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Dean, College of Arts and Sciences

The College of Arts and Sciencesis organized and administered by the Dean of the
College of Arts and Sciences, who is responsible to the Provost and Vice Chancellor for
Academic Affairsfor planning, implementation, development, supervison, evauation and
promotion of al arts and sciences programs.

The Dean’ s duties include assuring academic program standards, developing program
budgets, and promoting programsin the College. The following departments are in the College
of Arts and Sciences American Indian Studies, Art, Biology, Chemistry and Physics, English,
Theatre and Languages, History, Mass Communiceations, Mathematics and Computer Science,
Music, Philosophy and Rdligion, Politica Science and Public Adminigtration, Psychology and
Counsdling, Sociology, Socid Work and Crimina Justice, the Nursing program and the Public
Management program. The departmental chairs and directors in these departments report to
the Dean.

Dean, Schoal of Business

The School of Business is organized and administered by the Dean of the School of
Business, who is responsble to the Provost and Vice Chancellor for Academic Affairs for
planning, implementation, development, supervision, evauation and promation of busness
programs.

The Dean’ s duties include assuring program standards, developing program budgets,
and promoting programsin the Schoal.
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Dean, School of Education

The Schoal of Education is organized and administered by the Dean of the School of
Education, who is responsible for the coordination, development, evauation and promotion of
al teacher education programs on a University-wide basis and reports directly to the Provost
and Vice Chancdlor for Academic Affars. The Dean serves as chair of the University-wide
Teacher Education Committee and works with the chairs of al departments with teacher
education programs to ensure quality teacher preparation and compliance with state and
national accreditation standards. Other duties include developing program budgets and
promoating programs, coordinating University efforts to improve Praxis performance; and
implementing other activities and projects as assgned by the Provost and Vice Chancellor for
Academic Affairs. The Associate Dean of the School of Education reports to the Dean and
assgsin the adminigrative functions of the School of Education including evauation of faculty,
course scheduling and student advising. The Departments of Hedth, Physical Education and
Recrestion, Aerospace Studies and Military Science are housed in this School and the
departmental chairs report to the Dean.

Dean, School of Graduate Studies

The School of Graduate Studies is organized and administered by the Dean of the
School of Graduate Studies, who is responsible to the Provost and Vice Chancellor for
Academic Affars for planning, implementation, development, supervison, and evauation of dl
graduate programs. The Dean’ s duties include working with the Graduate Council to develop
policies in admissons and regigtration; keeping academic records, assuring academic program
standards; developing program budgets, and promoting graduate programs.

Associate Vice Chancdlor for Academic Affairs

The Associate Vice Chancellor for Academic Affairsis responsble to the Provost and
Vice Chancdlor for Academic Affairs and for on-campus summer sessions (academic).
Reporting directly to the Associate Vice Chancelor for Academic Affairs are the Regidrar, the
Director of Ingtitutional Research and Planning, the Director/Curator of the Native American
Resource Center, the Director of the Media Center, the Director of the College Opportunity
Program, and the Director of Trio Programs, the Coordinator of the American with Disabilities
Act (ADA) and the Director of North Carolina Health Career Access Program. Heis
responsible for appointing two faculty members to the Readmission Appeds Committee. He
performs other duties as assigned by the Provost and Vice Chancellor for Academic Affairs.

Associate Provost for Outreach

The Associate Provost for Outreach reports directly to the Provost and Vice
Chancdlor for Academic Affairs. The Associate Provost for Outreach is responsible for
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providing leadership for and management of the Divison of Continuing Education and Distance
Learning and the Regiona Center for Economic Development.

The duties and responsibilities of the Associate Provost for Outreach are as follows: to
supervise the Director of Continuing Education and Distance Learning and the Executive
Director of the Center for Economic Devel opment; to provide leadership and adminigtrative
support in budgeting, personnd, long range planning, and policy metters in these areas, to work
with the Provost and Chancellor to develop an overdl srategy for providing connectivity to
various entities throughout the region and beyond; to ensure that local, regiond, state, nationa
and international operations are aware of the services and opportunities that UNCP can
provide via our various outreach activities, to serve asthe University’s representative at local,
regiond and state economic summits along with the Chancdlor; to expand the revenue
generating activities of our various outreach activities Sgnificantly and to recommend new and
innovative ways to reach and serve our externd publics, to recommend new and cregtive
programs to the Provost and Chancellor which will engage our faculty and studentsin outreach
activities; to carry out specid projects and activities as assigned by the Provost and/or
Chancdllor.

