[bookmark: _GoBack]Suggested roles for the Assistant Director:


· Familiarize with the communication in the university Academic Affairs Administration 

· Be familiar with:
     Undergraduate/Graduate catalog
https://catalog.fiu.edu/2017_2018/undergraduate/College_of_Engineering_and_Computing/Undergraduate_School_of_Computing_and_Information_Sciences.pdf 

https://catalog.fiu.edu/2017_2018/graduate/College_of_Engineering_and_Computing/Graduate_School_of_Computing_and_Information_Systems.pdf 

     Faculty handbook https://academic.fiu.edu/docs/Faculty_Handbook.pdf 

     Student handbook: http://globaldatebooksonline.com/flipbooks/FIU/ 

· Class scheduling (course offering patterns, faculty–course assignment, and classroom assignment)
with a focus on increasing graduation rate and decreasing course dropouts

· Hiring adjuncts and ensuring them to comply the teaching requirements

· Assessment: (coordinate with Eric on system setup)
      CES (announce to students, increase student participation): 
           https://www3.cis.fiu.edu/services/CES/ 
      ICA (notify faculty to improve timely participation):
           https://www3.cis.fiu.edu/services/ica/index.cgi 
      Preparing assessment reports to administration
      Faculty activity report (assist the Director): https://www3.cis.fiu.edu/services/far/index.cgi 

· Curriculum:
     Course flowcharts (pre/co requisite dependencies)
     New course proposals
     Course change proposals
     Changes to the catalog (faculty info, each program/major, course list, elective lists)
     Review curriculum bulletin: https://intranet.fiu.edu/curriculum/SitePages/Bulletin.aspx 

     Update all curriculum changes to the SCIS website:
	https://www.cis.fiu.edu/academics/degrees/ 
            http://www4.cis.fiu.edu/courses/Syllabi/ 

· Resolve student complaints

· Conduct exit surveys for graduating students

· Engage with Undergraduate Committee and Graduate Committee on curriculum and the quality of course delivery

· Engage with academic advisors on orientation for new students, early alerts, graduation application, and graduation requirements.

· Coordinate general student meetings with SCIS administrators twice (Fall and Spring) a year

· Understand the evolving university’s performance metrics and focus on how to achieve them.

Additionally involve in faculty/staff social events and improve the visibility in public events (Engineering Expo, media relations).

 





