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	POSITION DESCRIPTION                                                                        


	ORGANISATIONAL CONTEXT:

	The head of school/department is primarily responsible for providing academic, strategic and administrative leadership to the school/department.  It is also the role of the head of school/department to engage with faculty and university initiatives and with external organisations.

It is noted that the head of school/department will also continue with their teaching and/or research as agreed between the dean and the head of school/department.  This will be reviewed in the normal way through the engagement profile. 



	KEY RESULTS AREAS AND RESPONSIBILITIES:

	1. Leadership and strategic direction

· develop and encourage a shared vision for the future directions, goals and priorities of the school/department, which is aligned to the broader mission and goals of the university;

· take a leadership role in developing the school/department’s strategic and operational planning and manage the school/department so as to achieve its strategic direction and goals;

· maintain and enhance the academic standing of the school/department;

· implement quality assurance and improvement procedures with the goal of enhancing all aspects of the school/department’s activities; 

· foster the development of outstanding academic programmes, research and research training in the school/department;

· participate in the greater Monash community; and

· monitor and evaluate the school/department’s teaching, research and community engagement activities in relation to comparable schools/departments both within and outside the University.

Examples of key performance indicators

· development of school/departmental strategic and operational plans which are aligned with university priorities

· regular school/department review undertaken 

· performance of school/department regularly monitored and reported

2. General academic management

· manage, administer and foster excellence in the school/department’s teaching, research and professional activities;

· implement department/school and university policies and strategies;

· establish and maintain communication with appropriate committees, boards, fora and networks within the faculty and the broader university;

· represent school/department’s interests, views and needs in the broader faculty, university, professional, industry and government context;

· initiate, maintain and strengthen links between the school/department and other schools/departments and relevant professional and industry bodies; and

· improve the level of engagement with industry, professions, employers and the community

Examples of key performance indicators

· level of student satisfaction with teaching and courses

· initiatives undertaken with industry, professions, employers and the community

· research performance 

3. Staff management

· take overall responsibility for relevant aspects of staff management in the school/department;
· ensure that the school/department complies with the University’s policies and meets its legal and statutory obligations;
· play a major role in the recruitment, selection and induction of academic and general staff;
· facilitate and promote effective communication and positive morale within the school/department;
· take responsibility for the performance management, mentoring and staff development of academic, administrative and support staff;
· manage staff grievances in an appropriate manner;
Examples of key performance indicators

· Level of staff satisfaction

· Level of compliance with academic and general staff performance management schemes

· Compliance with OH&S, EEO and other legal requirements

4. Financial and infrastructure management

· ensure that the school/department complies with all financial procedures and regulations;
· prepare school/department budget and monitor expenditure against allocations;
· engage in appropriate budget forecasting, and staffing and infrastructure planning;
· understand the school/department’s budgetary position, and the resource allocation procedures that impact on the school/department;
· manage, allocate and maintain all physical resources and infrastructure in the school/department;
· maximise opportunities for raising funds from appropriate sources outside the school/department; and
· where appropriate, commercialise teaching/research outcomes and intellectual property.

Examples of key performance indicators

· percentage of government funding compared to external income

· variance against school/department’s annual budge

· developed business plans for commercialisation

· number of commercialised products



	DIMENSIONS OF SCHOOL/DEPARTMENT

	Budget…………………………………………………………………………….. 
_________________

Recurrent Funds …………………………………………………………
_________________

Other Funds ………………………………………………………………………           _________________

Total Income …………………………………………………….. ……   
_________________

Number of academic and general staff ………………………………………. 
_________________

Number of HECS Australian students …………………………………………
_________________

Number of international students ………………………………………………
_________________

Number of Australian full fee other post graduate students ………………...
_________________

Number of higher degree by research students ……………….……………..
_________________

Total number of students…………………………………………….… …….…
_________________

Number of Australian campuses …………………………………….….………
_________________

Number of International campuses ………………………………………..……
_________________

Number of centres ………………………………………………………… ……
_________________



	KEY SELECTION CRITERIA:

	· Relevant academic qualifications

· Experience and a record of achievement in teaching and research.

· Excellent leadership and staff management skills, with demonstrated experience in managing organisational units.

· Experience in a senior administration role and an ability to manage academic and general staff in a team environment.

· Outstanding people management, communication and negotiation skills, a commitment to delegated authority management approaches and the ability to focus on outcomes.

· Experience in, and commitment to, inter-disciplinary, innovation and collegiate principles in the provision of education services.

· Change management skills and a proven ability to build, develop and implement strategies for improvement.

· Ability to advance quality assurance and improvement by development

· of planning, monitoring, review and improvement strategies.

· An ability to develop and maintain strong professional links with relevant industry and professionals within the community. 

· An understanding of the higher education sector in Australia and overseas, and the ability to comprehend this in terms of the university’s core values.
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