
Ohio Dominican University 
  

- Job Description - 
 

Job Title:  Director of Faculty Services Department: LEAD 
   

Reports To:  Dean of LEAD   Date:  June 2012 
 

Status:  Exempt 
 

Purpose:   The Director of Faculty Services (“The Director”) is responsible for the facilitation and 

support of instructional excellence in the LEAD Program under the leadership of the Dean of LEAD.  

The Director of Faculty Services recruits, hires, trains, and evaluates LEAD faculty in collaboration 

with Division Chairs and Program Directors.  The Director is responsible for curricular-related areas 

that have a direct impact upon instructional excellence.  These responsibilities include maintenance 

of syllabi through collaboration with Deans, Chairs, and fulltime faculty at ODU, supervision of a 

contract Instructional Designer, and collaboration with the ODU bookstore manager.  The Director is 

responsible for responding to student concerns regarding LEAD instruction or faculty-related issues. 
 

Essential Job Responsibilities: 

 Actively recruits adjunct faculty for the LEAD Program through review and response to 

applications.  Facilitates and manages preliminary screening interviews, hiring, and instructor 

orientation  

 Manages and facilitates faculty evaluation and professional development.  Maintains 

instructional quality through course evaluations, class visits, and instructor training.  Holds 

LEAD faculty accountable for high instructional standards 

 Oversees current curriculum quality by creating a syllabus review process, supervising a 

contract instructional designer, and collaborating with fulltime ODU faculty.  Facilitates 

conversations and final syllabus revisions with fulltime ODU faculty 

 Responds effectively to instructor and student concerns related to academic areas such as  

instruction, grading, plagiarism, and classroom management 

 Serves on University-wide and departmental committees as assigned 

 Understands, supports, and promotes the Catholic and Dominican mission of the University.  

 

Supervision: 
 

    Received: General 

    Given: Supervises contract Instructional Designer 
 



Education/Experience: 
 

The successful candidate will hold a Master’s degree (Ph.D. preferred) and will have a strong 

background in adult degree programs and accelerated degree programs. Additionally the candidate 

needs to have experience with, and/or knowledge of, curriculum development along with a thorough 

understanding of academic standards.  Experience teaching adults at the college level and experience 

at a regionally accredited institution is also an asset for this position.  The candidate must possess 

excellent interpersonal, organizational, writing, relationship building and presentation skills, and 

must also be able to multi-task.  Attention to detail is paramount.  The successful candidate will be 

committed to helping instructors and students achieve success.  The LEAD program is an evening 

and weekend program, so the ability to have a flexible schedule is also required.    
 

Communication Skills/Requirements: 
 

Able to communicate effectively verbally and in writing as to work requirements, work in progress, 

work completion and status of departmental goals.  Communicates verbally and in writing with co-

workers, members of administration, faculty, students, and the external community. Able to utilize 

active listening skills to ascertain areas of need, define problems, and determine possible solutions to 

meet expressed needs.  Demonstrates leadership, tact, diplomacy, professionalism and a positive 

demeanor in performance of all duties. 
 

Mathematical/Computer Ability: 
 

Able to use math to add, subtract, multiply or divide and may work with fractions, decimals, or 

percentages.  Proficient in the Microsoft Office suite of programs including Word, Excel, and 

Outlook.   
 

Reasoning Ability: 
 

Most work is complex and requires a high level of judgment.  Requires the ability to decide on a 

course or sequence of action and to direct others in that course of action.  Must have continuous 

visual and mental attention while performing responsibilities of the position.  Must be able to define 

problems, collect data, establish facts and draw valid conclusions. Must be able to reasonably 

envision future needs and plan accordingly.  Must be able to multi-task and work on a variety of 

problems or projects at the same time.  
 

Licenses/Certifications: 
 

None 
 

Physical Demands: 
 

Routine physical demands for office environment.    While performing the duties of this job 

employee is frequently required to stand, walk, sit, use hands to finger, handle or feel, and reach with 

hands and arms.  The employee may occasionally be required to lift and/or move up to 25 lbs. 

Operates all computer equipment, copier, facsimile machine, printer, and telephone.    
 

Work Environment: 
 

Office.  Exposed to minimal hazards in office environment.  Some road travel to various sites and 

training.  Some evening and weekends required for this position.  
 

Additional Information: 



 

Generally responsible for the safety of own work area and the department.  
 

[This description is not intended to be an exhaustive list of all responsibilities, skills, efforts, or working conditions associated 

with the position.   It is, instead, a description of the essential elements of the position that are needed for recruitment, placement, 

orientation, training, competency and performance management, classification, compensation determination and other Human 

Resources 


