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POSITION DESCRIPTION
	Title: Associate Director of Graduate Studies
	Originating Date: 10-04-2016 (updated 04/2019)

	Department Name: School of Historical, Philosophical, and Religious Studies
	The position of Associate Director of Graduate Studies is appointed by the Director


Primary Purpose:
Provide graduate program support and guidance to the school. 
Essential Functions (What, How and Why):
1) Convene and facilitate meetings of the SHPRS Graduate Studies committee 
2) Serve as point of contact for graduate matters with the Graduate Coordinators 

3) Represent SHPRS at CLAS Special Graduate Committee meetings. Ensure that SHPRS graduate policies remain in accordance with CLAS and Graduate College regulations. 

4) Oversee SHPRS TA funded students. Work with unit DGSs, DUSs, and SHPRS ADUS to maintain fair and equitable standards for TA assignments and supervise evaluations of TAs by instructors 

5) Supervise annual evaluation of PhD students 

6) Oversee SHPRS Block grants and other CLAS funding. Work with Graduate Coordinator and DGSs to award SHPRS Research Grants (aka University Graduate Fellowships) to PhD students. 

7) Work closely with Graduate Coordinator and DGSs to ensure proper submission of Graduate College Fellowships, Graduate College Travel Awards, and Graduate College Completion Fellowships. 

8) In partnership with Graduate Coordinator and DGSs, organize fall Graduate Orientation and spring Graduate Recruitment event. 

9) Oversee DGS policy and procedure for the following:

a. Annual assessments and reports
b. Graduate seminar scheduling, enrollment forecasts, program changes and integrity, course regularization and general graduate studies requirements
c. Catalog copy review 

10) Coordinate and submit reports concerning graduate program goals and effectiveness to the Graduate College and other university offices
11) Provide input into the evaluation of the Graduate coordinators
12) Handle graduate student issues that rise above the DGS level including but not limited to probations, dismissals, and appeals 

Course release: 1 per Academic Year
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