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8. Meets with administrative officials and representatives of business, community, and civic groups to promote 
educational, research, and public service objectives and policies of institution. 

9. Establishes operational procedures, rules, and standards relating to faculty and staff classification standards, 
financial disbursements, and accounting requirements.  

10. Represents Southeastern Louisiana University at the meetings of the University of Louisiana System and at 
formal functions. 

11. Ensures appropriate institutional control over intercollegiate athletics. 
12. Oversees all fundraising activities in support of the University mission. 
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15. Works closely with the University of Louisiana System and the Louisiana Board of Regents on System and 
University activities. 

16. Initiates and supports activities to promote positive perceptions of Southeastern. 
17. Supports close working relationships with community and technical colleges, particularly Northshore Technical 

Community College, as well as other Louisiana parish school systems. 
18. Represents Southeastern Louisiana University in speaking engagements and public appearances both on and off 

campus. 
19. 
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2. Leads Southeastern to a sensible, cost-effective vision for information technology. 
3. Administers all information technology services. 
4. Develops, promotes, and implements a comprehensive strategic vision and implementation plan for supportive 

information systems consistent with Southeastern’s vision and mission. 
5. Anticipates changes and emerging trends in information technology and library sciences that might impact 

Southeastern resources, and assumes a leadership role in developing information technology strategies to meet 
operational and strategic needs. 

6. Develops and implements sound institutional policies, procedures, controls, and standards related to 
information technology to safeguard the information resources of Southeastern while supporting 
Southeastern’s mission and strategic goals. 

7. Works collaboratively with faculty, staff, and campus leaders to integrate the use of technology in promoting 
student success, productive scholarship, service, and community outreach. 

8. Provides leadership to enhance student learning and the student experience through delivery and resourceful 
use of state-of-the-art information technologies and systems, including administrative and operational data 
systems, academic technology delivery infrastructure, desktop computing, and associated support services. 

9. Defines, develops, and manages information technology projects, budgets, and capital investment. 
10. Develops, manages and continually enhances a technology organization that is productive, dynamic, cost 

effective, responsive to stakeholder needs, and mission driven. 
11. Collects, synthesizes, and reports information on campus-wide technology budget, personnel, and services. 
12. Represents the information technology needs and interests of the University within the community and the 

region. 
13. Directly supervises the Team Leader of Client Services, Director of Software Development, Deputy Chief 

Information Officer for Computer Systems and Security, and Business Manager. 
14. Indirectly supervises all staff in the Office of Technology. 

 
Chief Enrollment Management Officer 
The Chief Enrollment Management Officer provides visionary leadership for the entire pipeline of undergraduate and 
graduate enrollment planning and management. In collaboration with academic and administrative units, the Chief 
Enrollment Management Officer is responsible for developing and implementing a comprehensive strategic enrollment 
management plan to guide the University in recruiting, retaining, and graduating an academically prepared, diverse 
student body of lifelong learners. The Chief Enrollment Management Officer manages all units and services in the 
enrollment management organization, including: Undergraduate, Graduate, and International Admissions, Enrollment 
Communications, Financial Aid and Scholarships, Registrar, Testing, and Military and Veteran Success. The Chief 
Enrollment Management Officer reports to the Provost and Vice President for Academic Affairs and performs the 
following functions: 
 

1. Provides oversight to directors, who are responsible for the following areas: Admissions and Enrollment 
Communications, Financial Aid, Registrar, and Military and Veteran Success. Directly supervises administrative 
assistant(s) in the office of the Chief Enrollment Management Officer. 

2. Coordinates the development and implementation of Southeastern’s Recruitment/Marketing and 
Retention/Progression Plans. 

3. Gathers and analyzes data to forecast enrollment realistically based on recent and anticipated trends. 
4. Works with the administration to establish enrollment goals and leads enrollment management initiatives to 

achieve the goals. 
5. Continuously analyzes the key strategic initiatives and their return on investment to ensure that allocated 

resources are being spent to maximum efficiency. 
6. 
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8. Serves as a team leader for continuing development and enhancement of the student administration modules of 
the University’s Enterprise Resource Planning (ERP) system. 

9. Ensures Enrollment Management’s compliance with state and national standards as well as accreditation 
standards of those programs subject to other accreditation. 

