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Associate Director of CTSM

Updated:  6/8/2012	
			FLSA:  Exempt
			Dept or Office: Center for Telecommunications Systems Mgt.

Summary Description

Responsibilities & Duties
· Develop and implement short and long-term goals, objectives, policies and operating procedures for the Telecommunications Systems Management (TSM) portion of Health Information Technology offerings at Murray State.
· Investigate and establish new programs as needed, including review and advisement on faculty proposals for new programs or courses.
· Review, revise, and facilitate policies and practices in the recruitment of new students. Assist the Director with the TSM Policy Board and the TSM National Advisory Board. Maintain and monitor program evaluation metrics. 
· Oversee the planning and execution of special events such as Patterns of Distinction and Multi-State Telecommunications Summit.
· Oversee the development of recruitment and marketing materials, handbook and document updates and other information materials.

Requirements – Education and experience
· Masters degree in Telecommunications Systems Management or related field.
· At least five years experience in the telecommunications field with increasing responsibility.
· Demonstrated effective interpersonal, administrative, communication and public relations skills.
· Previous academic experience.
· Willingness to travel as needed.
· Demonstrated commitment to education and professional growth.
· Understanding of university educational systems and transfer credit issues.
· Experience in new program development.
Preferred education and/or experience
· Teaching or other educational work.


Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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