Restructuring the Academic Administration 

The following position expectations have been developed in order to implement the reorganization of the academic administration of the Monterey Institute.  Faculty and qualified staff members who are interested in serving in one of these positions should contact Sunder Ramaswamy, President Designate, Monterey Institute of International Studies at ramaswam@middlebury.edu by December 15. Please include a letter of interest and a copy of your CV.
Provost
Reporting directly to the President, the Provost serves as chief academic officer of the Monterey Institute of International Studies (or “the Institute”), and is responsible for all matters related to instruction and research, including the administration of academic and research personnel.   
As Provost, he/she should develop an ongoing culture of innovation and change that promotes quality global, professional education and ensures robust student enrollments.  

Reporting to the Provost are the Dean of the Graduate School of Translation, Interpretation, and Language Education; Dean of the Graduate School of International Policy and Management; Dean of Advising and Student Services; Director of the James Martin Center for Nonproliferation Studies; Director of Enrollment Management, and the Director of Library.  Other administrative and academic support personnel may be assigned to Provost as appropriate.  The Provost works closely with other senior administrative staff as part of a leadership team under the direction of the President. 

ESSENTIAL DUTIES/RESPONSIBILITIES
The Provost manages the academic affairs of the institution, including: 

1) the academic and research missions (teaching, research, and service) of the Institute; 

2) all policies, rules, and regulations dealing with academic and research matters;  

3) faculty and research staff appointments; 

4) faculty re-appointments, evaluations, promotions, sabbatical leaves, and grievances; 

5) research staff appointments and reappointments, evaluations, promotions, and grievances; and

6) collaboration with the Faculty Senate, APSIC, and the FEC on academic policy and standards.

The Provost works closely with the Deans, faculty, staff, and students to develop dynamic, engaging activities focused on the recruitment, retention, and graduation of a highly qualified student body; works closely with the Deans to ensure the recruitment, development, and retention of an excellent faculty committed to the Institute’s mission.

Provost (cont’d)

The Provost supports the Academic and Student Affairs Committee of the Institute’s Board of Trustee, acting as the liaison officer between the Chair of this Committee and the relevant MIIS academic community, and working with the Chair to develop an agenda for the regular meetings and organize the materials needed and participants for the Committee’s sessions. 

The Provost plays a central role in developing and implementing Monterey and Middlebury College academic collaborative activities and initiatives.

In addition, the Provost is to work with the President and the rest of the leadership team to ensure a successful and timely reorganization of MIIS by academic year 2009-10 along with a smooth integration with Middlebury College, with the closing date of June 30, 2010.

The Provost has supervisory and budgetary authority over all academic and research departments, and other departments that may report to him/her, and prepares budget recommendations for submission to the President.

The Provost conducts annual performance evaluations of those staff who report to him/her, supports the development of their managerial and leadership capabilities, and encourages professional growth.

Over the next three years, a primary focus of the Provost will be to implement the Academic Excellence plan (2008), which grew out of the Strategic Plan of 2006.  The Provost shall act as an agent of change, transforming the Institute’s academic programs into several niche areas recognized globally for their excellence in terms of quality, relevance, and accessibility.

EMPLOYMENT STANDARDS

This is a high-level position requiring strong leadership and managerial skills, as well as a solid commitment to the mission and understanding of the operations of the Institute.  Applicants must have a proven record of leadership in promoting educational innovation and improvement.  Applicants must possess effective interpersonal and communication skills, and demonstrate a knowledge of and sensitivity to intercultural issues.  

Position requires a willingness and ability to adapt to new technologies and systems as well as willingness and ability to comply with Institute policies, procedures, and mandates.

The Institute maintains a drug-free and smoke-free workplace.  Essential job functions require ability to work in an office setting, use a computer on a regular basis, and travel as needed. 

Dean of Advising and Student Services

The Dean of Advising and Student Services, under general direction of the Provost, will oversee and manage the consolidation of the academic advising, registrar functions, career counseling, internships, and student services for all students at the Institute.  The objective of this consolidation is to provide students seamless and efficient access to the advising and services they will need from the moment they are enrolled until they start on their chosen career paths.  

The Dean will provide the leadership to this initiative, building upon existing best practices and “culture of service” among staff and faculty to establish an effective structure that enriches the overall student experience, enabling each individual to achieve his/her academic and professional goals and secure a job upon graduation.