10. Oversees the implementation of academic policy under the direction of the Provost.  
11. Serves as a liaison between the Provost and other university offices for student-related issues. 
12. Helps formulate university policy through the Academic Affairs Council, Provost’s Council, University Planning 

Council and works in numerous capacities on other university ad hoc and standing committees, councils, and 
task forces. 

13. Assists in all activities related to the development of institutional partnerships, articulation agreements, cross-
enrollment agreements and dual admissions programs with institutions in Louisiana as well as institutional 
abroad.  

14. Represents the University on the Board of Regents’ Council of Enrollment Management Officers, at formal 
function on and off-campus; and in public relations efforts. 

15. Serves as a member of the President’s cabinet; participates in university-wide meetings; represents the 
University at state, regional, and national conferences and events as directed. 

16. Performs special tasks as assigned by the Provost or President. 
 
Assistant Vice President for Academic Programs 
The Assistant Vice President for Academic Programs is responsible to the Provost and assists the Provost in the 
management and coordination of the functions of the Office of Academic Affairs. The Assistant Vice President for 
Academic Programs is responsible for the following essential functions: 
 

1. Works with deans and department heads to monitor class schedules and course enrollments prior to the 
beginning of each semester, ensures enrollment policies are adhered to and schedules are built to meet student 
needs. 

2. Works with Human Resources personnel to maintain accurate Faculty Workload Accountability Reports each 
semester. 

3. Maintains curriculum review process records and ensures 
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1. Directly supervises the Director of the Office of Student Advocacy and Accountability; the Director of Student 
Publications; Director of Student Engagement; the Director of Recreational Sports and Wellness; the Director of 
Compliance; and administrative assistant(s) in the office of the AVP and Dean of Students. 

2. Oversees strategic planning and direction of Southeastern’s co-curricular student experience. 
3. Collaborates with departments across campus to intervene with students exhibiting at-risk and concerning 

behaviors as Chair of the University’s behavior intervention team. 
4. Serves as the student Ombudsman, investigating student complaints in clarifying University policy, advocating 

on behalf of students, making student referrals, helping define available options; and recommending changes to 
University policies, rules, or procedures that are outdated, unclear, or ineffective. 

5. Coordinates the development, maintenance, and subsequent revisions of the divisional policies. 
6. Serves as the divisional assessment coordinator ensuring all departments have up-to-date student learning 

outcomes assessment plans and reports indicating an ongoing data-based process of continual improvement. 
7. 
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10. Creates appropriate decision support packages to provide the appropriate data/information to assist the 
University in making appropriate decisions. 

 
Assistant Vice President for Operations and Auxiliary Services 
The Assistant Vice President for Operations and Auxiliary Services is responsible to the Vice President of Administration 
and Finance for the leadership and management of all auxiliary units, which include University Housing, Dining Services, 
University Bookstore/Textbook Rental, Campus Card Operations, Document Source Print and Mail Center, Event and 
Conference Services, War Memorial Student Union, University Center, and Non-Credit Programming. The Assistant Vice 
President for Operations and Auxiliary Services supervises the Assistant Director of Auxiliary Services; Director of 
University Housing; Director of Campus Card Operations; Director of the War Memorial Student Union; Director of the 
University Center; Director of Contracts; Director of Financial Planning and Audits; Director of Marketing and Strategic 
Initiatives; and the administrative assistant(s) in the office of the Assistant Vice President for Operations and Auxiliary 
Services. The Assistant Vice President for Operations and Auxiliary Services also serves as the contract coordinator for 
business partner agreements, such as Aramark Educational Services and Follett Higher Education.  
 
The Assistant Vice President for Operations and Auxiliary Services is responsible for the following essential functions:  
 

1. Ensures compliance with the University’s mission by working with department directors to provide leadership in 
the management and maximization of quality products and services, through the establishment of appropriate 
policies, procedures, and standards.  

2. Responsible for the development and implementation of operational policies, setting levels of achievement for 
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1. Provides leadership and direction for the Systems department. 
2. Helps to assure achievement of the goals and objectives of the University by collaborating with the Vice 

President for Administration to develop and implement strategic plans for ERP systems. 
3. Advises the Vice President for Administration and Finance and, as directed, senior administrators, on issues 

within the areas of responsibility by presenting reports and recommendations, findings, and other information 
as required. 