Associate Vice Chancdlor for International Programs

The Associate Vice Chancdllor for International Programs reports directly to the
Provost and Vice Chancdllor for Academic Affairs and is responsible for providing leadership
for and management of Internationa Programs a UNCP.

The duties and respongibilities of the Associate Vice Chancellor are as follows: to work
with the Provost and Chancellor to develop long term and short term internationd plans and
drategies, to work with academic units in academic affairsto develop internationa grants,
projects, and programs that will be offered abroad; to develop new partnerships with
universties dl over the world; to work with the Outreach office to offer assstance to the local
bus ness community with Internationa programs and training; to work with the Continuing
Education office on developing and marketing short term internationd certificate programs and
degree/non-degree programs for foreign students and business communities; to work with the
Univergty Attorney’ s office to formulate manuas and policies regarding internationd travel
safety, exchange students, and international programs; to be responsible for faculty and student
exchange programs, to coordinate and work with Internationa Student Life office to obtain
various visa documents for foreign faculty and students; and to carry out specia projects and
activities as assgned by the Provost and/or the Chancellor.

Asxociate Vice Chancdlor for Information Services and Chief Information Officer

The Associate Vice Chancdllor for Information Services and Chief Information Officer
(CIO) isrespongble to the Provost and Vice Chancellor for Academic Affairsfor directing
Univerdsity computing, directing the NC-REN facility, administering networking systems, and the
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reporting of ingtitutional data as required by Generd Adminigration. The responsibilities
include programming support, faculty development, faculty and staff training for software and
computer usage, academic and administrative computing, aloca campus-wide data network,
accessto LINC NET, NCIH and INTERNET, and the compilation of University data required
for submission to Generd Adminigration. In addition, the ClIO aso works with directors of the
gppropriate offices on the adaptation of admissons, regigtration, financia records, personnd,
purchasing, dumni, and the indtitutiona advancement procedures to automated data processing
procedures. The CIO isdso responsble for the collection of information and the compilation
of statistical reports as required by the Universty.

Department Chairs

The Chairs of the academic departments are responsible to the respective Dean of the
College/Schoal in which the department is housed. Their responsibilitiesinclude the generd
management and adminigiration of their departments; providing leadership and example to their
departments and the University in teaching and scholarly/professona/grant activities and public
sarvice; the recruitment of departmentd staff and faculty; the preparation of class schedules; the
assgnment of teaching loads; the assgnment of advisees; the preparation of departmenta
budget requests, the academic advisement of students; the assignment of office space; the
scheduling of university facilities, including classrooms; the processing of travel requests; the
establishment and maintenance of dally office hours by faculty members; the preparation and
submission of requests by faculty members to be absent from class and/or absent from the
Univergty; academic planning; and preparation of eva uations and recommendations concerning
members of their departments. Chairs of departments offering graduate programs work with
the Office of Graduate Studies to ensure that gppropriate graduate faculty are available and that
recruitment initiatives are carried out. Chairs of those departments offering teacher education
programs work with the Dean of the School of Education to ensure quaity teacher preparation
and compliance with state and nationd accreditation stlandards. The Chairs work cooperatively
with the academic officers of the Universty.

2-7.10 Director of University-School Programs

The Director of University-School Programsis responsible for providing leadership and
coordination for the University’s public school outreach programs, partnerships, and services
and reports directly to the Dean of the School of Education.

The Director works in conjunction with the faculty, staff, and Dean to carry out the
Universty’s commitment to assisting the public K-12 schools. His responsihilities include:
facilitating the public service misson of UNC Pembroke by functioning as coordinator of school
outreach programs, partnerships, and services, providing leadership in the development and
implementation of university-school programs, partnerships, and services, collaborating with
local education agencies in the recruitment of students into education careers; representing the
University as appropriate a meetings and functions related to public school activities; providing



the Univergity with information and reports on the effectiveness of univeraty-school programs,
partnerships, and services, arranging and coordinating periodic meetings with Universty
representatives and school officidsin the UNC Pembroke region; pursuing sources of funding
to enhance collaborative partnerships, and continuing leadership for such activities asthe “First
Friday” program. He dso serves as chair of the University-School Programs Advisory
Committee.

