


department chair to ensure support courses are appropriate and offered as the program 
needs. 

● Attend monthly program coordinator meetings. 
● Represent the college/discipline in unit-wide decision-making (i.e., how to meet 

technology and diversity proficiencies, field experiences, etc.) 
● Share program data with program faculty and record changes made to the program 

based on the data. 
● Maintain the history of the program – programmatic changes.  
● Work with advisory committees to examine data and recommend program changes. 
● Coordinate and facilitate annual advisory board meetings and share agenda/minutes to 

COE advisory board website. 
● Maintain communication of the program through email, webpage, social media, etc.  
● As needed, recommend qualified adjunct instructors to fill program instructional needs. 
● Notify the department chair of any issues with instructors. 
● For those coordinating initial licensure programs, update and maintain internship course 

shells, assignments, and schedules. 
  

Recruitment/Admission/Licensure 
● Coordinate recruitment for programs from public and private schools, market programs, 



 
 
 

Student Support 
● Serve as the first point of contact with student concerns, including issues related to field 

performance, disposition issues, and/or classroom performance.  
○ Address student performance issues including meeting with students (and other 

appropriate persons), monitoring dispositions, and developing improvement 
plans 

● Monitor students’ progress toward degree completion, which may be in conjunction with 
advisors. 

● Coordinate maintenance of the student database (currently managed in the Airtable 