4. Fosters a positive and collaborative team culture.  
5. Supervises and manages a team of System professionals. 
6. Ensures that systems are scalable, reliable, and aligned with organizational goals. 
7. Works as a point of contact in reviewing and reporting the division success in the implementation of the 

University Strategic Plan. 
8. Maintains as a priority compliance with laws, regulations, and standards applicable to departmental activities. 
9. Oversees the planning and execution of IT projects. Ensures projects are completed on time. 

10. Creates appropriate decision support packages to provide the appropriate data/information to assist the 
University in making appropriate decisions. 

11. Collaborates with other departments to understand their technology needs.  Ensures that IT solutions support 
the overall business strategy. 

12. Provides guidance and support for troubleshooting complex technical issues. 
13. Identifies opportunities for process improvement and innovation. Stays current with ERP systems trends and 

advancements in technology. 
 
EEO/ADA Officer and Title IX Coordinator 

1. Serves as the University EEO/ADA Officer and Title IX Coordinator. Adjudicates EEO/ADA employment and 
related discrimination, harassment and retaliation issues for applicants, employees and/or students based on 
race, sex, age, color, religion, national origin, disability etc. 

2. Ensures that University policies and procedures related to protected groups are current and followed. 
3. Represents the University in interactions with quasi-judicial or administrative agencies of government such as 

the Equal Employment Opportunity Commission, the Office of Civil Rights and the U.S. Department of Justice. 
4. Shall be the primary contact with external counsel in matters which have reached litigation; i.e., assisting with 

research, working with witnesses, compilation of documents, etc. 
5. Chairs and/or serves on committees involving employment issues. 
6. Coordinates the provision of accommodations for employees who have self-identified as having a disability. 
7. Conducts training regarding harassment, discrimination and retaliation policies. 
8. Must maintain current knowledge of U.S. Constitution and state law regarding employment issues and disability 

issues, as well as Civil Service Rules. 
9. Serves on the University Workplace Violence Committee. 

10. Chairs the NCAA Gender and Diversity Sub-Committee in the Certification of Athletics. 
11. Assists the University Compliance and Title IX Officer for Athletics in the investigation of potential NCAA 

violations. 
12. Reviews and makes recommendations for revisions to University and departmental rules and regulations. 
13. Serves as a resource to employees and students regarding their rights and advises on how rules apply to 

individual situations. 
14. Reviews contracts entered into by the University. 
15. Works closely with the Human Resources Department. 
16. Other duties and responsibilities as assigned by the President. 

 
Director of Internal Audit 

1. Determines that the system of internal control is adequate and functioning. 
2. Ensures that institutional policies and procedures are being followed. 
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3. Verifies existence of assets and ensures proper safeguards for their protection. 
4. Determines the reliability and adequacy of the accounting and reporting system and procedures.  
5. Reports the results of examinations (audits) including corrective actions to the President through written reports 

and oral briefings. 
6. Provides a practical program of annual audit coverage, and reports activity to the System Internal Auditor on a 

quarterly basis. 
7. Coordinates audit work with the State Legislative Auditor. 
8. Approves the approach for each audit. 
9. Surveys activities in the audit location to determine the nature of operations and the adequacy of the system of 

control including identification of reasons for any deficiencies. 
10. Prepares acceptable working papers that record and summarize data on the audit, prepare formal written 

report for the project, and discuss the reports with appropriate management. 
11. Select, evaluate and supervise staff auditor(s). 
12. Conduct administrative oversight of and develop manuals and training opportunities for the internal audit 

function. 
13. Participate in appropriate professional development. 

 
Director of Athletics 
The Director of Athletics reports to the President and the Vice President for Administration and Finance (for budget 
purposes only). The Director of Athletics is responsible for the overall management of the intercollegiate athletics 
program within the policies, procedures and guidelines established by the Board of Supervisors, the President of the 
University, and the NCAA. (The Director of Athletics oversees the activities of the Deputy Athletic Director/SWA; 
Assistant Athletic Director for Business Operations; Assistant Athletic Director for Internal Operations; Assistant Athletic 
Director for Academic Services; Director of Spirit; Associate Athletic Director for Athletic Communications; Assistant 
Athletic Director for Sports Medicine; Assistant Athletic Director for Broadcast Services; Assistant Director for Facilities 
and Concessions Manager; Head Football Coach; Head Men’s Basketball Coach; Head Women’s Basketball Coach; Head 
Baseball Coach; Head Track Coach; Head Tennis Coach; Head Volleyball Coach; Head Softball Coach; Head Golf Coach; 
Head Soccer Coach; Director of Sports Performance; all Athletic Department support personnel; administrative 
coordinator(s); and administrative assistant(s) in the office of the Director of Athletics . The primary responsibilities of the 
Director of Athletics include the following: 
 
Coaching Supervision: Maintains and develops a staff of head coaches and trainers that are nationally recognized for 
their coaching records and their contributions to the coaching profession. 
 
