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BUSINESS FOCUS STATEMENT

The core function of the Curriculum Consultant, School of Applied Arts & New Media, is to provide quality leadership in the development, management, documentation and maintenance of a robust and consistent program curriculum for the school. The core function requires effective organization and leadership of resources – particularly to support department heads and faculty assigned to curriculum projects and curriculum development teams. 

The Curriculum Consultant supports and leads various management structures and committees within the School and the College including the Academic Planning and Development Committee, Steering Committees, Program and Course Development Teams, Program Advisory Panels and other research, policy and advisory groups.



SPECIFIC ACCOUNTABILITIES

Program Management 

· coordinates development and maintenance of curriculum and program related materials and provides support to Faculty Working Groups and Development Teams

· procures, develops and maintains the record of curriculum for the School so that it is available in a timely fashion to department heads and faculty and to other stakeholders 

· establishes and administers logistical support for curriculum development in the School

· supports the curriculum “modularization” project at CoGS by providing liaison and advice on policies and procedures such as Program Lifecycle (PLC)
· supports the review and renewal of programs by leading the analysis of curriculum and development of any changes needed to maintain current industry standards 

· maintains currency on trends and applications of IT, Applied Arts and online education.
Communications & Marketing 

· audits and reviews communications materials in which School programming is presented including
· College Calendar
· College Website
· ERP System (PeopleSoft)
· Advertising, PR and Promotional Materials
· provides timely and effective communications on programs and initiatives within the School  for distribution to School, College and Campus management
· supports branding for the School and the College through web sites, communication and marketing materials
· attends relevant trade shows and exhibitions and conducts information presentations to public and to internal interest groups.
Industry Liaison & Research 

· provides leadership to faculty and works with Institutional Research and others in gathering and maintaining information on industry trends and labour market information to ensure that curriculum is current to the needs of industry

· conducts or supports research on trends and activities within relevant industries to ensure that the School is responding with appropriate programming 
· conducts or supports industry-college relations through program advisory panels, focus groups, symposia, conferences and meetings

· represents the college and the school at industry association meetings

· conducts or supports research into industry-related accreditation and certification.
School and College Leadership 

· participates as a member of the School management team by providing leadership in developing policies and strategies:

· for curriculum development in the College

· for ensuring appropriate technological infrastructure across the College

· for providing faculty and students with appropriate technology

· supports the development of academic policies and procedures for the School and College

· supports the Dean of the School of Applied Arts and New Media in reaching specified goals and objectives

· represents the School in College and community organizations
· provides input into budgetary considerations such as new program development and delivery, program suspensions, and workload analysis
· leads and supports management structures such as steering committees and the school programs committee.
College Policy and Relationships 

· acts as liaison with campuses, other academic schools and divisions of the College such as Customized Training and Continuing Education, CCEDP and NSCC Online Learning
· represents the School on College committees – currently including those in Appendix A
· conducts or supports development of articulation agreements with other educational institutions

· provides interdepartmental support and advice in matters dealing with the school’s programs

· develops a network of practitioners, educators and instructional design specialists
· leads initiatives within the Academic Planning and Development committee to ensure cooperation, collaboration and consistency across the Academic Schools
General 

· other duties as assigned periodically by the Dean of the School


EXCEPTIONS
The Consultant is not usually accountable for issues of campus program delivery, as such, except as they involve matters related to curriculum quality and interpretation such as:

· instructional design and the approach to outcomes, 
· analysis of contact reporting data gathered by the Department Heads and assistants,

· involvement in an advisory capacity related to curriculum issues involved in individual student complaints, student feedback and similar campus issues under the purview of the Department Heads,

· periodic audit of curriculum delivery at campuses in order to ensure consistent quality practices.
SUPPORTS
In order to accomplish the function of his office, the curriculum consultant will require the following resources and support:
· regular feedback, support, and communication from the Dean and from school and campus management teams
· appropriate opportunities for the exchange of information with NSCC faculty and Department Heads
· participation of Department Heads, faculty, and staff in curriculum projects along with appropriate budget and logistical support for those projects
· recognition of the significant management role required of the Curriculum Consultant position and the provision of appropriate authority and autonomy
· suitable opportunities for professional development.

