Desk Monitors, and Computer Lab Monitors, informing them of TLC policy and procedure and training them in one-on-one and group tutoring strategies for TLC programs (where appropriate).

· Coordinates the PASS program, TLC Plus Program, and the Academic Advantage Series: Workshops for Success, which requires partnerships with faculty and special programs university-wide.

· Serves as a liaison between AARC and all academic units for supplemental education.

· Serves as a chair for a WKU Supplemental Education Committee that assists AARC in supplemental education policy and procedure.  Members of this committee include students, faculty, and staff.

· Assists with parent and student orientation information sessions.

· Assists with academic advising during high-volume advising periods.
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· Generates and participates in discussions on how to improve supplemental education through the use of technology.

· Provides review and revisions for the AARC website.

· Designs and maintains a virtual tutoring program.

· Assessment/Evaluation:

· Works with the WKU research staff to assess supplemental education program efforts.

· Works with faculty, FaCET, and staff to determine identifiers to be used to evaluate supplemental education efforts.

· Prepares semester and annual reports on supplemental education programs.  (Specifically to include impact of these programs on student success).

· Implements and revises as necessary consistent assessment methods and practices for the evaluation.

· Reviews internal process campus-wide and in AARC to determine effectiveness of supplemental education programs.

· Conducts an annual open forum for the university on effectiveness of supplemental education programs.

Secondary Job Functions

None. 
Minimum Training and Experience Required

Masters Degree is required; experience in instruction at the university level, management experience, and experience coordinating student programs is preferred.
Knowledge and Skills Required
Proficiency with Microsoft Office Suite; strong technology and web based skills are required; excellent communication and student service skills.

Physical and Mental Abilities Required

Must have a desire to provide outstanding leadership in supplemental education; must be able to handle difficult situations with tact and diplomacy.

Organizational Relationships

Unknown.

Performance Expectations

The duties and responsibilities of this position must be performed in a competent manner following the highest standards of professionalism, integrity, accountability, responsibility, cooperation, and customer service. 
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