Faculty Dean’s Office Staffing

The staffing of the Faculty Dean’s office depends largely on the responsibilities that the University places on the Dean and the services that the office is expected to provide.  The list below sets out essential services and personnel.

1. Personal Assistant: Given the responsibilities of the Faculty Dean as academic and administrative head of a number of Departments and as a senior member of the University’s administrative structure, it is essential that the Dean have a Personal Assistant.  The role of this person will be to function as the Dean’s secretary. He or she will assist the Dean to function effectively by scheduling appointments, recording meetings, maintaining office records, and assisting the Faculty Administrator with collation of information..

2. Faculty Administrator: The role of the Faculty Administrator is to co-ordinate the staff of the Dean’s office and to oversee the administrative functions of the Dean’s office.  These include providing the Dean with support in maintaining student records (enrolment, examination, graduation) in liaison with the Academic Department, collating and providing data to the Dean and the University administration on Faculty activities and operations (e.g., student retention and completions, Faculty and Departmental financial reports, staff requests for promotion, maintaining Faculty Quality Assurance records, etc).  The Faculty Administrator is a key liaison link between Departments and the Faculty Dean’s office and the University administration, such as Academic Department, Finance Department, etc.  The role also includes assisting and advising students about course, programme, degree and university regulations and directing them to the appropriate departmental or university personnel or services to help them solve academic or personal problems. 

3. Assistant Faculty Administrators: Depending on the size of a Faculty (in terms of number of Departments, staff and students) and the range of operations and responsibilities that are given to Faculties by the University administration, there will need to be one or more Assistant Faculty Administrators.  The role includes assisting the Faculty Administrator to support the Dean’s office and the operations of the Faculty, to liaise with Departments and University administrative services on behalf of the Faculty Administrator and to act on behalf of the Faculty Administrator at times of his or her illness or absence from the University.  Depending on the services expected of the Faculty by the University administration, one or more of the Assistant Faculty Administrators may need to have specialist skills (e.g., in accounting or quality assurance). 

4. Associate Faculty Deans:  Associate Faculty Deans are typically academic staff members of the Faculty who receive an additional allocation of salary for providing support to the Dean’s office.  Their role usually involves providing additional support to the Dean during enrolment, providing the Dean with advice in the development of Faculty Strategic Plans and Faculty budget planning, assisting with the staff appointment and promotion processes, and replacing the Dean when she or he is unavailable to attend meetings or is away from the campus.  The number of Associate Faculty Deans in any given Faculty is dependent upon the range of roles Faculty Deans are required to fill.   Service as an Associate Faculty Dean is a good training experience for eventually becoming a Faculty Dean and also allows the University administration opportunities to assess potential future Faculty Dean candidates.