Specifically, the Dean will:

1) oversee four areas of student services – academic advising, career management and services, student services, and records – so that they all provide robust and the highest standards of service to our students;

2) organize the staff of these areas so students have access to in-depth, individualized expertise about degree programs and career options related to these degrees;

3) work closely with the Provost and the Deans of the Graduate School of International Policy and Management and Graduate School of Translation, Interpretation, and Language Education along with faculty and staff in both graduate schools to ensure consistency of the student experience in both academic and career advising and to help realize the “One MIIS” vision through the signature Monterey Way 2.0 pedagogy;

4) ensure that students can always find assistance and access to needed resources by cross-training staff, using proactive communications, and extensive use of electronic tools, such as pod casts and videos;

5) develop a staff that has a collaborative, service oriented esprit de corps; and

6) manage the budget and resources for these activities so as to be efficient and find synergies between them.

In addition, during the reorganization planning and initial execution period, the Dean will:

1) develop an effective, flexible student service model – building on existing best practices – that embraces a cradle-to-cradle approach from enrollment to graduation; and

2) oversee the relocating of academic advising and career services so they are co-located for optimal collaboration and easily accessible to students.

Dean of Advising and Student Services (cont’d)

EMPLOYMENT STANDARDS

This position requires strong leadership and managerial skills, as well as a solid commitment to the mission and understanding of the operations of the Institute.  Applicants must have a proven record of leadership in promoting educational innovation and improvement.  Applicants must possess effective interpersonal and communication skills, and demonstrate a knowledge of and sensitivity to intercultural issues.  Second language skills desired.  

Position requires a willingness and ability to adapt to new technologies and systems as well as willingness and ability to comply with Institute policies, procedures, and mandates.

The Institute maintains a drug-free and smoke-free workplace.  Essential job functions require ability to work in an office setting, use a computer on a regular basis, and travel as needed. 

Dean of the Graduate School of International Policy and Management

The Dean of the Graduate School of International Policy and Management (GSIPM) provides the academic leadership and administrative management for GSIPM and is expected to build an innovative, multidisciplinary curriculum that addresses the needs of global citizens, policymakers, and business leaders.  

This position, while reporting directly to the Provost, will also work closely with the Institute’s President and other two Deans to develop exciting, relevant GSIPM programs that position the Institute as the premier graduate school for anyone seeking professional international policy and management careers.

Specifically, the Dean will:

1) help establish and sustain the vision of the GSIPM, providing leadership in achieving an integrated policy and management graduate school with the highest quality multidisciplinary curriculum;

2) inspire and motivate staff and faculty of GSIPM to develop innovative, relevant curriculum that both provides students in-depth expertise in chosen degree areas, while also providing them opportunities for cross-training and multidisciplinary experiences;

3) build strong, diverse and qualified faculty based on commitment to academic excellence as reflected in teaching, scholarship, service, and professional reputation and engagement;

4) collaborate with the Provost and the Dean of the Graduate School of Translation, Interpretation, and Language Education on multidisciplinary programs and initiatives while working together to realize the “One MIIS” vision of teaching and learning through the signature Monterey Way 2.0;
5) work closely with ‘Program Heads’ of the various constituent programs under GSIPM to enhance academic excellence of curricular and co-curricular initiatives
6) coordinate and collaborate closely with the Dean of Advising and Student Services staff to develop academic and professional programs that maximize opportunities for students to acquire the skills, subject knowledge, cross-cultural competence, and language abilities needed to be effective professionals upon graduation; 

7) effectively manage GSIPM academic programs and budget, working closely with the Dean of Advising and Student Services and the Provost; 

8) work with enrollment managers to recruit best qualified and diverse student body; and

9) have a proven track record of excellence in teaching and scholarship where prior   administrative experience is highly desirable.

Dean of the Graduate School of International Policy and Management (cont’d)

Note:  While this job description can be read as a stand alone announcement, the intent is to appoint a Dean who will work creatively and productively with the Provost and other two Deans at one level, and with the program heads within the school at another level to best strengthen each program and realize the synergies of the combined graduate school.  

EMPLOYMENT STANDARDS

This position requires strong leadership and managerial skills, as well as a solid commitment to the mission and understanding of the operations of the Institute.  Applicants must have a proven record of leadership in promoting educational innovation and improvement.  Applicants must possess effective interpersonal and communication skills, and demonstrate a knowledge of and sensitivity to intercultural issues.  Second language skills desired.  

Position requires a willingness and ability to adapt to new technologies and systems as well as willingness and ability to comply with Institute policies, procedures, and mandates.

The Institute maintains a drug-free and smoke-free workplace.  Essential job functions require ability to work in an office setting, use a computer on a regular basis, and travel as needed. 

