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	Department Management

	Broad Topic
	What We Covered
	What Would You Need to Cover?

	Daily Operations
	Email, Listserv, Accessing Student Records, Office Hours, Meetings, Working with Administrative Assistants
	

	Keeping Records
	Box Account/Cloud Storage of Records, Website
	

	Running Effective Meetings
	Scheduling Rooms, Communicating Meeting Schedule, Agenda Builds, Managing Meetings, Assignments for Faculty at Meetings
	

	Handling Complaints
	Faculty and Students
	

	Budget
	Professional Development and Travel, Strategic Investment Funding, Discretionary Budget
	

	Textbook Orders
	Adjunct Faculty Orders, Receiving Confirmations, Missing/Wrong Orders, Desk Copies, Late Section Adds
	

	Hiring and Onboarding
	Full-Time and Part-Time Faculty
	

	Annual Reviews
	Time Management and Scheduling, Online Portal Access, Templates and Drafts, Meeting Structure
	

	[bookmark: _GoBack]Enrollment Management

	Broad Topic
	What We Covered
	What Would You Need to Cover?

	Course Rotation
	Rotation of Seated and Online Classes, Balance Across Disciplines or Subfields, Communication with Faculty
	

	Schedule Building
	Conflicts, Program Specific Requirements, Distribution of Course Through Week/Times of Day, Capacity/Course Caps, Space Availability, Staffing, Class Notes and Prerequisites
	

	Advising Office Questions
	Transfer Course Evaluations, Waivers of Graduation Requirements, Student Concerns
	

	Student Data and Advising Records
	Common Uses: Enrollment Numbers, Pending Grades, Mass Messaging, Academic Performance Indicators, Program Trends, Dynamic Saved Lists
	