Provides the support needed for the professional development of the Southeastern coaching staff, to include promoting 
the accomplishments of coaches, establishing go
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Ensures that athletic ticket transactions are made in accordance with the policies of the Board of Supervisors, the 
University, and the Department of Athletics and that those responsible for sales are held accountable for all funds 
collected. Maintains fiscal control over revenues and expenditures to ensure that the Department of Athletics is 
managing its funds properly. 
 
Works with the NCAA and the Southland Conference to protect the interest of the University and its athletics program. 
Works closely with the Southeastern Office of Administration and Finance to ensure that all financial transactions of the 
Athletics Department are consistent with the policies and procedures of the University or special policies that apply to 
the department. 
 
Works with the coaches and the Faculty Athletics Committee to establish schedules for the various athletic teams. 
Ensures that the resulting inter-institutional contracts protect the interests of Southeastern. 
 
Provides for optimum management of all athletic events. 
 
Works closely with the Compliance and Title IX Officer for Athletics regarding athletics compliance with all NCAA and 
Southland Conference rules and regulations. 
 
Student-Athletes and Students: Develops and maintains procedures to ensure that the rules and regulations of the 
NCAA are met. Develops and maintains a quality program that meets the academic needs of the student-athletes (e.g., 
counseling, tutoring, study hall, academic advising, etc.). Provides a strong sports medicine program for the prevention 
and treatment of athletically related injuries, as well as maintenance of the general health of all student-athletes, and 
promotes proper nutrition through sustenance and education of the best dietary practices by means of the sports 
performance nutrition center and dietician. Works with the Office of Student Affairs regarding student attendance at 
athletics events, compliance with the code of conduct, etc. 
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3. Ensures the quality and integrity of all academic programs within the College, including program and 
accreditation reviews, annual reports for the new degree programs to supervisory boards, and curriculum 
development. 

4. Plans and initiates organizational, operational, and academic functions for the College and oversees their 
execution. 

5. Promotes faculty, staff and department head development within the College. Oversees faculty, staff and 
department head recruitment and appoints and recommends appropriate levels of compensation. Evaluates the 
performance of all tenure and promotions candidates within the College, ensuring tenure and promotion 
decisions are based on approved guidelines. Evaluates the performance of department heads. 

6. Manages budgets and requests and allocates funds appropriately to meet the needs of academic and co-
curricular units within the College. 

7. Enforces within the College the policies and rules of Southeastern Louisiana University, the University of 
Louisiana Board of Supervisors, and the Louisiana Board of Regents. 

8. Works with, serves on, and chairs University committees and/or task forces. Helps to formulate University policy 
through the Academic Affairs Council and Dean’s Council. 

9. Represents the College at formal functions and in public relations efforts such as speaking engagements and 
outreach activities in the community. 

10. Assists with University development activities, particularly those directly relevant to the College, including fund-
raising. 

11. Oversees the scheduling of courses. 
12. Advises the Provost and President on academic matters concerning the College. 

 
Department Heads 
The Department Head is the chief academic officer of his/her department. The Department has a twelve-month 
appointment. The Department Head is responsible to the Dean of the College, to the Provost and Vice President for 
Academic Affairs, and to the President for the administration of the department. 
 
The Department Head serves a key position in the management of Southeastern Louisiana University; success in fulfilling 
assigned responsibilities requires an individual who understands the role of administration and accepts administrative 
authority and responsibility. The successful Department Head must possess personal qualities such as openness, 
integrity, and objectivity. The Department Head must be effective in planning, communicating, coordinating, problem 
solving, negotiating, setting goals, and representing the department, college, and University. 
 
The Department Head serves a dual role as faculty member and administrator of the department. A workload of 
valr a ll A
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