Head of School – Position Description

Equity principles underpin all University policies and procedures.  The University is committed to EEO principles and a smoke-free environment, values cultural diversity, and recognises that all its employees have a contribution to make in ensuring an equitable and harmonious working environment.

Position Objective

The Head of School is responsible to the Pro Vice-Chancellor and Dean for:

(a)
the primary leadership of the School, including the contribution of the School to Faculty and University strategies and plans; and

(b)
academic and administrative management of the School, including its physical, financial and human resources, and its coursework, research training, research support and outreach programs.

Duties
The following responsibilities and accountabilities will be undertaken by the Head of School with the support of, and in collaboration with, senior Faculty staff including the relevant Academic Director as appropriate and under the general oversight of the relevant Prof Vice-Chancellor and Dean.  The Head of School will:

General

1. plan, lead and support the strategic and operational development of the School, in a manner that is consistent with Faculty and University strategies and plans, including identification of priorities and directions;

2. promote and exercise creativity and entrepreneurship to achieve strategic change, consistent with the University of New England Strategic Plan and agreed priorities;

3. plan, lead and manage change processes within the School;

4. provide and facilitate leadership, development and promotion of quality in all School activities, and inculcate excellence in teaching and research;

5. oversee the general welfare of all School staff and students;

6. ensure that School activities comply with all relevant internal and external requirements;

7. lead and monitor collaboration and partnerships both internally and externally;

8. engagement with the community, region and professional networks;

9. take general responsibility for Occupational Health and Safety, EEO, grievance and security issues within the School;

10. represent the School to the Pro Vice-Chancellor and Dean, Vice-Chancellor, University officers, and outside bodies including industry and professional bodies as appropriate;

11. perform such other duties as the Pro Vice-Chancellor and Dean may assign from time to time;

Teaching and Research

12. develop, promote and maintain innovative and attractive academic programs managed by the School;

13. seek and maintain professional accreditation and other external recognition of courses as appropriate;

14. plan and approve unit offerings by semester and by delivery mode, including oversight of transition arrangements for course changes;

15. provide oversight of student academic progress in School courses and units;

16. lead, develop and maintain an appropriate research profile of the School including interdisciplinary research collaboration and partnerships ;

17. generally guide and regulate the School’s research activities, including allocation and management of supervisors to research students, and ensuring the overall well-being of research students;

Staff

18. develop and maintain an appropriately sized and skilled workforce, ensuring appropriate training and professional development;

19. manage the School's staff, including; workload allocation and performance management; misconduct, plagiarism and unsatisfactory performance; recruitment and termination; assessment for the purposes of reclassification, confirmation of appointment, salary increment and promotion and management and approval of leave and travel;

Governance
20. chair School meetings and contribute to Faculty and University boards and committees as appropriate;

21. contribute to Faculty and University developments;

Planning and Resources
22. plan, manage and be accountable for the School’s resources, including devising and managing the School’s budget.  Participate with the Vice-Chancellor, the Chief Operating Officer and the relevant Pro Vice-Chancellor and Dean in the preparation of the School’s recurrent budget;

23. compile estimates of student numbers and of requirements for staff, equipment, and other resources for teaching and research; and

24. develop initiatives and coordinate measures to obtain and generate income from internal and external sources, and manage the disbursement of such funds.

Selection Criteria
Applicants should provide evidence that they have:

1. excellent leadership skills in an area relevant to the School, including an ability to support and motivate staff;

2. ability to conceptualise, plan and implement strategic developments within the context of broad plans;

3. ability to plan, lead and manage change processes in the context of tertiary education;

4. ability to manage resources within budget;

5. experience in leading, managing and coordinating a broad range of academic and research functions in line with strategic objectives;

6. an outstanding academic background in a disciplinary area relevant to the School, including relevant academic qualifications and research achievements;

7. high level consultative, negotiation and conflict resolution skills;

8. excellent interpersonal skills, with the demonstrated capacity to effectively work cooperatively and in partnership with diverse groups and to sensitively balance the requirements of each of these groups; and

9. understanding of and commitment to EEO, QA, Risk Management, Business Process Improvement and OH&S principles.

