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POLICIES AND PROCEDURES

POSITION DESCRIPTION:  HEALTH PROFESSIONS PROGRAM DIRECTOR
1.00
GENERAL STATEMENTS

1.01 Position Scope

a. The primary responsibilities of the Health Professions Program Director is scheduling and coordinating short-term training programs, which include: Certified Nurse Aid (CNA), Certified Medication Aide (CMA), Home Health Aide (HHA), Medical Office Assistant, Pharmacy Technician, and other health programs as developed. This position will also be responsible for the oversight of all reporting requirements with these short-term programs to the appropriate state departments such as the Kansas Department for Aging and Disability Services (KDADS) and other licensing entities.
b. Duties include serving as Health Professions leadership; developing and managing budgets; recruiting, hiring, training, assigning, supervising, and evaluating noncredit and credit faculty and staff; managing daily department operations; and establishing and maintaining community and business relationships with healthcare partners.

c. Other duties include serving on boards and committees; serving as staff subject matter expert regarding healthcare and human services; collaborating with the community and partnerships to secure contract training; providing training proposals; delivering signed training agreements; evaluating course contracts; and performing other tasks as assigned by the supervisor.

2.00
SPECIFIC STATEMENTS

2.01 Position Function and Category

a. Reporting Relationship:  Dean for CTE & Industry Partnerships
b. Function/Category of Position:  Management/Supervisory

c. Length of Contract:  12 Months (July 1 through June 30 annually)

d. Salary Category:  V

2.02 Supervision

a. Supervision Received: Reports to the Dean for CTE & Industry Partnerships, as assigned.

b. Supervision Exercised: Coordinates Health Professions adjunct instructors and may supervise work-study students.

2.03 Key Areas of Responsibility

a. Teach and/or develop curriculum for up to 30 credit hours per academic year.

b. Serve as primary academic and career advisor for students in the Health Professions program and students seeking Health Professions courses or certificates.

c. Develop agency and clinical contacts for Health Professions program.

d. Prepare the schedule for health profession course offerings. 

e. Evaluate credentials and hire instructors for health profession courses. Evaluate faculty performance as requested.
f. Recruit students for the Health Professions program. Ability to coordinate with the concurrent/dual credit staff to ensure availability for high school student enrollment.
g. Assist in developing and disseminating Health Professions promotional materials and marketing the Health Professions program.
h. Serve as contact person with the Kansas Department for Aging and Disability Services (KDADS), adult and eldercare facilities, and other agencies and organizations affiliated with the Health Professions field.

i. Prepare and submit documentation for course approvals through Kansas Department for Aging and Disability Services (KDADS) and any other licensing or accrediting agency.
j. Assist with career and technical education reporting for Health Professions program with the Kansas Board of Regents (KBOR).

k. Coordinate classes and clinicals with appropriate agencies, nursing home administrators, directors of nursing, etc. 
l. Coordinate and conduct orientations and delivery of teaching equipment as needed.
m. Develop new courses as needed or directed to maintain program relevance and sustainability.

n. Coordinate and prepare internal and external Program Review(s) for the Health Professions programs.

o. Prepare documentation, establish testing dates, coordinate and administer State testing for students in Health Professions courses.

p. Prepare appropriate documentation for facilities that sponsor students, including Social and Rehabilitation Services, Kansas Works, etc.

q. Research Health Professions-focused grant opportunities and lead program grant development writing and facilitating.

r. Provide leadership for the Health Professions Advisory Board, along with formation and conducting of bi-annual Advisory Board meetings.

s. Perform other duties as assigned.
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