
Minnesota State Colleges and Universities is an EO/AA/Vet/Disability employer/educator committed to the principles of diversity. 
 

Revised: 12/30/2014 

 

Northwest Technical College 
ADMINISTRATOR POSITION DESCRIPTION  

 

 

ADMINISTRATIVE TITLE:  Dean of Northwest Technical College (Interim) 
 

NAME OF ADMINISTRATOR:  Vacant 
 

RANGE ASSIGNMENT:  Admin 6 

 

POSITION CONTROL NUMBER:   01065198 
 

 

 

POSITION PURPOSE:   
 

The Dean of Northwest Technical College provides dynamic, strategic campus leadership for the development and implementation 
of academic programs and student support services, and for initiating plans and actions for the establishment and maintenance of a 
physical environment conducive to teaching and learning.  
 
The Dean serves as the lead administrative academic and student affairs officer of the campus.  Reporting directly to the President, 
the Dean is responsible for the day to day operation of the campus.  The Dean is responsible for advancing the college’s mission and 
strategic plan by aligning the resources and priorities needed to ensure that the campus efficiently and effectively develops and 
delivers requisite programs and student services.   The Dean provides campus oversight for services administered by center deans 
and directors.  In alliance with those administrators, the Dean coordinates the planning, development, organizational management, 
and evaluation of a broad array of functions to ensure student access and success. The Dean both engages in and ensures the 
campus’s active participation in community outreach on behalf of the college within the area served by the campus.  
 

 

 

 

Signature of Employee           Date                                       . 

 

Signature of Supervisor        Date                                       . 
 

 

 

CHARACTERISTIC DUTIES AND RESPONSIBILITIES: 

 
1. Provide academic and administrative leadership to the campus’s students, faculty, staff, programs, and services.  
2. Direct the development, implementation, and evaluation of campus utilization and planning, in concert with the college mission 

and strategic plan, and articulate goals and objectives to campus personnel and students.  
3. Develop, maintain, administer, monitor, evaluate and expand the campus budget in concert with the campus and college 

administrative staff.  
4. Assess the ongoing status of campus academic and student services programs and the evolving educational and support needs 

of campus constituents, both internal and external; direct the development and implementation of plans for strengthening 
existing programs and for integrating identified needs into the academic offerings and student support services of the campus 
and college; and ensure campus compliance with accreditation standards.  

5. In coordination with the Director of Optivation, ensure that the campus is providing core college-wide workforce development 
training and services, responding to the distinctive training needs of the communities served by the campus, and taking the lead 
in any regional workforce programs for which it has been assigned special responsibility.  

6. Provide leadership for an innovative and successful campus plan to identify new markets and methods for attracting, retaining 
and graduating students while maintaining core enrollments. 

7. Supervise and evaluate the campus administrative staff, and provide leadership and direct supervision for the management and 
evaluation of faculty and classified staff for the delivery of effective courses and services to students.  Responsible for final 
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determination of new positions to be created, determination of specific vacancies to be filled and positions with incumbents to 
be reassigned or reallocated.  This includes final approval on all campus hiring and evaluation. 

8. Provide leadership for campus and college policy development and implementation. 
9. Serve as liaison between the campus and the community to identify educational and training needs and to enhance college 

advancement support with:  

 K-12 to partner in programming;  

 business and industry to assess training needs and enhance college advancement;  

 government entities and their administrations for partnering and enhancing college advancement;  

 state officials, at the direction of the President, to advance the college’s goals and strategic plan.  
10. Evaluate and oversee, in conjunction with other college administrators, on-campus functions and services including:  

 campus physical plant and  grounds to ensure the safety and comfort of faculty, students, and staff;  

 campus and college information systems to ensure their support of the academic and student services mission of the 
campus;  

 campus business office, library and media resources, the campus bookstore and food service facilities to ensure their 
support of the academic, student and administrative services mission of the campus;  

 campus credit and non-credit instruction, training, and services to ensure that they are presented as seamless, transparent 
Workforce Development options for the region’s businesses, industries, and government entities; 

 campus and college financial aid systems to ensure their support of the academic and student services mission of the 
campus. 

11. Work in concert with the policies of the Minnesota State system to ensure a synergy of concept in advancing the technical 
college vision of programs and services within and throughout the State of Minnesota. 

12. Perform other functions, at the direction of the President, as needed for the benefit of students. 
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NORTHWEST TECHNICAL COLLEGE 

POSITION DESCRIPTION 

NAME OF ADMINISTRATOR:  VACANT 

 

 

QUALIFICATIONS:   

 

Minimum Qualifications 

Education:  

 
Master’s degree from regionally accredited college or university in related field is required.   

 

Professional Licensure/Certification:   

 
N/A 

 

Type and Length of Experience:  

 
3 – 5 years of progressively responsible relevant work experience 

  

Other: 
 

N/A 

 

Preferred Qualifications 

Education:  

 
An earned doctorate is preferred in Educational Leadership or related field.  

 

Professional Licensure/Certification:  

 
N/A 

 

Type and Length of Experience:  

 
Higher education work experience in academic programs, student services, preferably within a technical 
college.   
 
College teaching experience preferred. 
 
Supervisory experience. 

 

 

Other:  

 
Proven visionary leadership in a complex organizational structure, preferably within technical education.   

 
Demonstrated knowledge of contemporary theories and best practices affecting learning, student 
services, academic programming and emerging technologies.   
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Demonstrated ability to excel and provide collaborative leadership among diverse constituents, to make 
oral and written presentations, to communicate effectively while establishing cooperative working 
relationships, to work with certainty, and to operate with shared responsibility, while having a vision.  

 
Familiarity with emerging technologies. 
 
A commitment to the technical college philosophy and student development process.  

 
Broad vision as a leader. 

 
Participatory leadership style. 
 

 

 

BUDGET AUTHORITY: 

 
$4,700,000 salary  
 
$3,300,000 non-salary items  

 
REPORTABILITY:    
 
Reports to the President of Bemidji State University and Northwest Technical College who is assigned oversight responsibilities for 
the campus. 

 

SUPERVISION:     
 
Campus faculty and staff (see organizational chart). 
 

 

 

 

 

 
 


