POTENTIAL DUTIES OF A PROGRAM COORDINATOR
1. Teaching

2. Student Academic Success

3. Team Building
a. Screening and Assignment of Faculty (full-time and part-time)

b. Mentorship and team building

c. Conflict resolution

4. Curriculum

5. Marketing

	1
	Timetabling

	1
	Lab re-organization

	2
	Student placement coordination

	1 
	Teaching

	1
	Research

	2
	Admissions sessions

	2
	Connecting students to support services

	2
	Disciplinary responsibilities re students

	2
	Communicating with parents

	2
	Grade submission supervision

	2
	Tracking down issues with admissions/filling in gaps

	2
	Orientation – first year options/subsequent options

	2
	Tracking part-time students

	2
	International student support

	2
	Ensuring classrooms are resourced

	2
	Student success

	2
	Advisory position

	2
	Placement coordination

	2
	Progression planning (students)

	2
	Dealing with employers looking for students

	2
	Letters of reference for students

	2
	Awards ceremonies

	2
	Student professional development/support

	2
	Enrollment

	2
	Screening students for placement

	2
	KPI’s

	2
	Provide Kleenex for students

	2
	Academic appeals

	2
	PLAR

	2
	Orientations

	2
	Transfer credit review

	2
	Compiling and reviewing student evaluations

	3
	Faculty supervision/placement

	3
	Guidance of colleagues

	3
	Advisory position

	3
	Screen and assign new part-time and full-time faculty

	3
	Teambuilding

	3
	Mediation and problem resolution

	3
	Conflict resolution

	3
	Mentoring new faculty

	3
	Staff meeting organization

	3
	Mentoring or advising part-time faculty

	4
	Course outlines for part-time faculty

	4
	Program description revisions/monographs

	4
	Curriculum

	4
	National accreditation

	4
	Articulation agreements

	4
	Program Quality Review 

	4
	Mapping online or Continuing Education courses to daytime courses

	5
	Program description revisions/monographs

	5
	Marketing of program

	5
	Field trips

	5
	External marketing events


6. Keep

7. Share with Team

8. Push up to Dean/Chair

9. Push Sideways

	6, 7
	Building advisory committee

	6, 7, 8, 9
	New program development

	9
	Ontario Skills Competition

	7, 9
	Ordering textbooks/printing

	6, 7
	Health and safety

	6, 7
	Second career planning

	6, 8
	Personal P.D. – discipline specific

	6, 9
	Sitting on college committees

	6, 7
	Departmental (and other) meetings

	8
	Coordination of SWF conversations

	7, 9
	Organizing student social events

	8
	Budgeting and operational planning

	6, 7, 8, 9
	General industry liaison

	7, 8, 9
	Organize fundraising events

	8, 9
	Organize bursaries

	8, 9
	Organize income generation

	6, 7
	Organizing applied projects with community partners

	6, 7
	Budgeting for supplies

	6
	Link between students/faculty/chairs/deans/administration

	6, 9
	Web page design and content

	6, 9
	Program and student manuals/handbooks

	6, 8
	Liaison with university partners

	6, 8, 8
	Health and wellness support of students

	6, 7, 9
	Community liaison on behalf of program

	8
	Financial re hiring (pay/step calculations)

	8
	Coordinate advisory committee

	6, 7
	Identify equipment and software needed (capital requests)


