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	Job Description



	Job Title:
	Provost
	Location:
	Molstead Library

	Division:
	Instruction / Student Services
	Reports To: 
	President

	FLSA Status 
	Exempt
	
	


SUMMARY
This position reports directly to the President and is the chief instructional and student services official for North Idaho College.  As a member of the President’s Cabinet, responsibilities include implementation and coordination of all instructional, workforce training, and college student service programs including: Academic Support Services, Financial Aid, Enrollment Services, Health and Counseling Services, Disability Student Services, Student Development, Veteran Services, International Student Services, and Auxiliary Services (residence hall, student union, & bookstore).
Essential Duties and Responsibilities

This list includes, but is not limited to the following:
· Serves as Chief Academic Officer and Chief Student Services Officer of the college

· Actively participates as a member of the President’s Executive Council and President’s Cabinet and assists the President and other senior leaders in achieving priority institutional objectives identified in the college’s Strategic Plan 

· Ensures that the activities of Academic and Student Services meet the requirements of the College’s accrediting and licensing agencies 

· Represents the institution at state board and with other institutions

· Creates the annual Operational Plan for the division of Academic and Student Services; oversees and guides the creation and implementation of annual operational plans for the Academic and Student Services leadership team; evaluates progress toward goals and objectives

· Prepares the annual budget for the division of Academic and Student Services, in line with the college’s strategic priorities

· Supports enrollment management initiatives and innovations in programs and methods of delivery that respond in a timely manner to a rapidly changing environment (enrollment and retention) that meets the needs of students
· Oversees the systematic and routine assessment of all academic and student services to measure and plan for continuous improvement 

· Fosters a learning and working environment that values the uniqueness of all individuals and promotes mutual respect and collaboration across the college community Annually reviews the program mix to ensure that academic programs that directly support the needs of the community are initiated and maintained 

· Supports mutually beneficial partnerships between the college and business/industry, not-for-profit organizations and other educational institutions, with other senior leadership. 

· In cooperation with the Academic and Student Services leadership team, formulates and proposes policies, subject to presidential and trustee approval as needed, concerning all facets of academic and student affair 

· Provides leadership in the incorporation of instructional technologies to improve student learning 

· Maintains regular communication and working relationship with other areas of the college, keeping them informed of current activities and working with them to achieve institutional priorities 
· Manages collaborative relationships with other institutions of higher education and high schools in the region
· Assists with developing college-wide goals and policies and the achievement of the college mission, vision and values
· Recruits, motivates and manages performance of employees directly and through subordinate supervisors.
· Encourages and supports professional development for employees. 
· Directs staffing, work processes, and organizational structuring to increase effectiveness and efficiency, evaluating and directing changes when required.

· Stays abreast of new trends and innovations. 

· Demonstrates a commitment to the philosophy and mission of a comprehensive community college.  

· Maintains a positive, helpful, constructive attitude and work relationship with supervisor, college staff, students, and the community.
Other Duties 

· Represents the college and serves on internal and external committees as directed by the President.

· Performs other duties as assigned by the President.

REQUIRED MINIMUM QUALIFICATIONS 

The requirements listed below are representative of the minimum qualifications necessary for an individual to satisfactorily perform each essential duty and be successful in the position. Reasonable accommodations may be made to enable individuals with disabilities to perform the duties. 

Education and Experience



Master’s degree from an accredited college or university in a field closely related to the position and a minimum of eight years full-time equivalent administrative experience at an institution of higher education or closely related area. Doctorate degree preferred.
Knowledge, Skills and Abilities 
· Demonstrate ability and knowledge of student services and academic functions in higher education administration
· Demonstrated ability to oversee delivery of higher education instruction 
· Demonstrated ability to manage and lead across institutional divisions and departments
· Demonstrated ability to promote an environment that values individual perspectives and fosters mutual respect across the college community  
· Demonstrated ability to communicate effectively through listening, speaking, and writing  
· Ability to present multifaceted materials and information in an understandable manner  
· Ability to read, analyze, and interpret common educational and technical journals, financial reports, and legal documents  
· Ability to communicate with professionalism and diplomacy to build understanding and support for college initiatives 

· Ability to analyze complex issues and problems, utilize creative thinking, and evaluate alternative courses of action when developing solutions  
· Strong ability to engage multiple perspectives, guide complex conversations, and reach positive, collaborative outcomes 
· Ability to interview, hire, and train employees; plan, assign, and direct work; appraise performance; reward and discipline employees; address complaints and resolve problems

· Proficient skills in the use of personal computers and applications
Physical Demands and Work Environment
The physical demands and work environment described here are representative of those that must be met or are encountered by an employee in the normal course of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Physical requirements and environment are typical of those in a general office setting.  This job involves regular sitting, standing, walking, typing, moving, lifting objects up to 10 pounds and exposure to office lighting.  A wide variety of standard office equipment is continually used, including phone, fax, copier, printer and computer.  This job requires occasional travel.
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