Additiondly, the Director is responsible for coordinating and monitoring early fied
experiences, student teaching, and school socid work internship experiences. Other specific
dutiesinclude: screening applicants for the professona semester; coordinating placements for
student teachers and school socid work interns; monitoring the performance of student
teachers, maintaining accurate records of student teaching and internship experiences,
coordinating the Teacher Education Program admission interviews, implementing other activities
and projects as assigned; and serving as a member of the Teacher Education Committee.

The Assgtant Director of University-School Programs reports to the Director of
University-School Programs and assgts the Director with carrying out the responsibilities and
dutiesin school partnerships.

2-7.11 Director, Office of Sponsored Research and Programs

The Office of Sponsored Research and Programs functions under the auspices of
Academic Affairs, and the Director reports to the Provost and Vice Chancellor for Academic
Affars. The Office of Sponsored Research and Programs digns with smilar offices on the 16
campuses of The University of North Carolina. It reports al grant, contract and cooperative
activities to the Research Divison, The University of North Carolina Generd Adminigtration.
The Director is respongble for implementing and managing the Univergity's grant, contract and
cooperative agreement program. Asthe foca point for sponsored research and programs, staff
provide technical assstance and other support servicesto faculty and staff members in proposal
development. The Director is aso responsible for developing grant proposas, maintaining
sponsor databases, and derting faculty and staff to potential sponsored program opportunities
that are compatible with their interests. Sponsored programs must be consistent with the
mission of the University. Examples of theseinclude: gpplied and basic research, nationd
research service awards, research career training, instructiona and teaching awards, public
service programs, sudent training programs, and economic development activities. Internd and
externd partnerships and collaborative arrangements are encouraged.

The Univergity policy on developing and processing sponsored program proposasis
delinested in the Guide for External Programs Support.




2-7.12 Director of Continuing Education

The Director of Continuing Education reports to the Associate Vice Chancellor for
Outreach. The Director plans and implements educational programs designed to mest the
intellectua and cultura needs of on-campus and off-campus students. To achieve thisgod, a
diversfied sdection of evening classes, early morning classes, week-end classes, distance
learning classes, distance learning programs, and workshops, are available for students.

The Director works closely with academic departments in developing specific course
offerings and sequences designed to complete requirements. Non-degree activities, in which
Continuing Education Units are awarded, are aso planned and coordinated by the Director.

2-7.13 Univasty Librarian

The University Librarian reports to the Provost and Vice Chancellor for Academic
Affarsand isrespongble for the building, baancing, and managing of the University’s
collections of educationd support materias housed in the Sampson-Livermore Library and all
other aspects of library responsibilities outlined below. The University Librarian performsthe
following duties. acts as the library officer for finance, resource development, personnd, public
information, and security; coordinates the ddivery of reference, interlibrary loan, cataoging,
circulation, periodicas, library use ingruction, and other services, coordinates the devel opment
of arrangements for library support for distance education and cooperative agreements,
provides routine and specid research for the University adminigtrative officers as requested;
prepares reports as needed; and represents the Library as appropriate at the regiona, state,
and nationd leve.

2-7.14 Director of College Opportunity Program

The Director of College Opportunity Program is responsible for directing and
coordinating the College Opportunity Program (COP). Included in her duties are supervison
of the College Opportunity Program; coordination of placement testing for COP students;
supervison of the ingtructiona activities and freshman compodtion for the sudents identified in
the College Opportunity Program; coordination and supervision of the advisement and
counseling of these students; and supervision of the Learning Center. An additiond mgor
respongbility is the development of a system for the collection of data for evauation purposes
of COP. The Director is responsible to the Associate Vice Chancdlor for Academic Affairs.



2-7.15 Regidrar

The Regidrar is responsible to the Associate Vice Chancellor for Academic Affairs.
Her primary respongbilitiesare: registering sudents, maintaining al student academic records;
checking hours and grade point averages for graduation; preparing the graduation list;
maintaining al grade reports, scheduling of dl academic facilities, supervisng the preparation of
various forms on individua students as required by federd, state and indtitutiona agencies; and
supervising the issuance of transcripts to gppropriate individuas and agencies.

2-7.16 Director of Trio Programs

The Director of Trio Programsis respongble to the Associate Vice Chancellor for
Academic Affairs for the management and supervision of the Upward Bound/Student Support
Services Programs. His duties include the planning, development, and implementation of the
Trio Program.

