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[bookmark: example-of-academic-program-manager-job-description]Example of Academic Program Manager Job Description
Our growing company is looking to fill the role of academic program manager. Please review the list of responsibilities and qualifications. While this is our ideal list, we will consider candidates that do not necessarily have all of the qualifications, but have sufficient experience and talent.
[bookmark: responsibilities-for-academic-program-manager]Responsibilities for academic program manager
· Experience implementing effective and innovative professional development programs and services
· This position reports to the Assistant Dean for Professional Development and will be assigned other duties and provide support to additional endeavors and programs
· Participate in assigned research activities and/or programs by participating in the development of programs within assigned area or entity
· May teach and/or assist in the teaching and administration of courses, as needed
· Write and edit content for proposals, reports, research grants, peer-reviewed publications, and other program activities
· Manage multiple outreach activities intended to engage faculty, students, and outside constituencies in FSI activities including program communications, events, conferences, partnerships, and/or fundraising
· Manage multiple competitive selection processes for faculty and students, providing research funding, internships, research assistantships or other forms of support
· Maintain and grow partnerships with policy-oriented organizations around the world that provide student internships, are FSI research partners, and are key formulators of policy
· Create and maintain web sites, social media or other public forms of sharing information and showcasing FSI work
· Shape and manage programs designed to share FSI research with policy makers
[bookmark: qualifications-for-academic-program-manager]Qualifications for academic program manager
· Responsible for oversight of the Institute’s graduate financial services and postgraduate appointments and processes
· Individual should have a Bachelor’s degree
· Significant involvement in student recruitment campaigns
· Senior Operating Officers Network
· Chief Nursing Officers Network
· Cardiovascular Network