· appropriate technical support and tools for analytical, development and planning functions
· flexible scheduling of time and effort including work from home and alternate working hours such as weekends or evenings as required


MEASURES
· satisfactory appraisal of performance

· completion of CCEDP diploma, professional accreditation
· achievement of defined goals

· expressions of satisfaction in dealing with the Consultant by Department Heads, Faculty and other staff

· positive evaluations of curriculum by industry, faculty and students


GOALS 2004-05
Work Goals

· complete curriculum database development by end of July, 2005, and promote its use by ensuring a lead position on the search/ implementation committee
· work through the course development teams to complete the curriculum documents for the IT Concentrations by summer 2005
· transition MSDN AA program to campus-based delivery by end of 2005 through the continued development of the campus leads for the Academic Alliance

· establish a central cost centre for examination vouchers for the CompTIA/Prometric testing products
· encourage the faculty to share best practices for curriculum delivery through the use of a SharePoint repository

· collect digital copies of all Applied Arts curriculum and ensure they are posted to the PeopleSoft catalogue by end of March 2005, working through the associated department heads and their faculty
· commence curriculum review of the CST and CNT programs by early Spring 2005
· support review of DIAN and ITEC programs at Truro by Spring 2005 with emphasis on technology demands, workload and the feasibility of a post-diploma program

· establish stronger relationships with IT sector councils and associations, by inviting their participation in advisory committees
· develop capacity within the course development teams to improve the quality of both content and process, by monitoring morale and identifying professional development
· support School objectives by participating in College committees (see appendix)

· transition eBusiness initiatives at NSCC to customized and part-time studies (other than those which provide direct benefit to schools program development by the end of the academic year).
Professional Development Goals

· complete requirements (and/or PLAR or credit transfer) for CCEDP diploma by Spring 2005 though completion of final documentation and request for intervention by the Dean
· complete Project Management training in support of the CMC credential
· promote and encourage the development of electronic portfolio at NSCC by continuing to monitor and contribute to the ePortfolio initiatives at LIFIA
· publish an online portfolio meeting NSCC standards as time permits

· submit proposals for College support for the presentation of academic papers or workshops as well as possible (appropriate research grants) as time permits
· continue to lead and develop the definition, implementation and automation of program lifecycle process tools.


CONSEQUENCES
· personal satisfaction and increased self-esteem from contributing to IT and Applied Arts disciplines and the innovative strategic plans of NSCC and its schools

· professional credibility and the opportunity to contribute to standards and policies within the College and industry

· increased understanding of and participation in the School and its programs along with related programs in other schools

· funding support for professional development including certifications

· opportunities to participate in national or international conferences in pertinent subjects.



EVERGREEN PLAN

Review accountability agreement quarterly, incorporating feedback from members of School management teams.
Continuously develop personal and professional portfolio addressing accountability as a key component of portfolio.
Develop task timelines within personal ePortfolio and review regularly to note and celebrate the accomplishment of goals, and to address performance gaps.


 Reference: 

Klatt, B., Murphy, S., & Irvine, D. (1998). Accountability: Getting a Grip on Results. Toronto, Canada: Stoddart Publishing Co. Limited.

Note: The footer quote is taken from the prologue (section 1) of the referenced text by Klatt, et al.
Appendix A – Current Committee and Association Representation
Committees, Associations & Other Membership/ Activity
· AA&NM Leadership Team*

· TIPS/ NSCC portal committee
· LLF*
· ePortfolio (LIFIA ePortfolio Standards Committee)
· CollegePrep

· CCEDP – AET, IL/PBL, Developing Programs - developer facilitator
· CCEDP (candidate)*
· Curriculum Database Eval. Sub-committee
· PDT/CDT*
· School Programs Ctee*
· Academic Planning & Development Committee (Currently Chair)*
· MSDN AA

· eBusiness Steering Ctee

· TARA, IT HRSC
* - ex-officio
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Accountability closes the gap
between intention and action