2-7.17 Director/Curator of the Native American Resource Center

The Director/Curator of the Native American Resource Center is responsible for the
generd adminidration of the Center and for the sdlection and acquistion of artifacts and
materias for the collection. The respongbilities of this pogtion include formulaing policies and
gods, short-range and long-range planning including space utilization and maintenance needs;
goring, displaying, and cataloging the acquisitions, scheduling activities within the Center
incuding establishing exhibits and organizing tours, supervisng secretarid gaff; managing the
Center's finances, presenting lectures to community or specia groups, promoting the Center;
developing Center publications, helping to gain externd funding to enhance the development of
the Center; assisting with externa funding in related aress of the University; and teaching
interdisciplinary courses related to Native Americans. The Director/Curator is responsble to
the Associate Vice Chancdlor for Academic Affairs.

2-7.18 Director of Media Center

The Director of the Media Center is responsible to the Associate Vice Chancellor for
Academic Affairsfor the management of the Media Center. His duties include devel opment
and coordination of plans for Media Center services to academic departments, to the testing
center, to the library, and to other University units. He will aso render community service and
service to students and the University as directed by the Associate Vice Chancellor for
Academic Affairs

2-7.19 Director of Insructiond Technology

The Director of Ingtructiond Technology for Teacher Education reports directly to the



Dean of the School of Education. The Director of Instructiond Technology is respongble for
monitoring the development of ingtructiona technology programs and activities for preservice
teachers and career teachersin the UNCP service region; supporting teacher education faculty
efforts to integrate ingructiond technology into the curriculum; supervisng the Assstant
Director of Ingtructiona Technology in the management of the Education Technology Center’s
programs, operations, and services, maintaining the ETC website; maintaining and publishing a
hardware and software inventory for the Teacher Education Program and the School of
Education; developing plans for technology resource development and maintenance; and other
duties as assigned by the Dean of the School of Education.

2-7.20 The Licensure Officer

The Licensure Officer reports directly to the Dean of the School of Education. The
Licensure Officer isrespongble for processing initid “A” license and advanced “M” license
gpplications for UNCP students and license renewal applications for teacher education faculty;
assuring that the persons recommended by the indtitution for a license to teach meet digibility
requirements as prescribed by the State of North Carolina; coordinating the development of
Individuaized Education Plans for post-bacca aureate students seeking licensure-only;
coordinating admissions to the Teacher Education Program; monitoring program progression
and continuation; assuring program progression compliance with State Board of Education
policy; maintaining data and generating reports on teacher education candidates to meet School
of Education accountability obligations at the ingtitutiond, State, and nationd levels.

2-7.21 Director of the Teaching Fdllows Program

The Director of the Teaching Fellows Program is respongible for planning,
implementing, and monitoring al aspects of the Teaching Fellows Program. Reporting to the
Dean of the Schoal of Education, the Director's pecific responsihbilitiesinclude: developing and
implementing recruitment and program activities, working with appropriate offices and
individuas on campus to promote the program, arranging for housing, arranging for specid
programs and activities, etc.; serving as academic advisor to the Teaching Fellows, monitoring
the progress of Teaching Fellows, submitting dl reports/information requested by the Public
School Forum and/or Teaching Fellows Commission in atimely manner; and serving asa
member of the Teaching Fellows Advisory Committee.

2-7.22 Director of Regiond Center for Economic, Community & Professona Devel opment

The Director of the Regiond Center for Economic, Community and Professona
Development is responsible to the Associate Provost for Outreach for the genera
adminidration of the office. Responghilities of this pogtion include formulating policies and
gods for the office which provides outreach to citizens of the region through innovative
programs, partnerships with organizations, smal business assstance, and a wide range of



professonad development opportunities. Services include research, planning, assessment,
consulting, conference design, and customized training.

Working closely with a corporate advisory committee, the director overseesthe
professona development area of the Center which includes non-credit workshops leading to a
certificate in Management Development with concentrated study in group dynamics,
communications, qudity, change, and organizationd development. Other programs include
mediation; conflict resolution; public forum moderator skills, and leadership skills for educators,
law enforcement professionds, and Chambers of Commerce members.

The Director is dso respongble for adminigtration of the Smal Business and
Technology Development Center (SBTDC), an inter-indtitutiona program of The University of
North Carolinawhich provides counsding free of charge to individuals seeking to Sart or
expand abusiness.



