	SYSTEM DEPARTMENT COORDINATOR DUTIES

	LEADERSHIP:

	1.
	Productively lead the Department in areas of curriculum, teaching strategies, program development, course development, and assessment.

	2.
	Support System policies.

	3.
	Monitor the success of Program Coordinators within the department:

	
	a.
	Mentor Program Coordinators in the areas of curriculum, assessment, and all other responsibilities of their job description.

	
	b.
	Coordinate training with the Directors of Curriculum and Assessment.

	

	ASSESSMENT:

	1.
	Assist the System Program Coordinator with coordinating and analyzing all assessment data including direct measures.

	2.
	Consult with and mentor the System Program Coordinators in the assessment process.

	

	CURRICULUM AND SUPPORTING RESOURCES.  See that new courses, existing courses and Supporting Resources are developed and maintained in your department:

	1.
	Follow-up of all curriculum assignments by the Program Coordinators in your department.  (This is essential to enable the System Curriculum Department to process curriculum by your scheduled due dates.)

	2.
	Oversee the curriculum development process, including the review of curriculum developed/revised by the System Program Coordinator, and guide the Program Coordinators as needed.

	

	CURRICULUM MEETINGS.  Attend meetings as necessary held by your System Program Coordinators for the System Program Meetings in your area:

	1.
	Make sure that all the System Program Coordinators in your department schedule and implement System Program Meetings two to three times a year, as required in the "Meeting Duties for Program Coordinators" document.  Refer to the Meeting Duties for Program Coordinators document located on the Baker College Web site as follows:  Administration -> Program Coordinators -> Meetings -> Meeting Duties for Program Coordinators.

	2.
	Ensure that all program proposals to be taken to the System Curriculum Committee are in the proper format.

	
	
	Proposals should be prepared as directed in the "System Curriculum Proposal" document, available on the Baker College Administration Web site as defined above.

	3.
	Inform the System Program Coordinators of proposal results from the System Curriculum Committee meetings held fall, winter, and spring.

	
	

	CONSULTING. Consult with campus and system personnel relating to program needs (Admissions, Career Services, etc.), including all formats (i.e., video and online).

	

	PUBLICATIONS REVISIONS.  Direct the revision for the following Baker College documents annually:

	1.
	COLLEGE CATALOG, STEP PLANS, AND ROTATION SCHEDULES:

	
	a.
	Submit catalog changes to the System Department Coordinator by the 7th week of winter quarter.

	
	b.
	These documents are available on the AS/400 within the deans menu (go resdean) item 43 are the Student Step Plans/Rotations and item 44 are the Master Step Plans/Rotations.

	2.
	DIRECT MEASURES SCHEDULE:

	
	a.
	Consult/Mentor the System Program Coordinators on revising the “Assessment Schedule for Individual Classes – Done by Quarter.”

	
	b.
	This document is available on the Baker College Web site.

	
	c.
	If you have any revisions, please notify Alison Rhoads by email or 810-766-4294.

	3.
	COURSE REVIEW SCHEDULE: 

	
	a.
	Consult/Mentor the System Program Coordinators on revisions to this document prior to each fall to make sure that courses are scheduled for review in the quarter they are offered on campuses.

	
	b.
	This document is available on the Baker College Web site. 

	
	c.
	If you have any revisions, please notify Alison Rhoads by email or 810-766-4294.

	4.
	PROGRAM REVIEW SCHEDULE:  

	
	a.
	This schedule is written by the System Assessment Office.

	
	b.
	Consult/Mentor the System Program Coordinators in the assessment process.

	
	c.
	This document is available on the Baker College Web site.

	
	d.
	If you have revisions, please notify Alison Rhoads by email or 810-766-4294.

	

	COORDINATION OF CURRICULUM, ASSESSMENT ACTIVITIES, AND CLASSES OFFERED BETWEEN DEPARTMENTS

	

	ADDITIONAL RESPONSIBILITES FOR THE DEPARTMENT COORDINATOR FOR GENERAL EDUCATION:

	
	Coordinate the data collection for the “General Education Portfolio” for assessment of selected Baker College cohort groups.

	

	ADDITIONAL RESPONSIBILITES FOR THE DEPARTMENT COORDINATOR FOR CIS:

	· 
	Coordinate the “Networking” classrooms for equipment, set-up, etc.
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