Dean of Graduate School of Translation, Interpretation, and Language Education 
The Dean of the Graduate School of Translation, Interpretation, and Language Education (GSTILE) provides the academic leadership and administrative management for GSTILE and is expected to build an innovative curriculum that addresses the needs of interpreters, translators, and teachers of language in today’s global context.  

This position, while reporting directly to the Provost, will also work closely with the Institute’s President and other two Deans to develop cutting-edge T&I  and language programs that position the Institute as the premier graduate school for anyone seeking a career in the T&I arena or the teaching of languages field.

Specifically, the Dean will:

1) help establish and sustain the vision of the GSTILE, leading the effort to exploit possible curricular synergies and establish new programs where relevant, such as PhD programs, one year MAs or certificates involving educational linguistics, multicultural communications, and pedagogy;

2) inspire and motivate staff and faculty of GSTILE to develop innovative, relevant curriculum that both provides students in-depth expertise in chosen degree areas, while also providing them opportunities for cross-training and multidisciplinary experiences;

3) build strong, diverse and qualified faculty based on commitment to academic excellence as reflected in teaching, scholarship, service, and professional reputation and engagement;

4) collaborate with the Provost and the Dean of the Graduate School of International Policy and Management on multidisciplinary programs and initiatives while working together to realize the “One MIIS” vision of teaching and learning through the signature Monterey Way 2.0;  
5)  work closely with ‘Program Heads’ of the various constituent programs under GSTILE to enhance academic excellence of curricular and co-curricular initiatives
6) coordinate and collaborate closely with the Dean of Advising and Student Services staff to develop academic and professional programs that maximize opportunities for students to acquire the skills, subject knowledge, cross-cultural competence, and language abilities needed to be effective professionals upon graduation;

7) effectively manage GSTILE academic programs and budget, working closely with the Dean of Advising and Student Services and the Provost;

8) work with enrollment managers to recruit best qualified and diverse student body; and

9) have a proven track record of excellence in teaching and scholarship where prior   administrative experience is highly desirable.
Dean of Graduate School of Translation, Interpretation, and Language Education (cont’d)

Note:  While this job description can be read as a stand alone announcement, the intent is to appoint a Dean who will work creatively and productively with the Provost and other two Deans at one level, and with the program heads within the school at another level to best strengthen each program and realize the synergies of the combined graduate school.  

EMPLOYMENT STANDARDS

This position requires strong leadership and managerial skills, as well as a solid commitment to the mission and understanding of the operations of the Institute.  Applicants must have a proven record of leadership in promoting educational innovation and improvement.  Applicants must possess effective interpersonal and communication skills, and demonstrate a knowledge of and sensitivity to intercultural issues.  Second language skills desired.  

Position requires a willingness and ability to adapt to new technologies and systems as well as willingness and ability to comply with Institute policies, procedures, and mandates.

The Institute maintains a drug-free and smoke-free workplace.  Essential job functions require ability to work in an office setting, use a computer on a regular basis, and travel as needed. 

Program Head
Each program head will report to his/her respective graduate school Dean and will serve as an integral part of each graduate school’s leadership and management team. Oversight and responsibilities include the following:

1) has oversight of a specific academic program (such as MAIEP, MBA, MATESOL/TFL, MATI, etc.) or special program;
· Responsible for development of robust, high quality curriculum that provides students with critical core competencies, subject expertise, and required professional skill set for the program

· Works with the Dean’s Assistant to structure this curriculum in course schedule throughout the academic year 

2) responsible for identifying resources (faculty, funding, etc.) needed to deliver a quality degree program; 
· Works with Program Heads and Dean to find synergies and efficiencies in use of resources 
· Establishes working environment that relies on cooperation, innovation, and collaboration within the program, between programs, and between graduate schools
3) works with the Dean and Program Heads to develop new collaborative curricular opportunities for students and explore possible new multidisciplinary concentrations, certificates, and degree options; 
4) works with the Dean of Advising and Student Services and his/her staff; and
· Ensures full understanding of degree program schedule and requirements so advising of students goes smoothly and is effective in getting students the courses and activities needed to graduate
· Ensures provision of best internships, experiential learning opportunities, and career services to prepare students for future career options
· Establishes and nourish open communications between advising staff and graduate school program leadership 
5) works to develop criteria for program effectiveness and process for ongoing evaluation and assessment with the Dean and Program Heads.
· Establishes regular review process and assessment of program curriculum 
· Provides assessment results to the graduate school Dean and leadership group to support ongoing efforts to enhance program and to address accreditation requirements and standards 
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