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Academic Coordinator Responsibilities (keepers)

1. Teaching

2. Student Advising/Support

· Student success promotion

· Indentifying/supporting students at risk

· Student advising

· Fielding student concerns

3. Curriculum Development and Renewal

· Overseeing consistency of course content

· Program policy and development 

4. Coordinating Team/Staff/Advisory Meetings

· Staff meetings/advisory committee and provincial meetings

· Community liaison

5. Program Orientation/Recruitment/Student Retention

Push Back/Push Out/Collaborate

· May/June activities such as curriculum review and PD

· Assessing for transfer credits/exemptions

· New building construction leaders/industry experts on space/equipment requirements

· Ensuring student placements

· Attending convocation

· Academic probation and progression

· Accountability without authority

· Liaison with IT

· Grad reports

· Whatever

· Marketing the program
· Orientating and mentoring new faculty

· Provincial subcommittees working groups

· Hiring and disciplining faculty

· Preparing course outlines/approving them

· Answering question from new students (recruitment?)

· Coordinating placement

· Dumping ground for faculty and students

· Advanced standing

· Program Quality Review

· KPIs and action plans

· Monitor faculty hours

· Admin work around budget, graduation, promotion etc.

· Scheduling for part-time faculty

· Open house

· Managing equipment and technology

· Maintaining program accreditation

· Letters of reference

· Dealing with parents

· Guest speaking at high schools (recruitment)

· Coordinating international partnerships

· Articulation agreements

· Maintaining lab equipment

· Looking at admission requirements

· Student support for international, Aboriginal, Second Gen students

· Text book materials review and ordering

· Dealing with manager

· Translation

· Academic appeals

· Attending special events (PD) for coordinators
