School of Arts & Humanities

Portfolios of Dean’s Office Staff 
	Ben Christy  –  Dean

Academic visioning, leadership, planning & oversight

· Oversee human, financial, and facility resources

· School liaison to administration

· Assistance with program development, assessment and resources

· Faculty support: hiring, promotion and tenure, research, advocacy, collegial work climate

· Fund raising

· Campus, regional, national and international partnerships 

· Community visibility and relations

· Committees: A&H Leadership Team; A&H Faculty Welfare; Academic Council; Burchfield-Penney Committees; various campus committees 

Ron Smith – Interim Associate Dean

Advance A&H Academic and Administrative Policies

· Class schedule preparation

· Student and faculty data
· Faculty workloads

· Student issues (major)

· Academic appeals

· Student probation

· Curriculum facilitation

· Faculty advisement and training

· Orientation oversight
· Assessment coordination

· Part-time faculty hiring and contracts

· Campus-wide committees

· Tech fee allocations

Carolyn Fusco– Executive Assistant to the Dean

Administrative and Systems Management

· Budget management (travel, purchasing, reimbursements, etc) 

· Personnel processes and records 
· Faculty recruitment process coordination
· Coordinator of technology fee purchases (major equipment)

· Facilities projects oversight 

· Upton Gallery liaison 

· Committees: SEFA Steering Committee, Arts on Campus Committee 


	Anthony Chase - Assistant Dean 

Reports to Dean

· Web liaison (assists departments)

· A&H PR liaison to College Relations

· Arts & Letters Program Coordinator

· Departmental alumni organization initiatives 

· Donor Stewardship
· Raiser’s Edge queries 
· A&H newsletter - primary responsibility for producing, mailing and other distribution
· Committees (A&H Student Enrichment & Retention; Orientation; Retention; Arts & Letters, etc.)
Reports to Associate Dean

· Student issues-general 

· Student counseling for probation and dismissal 

· Orientation/Open House presentation (liberal arts panel) and event trouble-shooting assistance (tour stops, tables, etc.)
Teaches three courses per year

Susan Kendt – Secretary and Executive Assistant to the Associate Dean 

· Office calendar, scheduling, reception

· Schedules Metcalfe Room

· Data collection and input

· Student probation file support 

· Prepare contracts for part-time and temp employees

· Update newsletter mailing data base

· Event planning 

· Annual reports

Denise Zenicki – Secretary to the Dean

· Dean’s calendar and scheduling 
· Reception
· Schedules Metcalfe Room

· Data collection and input
· Assist with Raiser’s Edge queries
· Maintain Arts & Letters and development files

· Curriculum processing
· Personnel paperwork for full-time permanent employees

· Oversee student workers
· Event planning
· Annual reports

Paula Devereaux  – Senior Major Gifts Officer

· Direct, Manage and Implement the Major Gift and Planned Giving Fund Raising Program for Arts & H 

· Manages a portfolio of 150 donors


