Lead Faculty Tasks

send input via web at http://slimac.lanecc.edu/users/socsci
Hire/schedule/evaluate/supervise

 Coordinate professional development 

 Recruiting and hiring part-time 

 Evaluating part-time faculty 

 Deciding on rehire for part-time 

 Scheduling classes 

 Deciding who will teach what classes 

 Communicate to department, faculty decision on scheduling

 Facilitate scheduling discussions/decision making 

 Supervise/evaluate classified staff 

 Supervise part-time faculty 

 Handling grievances 

 Hiring contracted faculty 

 Mentoring faculty 

Advisory Committees 

 Executive secretary (chair/co-chair) 

 Attend meetings 

 Recruit members 

 Write reports 

 Advocate with administration 

Department Management 

 Represent department in cross campus meetings 

 Serves as department chair 

 Accreditation reports 

 Facilitate department-wide meetings 

 Maintaining department records 

 Communication to administration and other faculty 

 Advocacy for the department 

 Maintain facilities (safety committee) (schedule facilities) 

 Student advising 

 Career exploration 

 Representatives on governing bodies (internal advocates, develop agendas) 

Coordinate Curriculum 

 Develop (facilitate) curriculum 

 Liaison for instructional standards for state, government 

 Prioritizing fund requests 

 Program evaluation 

 Maintained course outline and syllabi

 Catalog updates 

 Stay in touch with workplace needs 

 Evaluate transcripts/records for transfer students

 Coordinate inservices for community 

Develop/monitor budget 

 Facilitate or do capital outlay process requests 

 Submit budget requests 

 Complete/write function sheets 

 Monitor budget (purchasing authority) 

 Administer budget 

 Write/develop grants 

Other 

 Facilitate program meetings 

 Coordinate accreditation documents for accrediting bodies 

 Maintain/supervise the facilities (serve on safety committee, schedule facilities) 

 Student advising 
