
Our company is looking for an assistant dean. If you are looking for an exciting
place to work, please take a look at the list of qualifications below.

Responsibilities for assistant dean

Oversee the delivery of student career services and employer relations
Oversee the development and delivery of student-oriented events and
activities, including orientation, service days, workshops, lectures and
commencement
Serve as a resource for students in extracurricular activities to include student
government and student organizations
Oversee the school’s delivery of services among target and specialty student
populations including international students, dual-degree students, and
veterans
In partnership with program/department/campus faculty, review student
survey responses and drive continual improvements in the delivery of student
services
Coordinate institutional offices to improve student service delivery, including
the Graduate School, Bursar, Information Technology, Registrar, Office of
Diversity Affairs, Office of International Affairs, and related units
Collaborate with faculty and university personnel to identify, refer and resolve
issues of student conduct, behavioral and physical health, and related
concerns
Assist students in obtaining academic assistance and support when needed,
including maintenance of an active and effective tutoring program
Ensure student participation and representation in school governance across
all campuses
Assists in establishing priorities and agendas, researches issues of importance
and sensitivity, and produces briefing materials and information on all
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Qualifications for assistant dean

Ability to work with senior officials including Chancellors/Presidents, Vice
Chancellors/Vice Presidents, Associate/Assistant Deans, Department Chairs,
Directors, and Administrators
Strong analytical, organizational, leadership, and communication skills
Ability to listen to students’ concerns and problems, and provide guidance
and referrals as appropriate
Ability to create and manage a successful team working environment
Ability to facilitate discussions that allow all constituents a voice
Master’s degree in public health, higher education, academic administration
or a related field (MPH/MSPH, MA, MS, MEd, MBA)


