Summary of Responsibilities for Graduate Program Directors

Program design and integrity, academic quality
· Responsible for ensuring the academic quality and integrity of the curriculum in the light of AUP’s teaching and research strengths, and in the light of Middle States accreditation guidelines for Masters programs.
· Responsible for applying the pertinent Graduate School academic policies (thesis extensions, leaves of absence, substitution ceilings, etc.)

· Responsible for program design, and if necessary for program redesign in light of faculty competence, changes in the field, broad and academically interesting trends in student interests, and the actual experience of teaching. 
· Responsible for keeping abreast of developments in the field (conference participation, etc.) such that the pedagogy is informed by the latest research. 
· Responsible for constructing and building the program’s reputation within the field through an external network of colleagues, especially those colleagues who work in undergraduate programs that might send students to AUP for graduate study. 
· Responsible for mentoring new faculty teaching in the graduate programs and also maintaining open lines of communication with established faculty about each cohort of students and the classroom experience. 
· Ensures that all syllabi for classes in the program conform to AUP requirements

· Responsible for assessment practices that are in line with best practice recommendations by Middle States: creation of learning objectives, publication of learning objectives on all syllabi and pertinent documents/sites, collection of data, evaluation of student work in line with Learning Objectives, tracking adjustments made to the program, if necessary, in line with the results of the evaluation.
Advising
· Cooperates with the Academic Advising office to assign advisors and makes sure that teaching faculty in graduate programs are fully trained for advising. 
Scheduling
· Responsible for scheduling all classes and modules in liaison with Academic Affairs. Responsible for updating a two-year plan for scheduling in liaison with the Associate Dean of Academic Administration.

· Works with undergraduate department chairs to distribute the loads of those faculty teaching both graduate and undergraduate classes so as to ensure that the schedule is acceptable to both.
· Works with Academic Affairs to identify and recruit faculty for specialized Graduate courses 
Admissions and Outreach
· Maintains regular contact with admissions during the recruitment period.
· If a graduate program does not exclusively employ formalized acceptance criteria, graduate directors have the final say on whether candidates are accepted or rejected. In this case, in close cooperation with admissions, graduate directors establish reasons why a candidate’s application is accepted or rejected. This helps Admissions in communicating with the candidate and helps maintain coherent recruitment policy.
· During the period between accepts and confirms, maintains contact with prospective students via phone or Skype to answer the latter’s questions. Admissions may organize campus and class visits for prospective students. – in this case Graduate Directors may be requested to assist in finding professors to meet briefly with these prospective students.
· Assists in the training and updating of Admissions staff in the details of the program, making sure that recruitment efforts are guided by the most accurate and up to date information, especially concerning past successful recruitment (e.g. those undergraduate programs that have been ‘feeders’ for the AUP graduate program).
· Maintains contact and good relations with all alumni of the program, keeping them on file for potential internships, and also for profiles for the program website, and often writing recommendation letters and giving informal career guidance. 
Marketing
· Regularly updates the information that is presented in the websites, and website videos for the programs, as well as the paper brochures. All lists of courses must be up to date, and the text on the landing pages must be composed and edited in liaison with the Outreach and Advancement office, and Admissions. 
· Assists Academic Affairs and the Webmaster in the process of generating web profiles for students, alumni and faculty: suggesting the right people to be contacted, and vetting each of the finished profiles when they are sent to the webmaster. 
Thesis supervision arrangements

· Secures the services of the supervisor, reader and second reader for theses.
· Ensures that students meet all the requirements of the thesis application before signing off on that application; this also holds for directed study applications.

· Participates closely in the organization of theses defenses.
· Works to ensure that assessment objectives are met concerning theses.
· Secures as broad as possible distribution of thesis supervision within the teaching faculty in the program, yet always within the bounds of what is academically appropriate given students’ thesis topics.

Internship arrangements
· Assists students in securing suitable internship opportunities (when part of the program’s objectives).
· Secures the services of the internship report reader and eventual second reader.
· Work to ensure that assessment objectives are met concerning internships.
· Secures as broad as possible a distribution of internship report marking amongst the teaching faculty of the graduate program.

Events

· Directors may assist in ensuring that students are presented with a rich variety of intellectual and professional events based in Paris, including student receptions and inviting visiting speakers, within budget constraints as determined by Academic Affairs. 
Partnerships with other organizations and universities

· Responsible for maintaining good professional relationships with those partner institutions and organizations that are connected to their programs (e.g. Oxford, the Hague, the Sorbonne. . . ). 
Administration
· Participates in the fortnightly meetings of the Graduate Programs Review Board (GPRB), and in the work generated by that body which contributes to the writing of policy and governance documents affecting the operation and definition of the graduate programs.  
· Keeps the teaching faculty apprised of any pertinent developments in policies and governance within the GPRB, and in turn keeps the Associate Dean and Provost apprised of any pertinent developments concerning policies and exceptions to policies within his/her program. 
· Organizes one meeting each semester for faculty teaching in the program.
· Faculty teaching only in the Graduate program will present their Activity Report to the Director of the Graduate Program.  Faculty teaching in both Undergraduate and Graduate programs will be given the option of presenting the report to both the Graduate Program Director and the Undergraduate Department chair, or presenting the report to the Provost or the Associate Dean for Graduate Studies.

