Position Description

Job Title: Assistant Program Director for Academic Affairs

Department: Anesthesiology Date: January, 2025

FLSA: Exempt Work Location: Carolinas Campus
Employee Category: Administrative Work Schedule: M-F 8:00am-5:00 pm
Staff

Reports to: Program Director, MHSA Percent Employment: 80% classroom
Program Carolinas Campus /20% clinical setting

Direct Reports: n/a

Job Summary: The Assistant Program Director for Academic Affairs plans, directs, and
oversees Anesthesiologist Assistant student academic affairs and activities, ensuring they meet
the Program and University’s mission, goals, and objectives. Assist in coordinating the academic
and clinical education of the Anesthesiologist Assistant students with the goal of educating
students to act as competent entry level anesthesia providers and as professional members of the
health care industry. Assist the Program Director in providing leadership and direction for the
Master of Health Science in Anesthesia Program. Responsible for coordination of the didactic
components of the Program curriculum.
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Assist the Program Director with curriculum mapping, course and content
distribution and faculty deployment

Participate in the evaluation of textbooks and other learning material

Assist in maintaining a current curriculum map that ensures coordination and
relevancy of academic curricula

Oversee and monitor administration of coursework specific to Program
Compile and collate all paper and electronic handouts, presentations, or teaching
instruments and examinations

Review, approve, and revise course syllabi according to Program policy
Recommend changes in curriculum, policy, and program requirements to the
Program Director and appropriate committee, as needed.

Oversee and coordinate the Foundation blocks of the learning curriculum
Collaborate across all campuses to ensure congruence in the learning curricula

Recruit, recommend, and orient new clinical rotation site personnel
Participate in faculty meetings and collaborate with faculty to solve problems



g. Participate in ongoing program review and assessment
h. Support an ongoing evaluation model of the program, which will include review
and assessment methodologies
i. Actively participate in all aspects of the program strategic plan, program growth
initiatives and market expansion opportunities
4. Students
a. Evaluate applications for admission, manage personal interviews with
applicants, and make recommendations to the Program Director
Advise students as needed
Teach students in didactic and clinical setting
Review student feedback pertaining to faculty and courses
Maintain standards of educational performance in accordance with Program
objectives, professional standards of practice, regulatory, and accreditation
agency standards
f.  Serve on Progress & Promotions Committee and initiate student remediation
and corrective action
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5. University
a. Participate in faculty workshops, commencement exercises and other events, as
required

b. Perform other duties as assigned by the Program Director or Dean
6. Perform other duties as assigned.

Required Qualifications:

The ability to orally communicate effectively with others, with or without the use of an
interpreter is necessary. The ability to communicate effectively in writing, using the English
language, with or without the use of auxiliary aides or services is required. The ability to work
cooperatively with colleagues and supervisory staff at all levels is required for the position.
Problem-solving ability and extensive knowledge regarding all phases of basic science and clinical
education is required. The ability to evaluate program applicants, support systems, student and
faculty is required. Knowledge of academic and clinical curriculum design, accreditation
standards and applicable strategic planning models is necessary. Good interpersonal skills are
required into order to interact well with the patients, physicians, student anesthetists, residents,
and other personnel. Proficient adult training skills are necessary. Proficient computer skills and
familiarity with word



T Knowledge of Windows, Microsoft Office, Internet and basic website management and
email required.
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