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GENERIC JOB DESCRIPTIONS OF THE DEAN OF A FACULTY  
AND THE HEAD OF A DEPARTMENT 

 
 

Abstract: This document is a compilation of general job descriptions for the dean of a faculty 
and the head of department at the University of the West Indies. These positions 
provide the academic and administrative leadership at the faculty and department 
levels. 

 



 

 

 

THE UNIVERSITY OF THE WEST INDIES 
ROLE OF THE DEAN 

 

The Dean’s role is to give leadership to his/her faculty. The Dean has primary responsibility for 
the acad emic and administrative m anagement of t he f aculty, and also ha s r esponsibility f or 
financial management as principal budget holder in the Faculty. The Dean Represents the faculty 
on all relevant Campus and University Boards and Committees, and externally, in dealings with 
other publ ic and p rivate i nstitutions, t he m edia, a nd t he general publ ic. A s a m ember of  t he 
Campus’ Senior Management Team, the dean may also be called upon to serve the University on 
a variety of Boards and committees which are in addition to his/her normal responsibilities. 

Under t he ne w governance s tructure, t he d ean i s pos itioned a t t he j unction be tween t he 
administration of  t he University Campus and the f aculty and s tudents. This makes t he Dean a  
Keeper of crossroads, a role that more than that of any other functionary within the system must 
respond to the needs and demands of both the ‘ top’ and the ‘bottom’. The Dean i s part of  the 
faculty but also part of the administration. 

ACCESSIBILITY 

It follows t hat a n i mportant r ole of  t he D ean i s be ing a ccessible t o bot h s taff and s tudents, 
whether by open-door policy or by planning. While the culture of the students demands this, it is 
often the cas e t hat ot her functionaries (Deputy Dean, Administrative Officers or  even Clerical 
Assistants) can meet their needs. Care therefore needs to be exercised in creating the appropriate 
balance between buffer and access. 

SENIOR MANAGEMENT 

It follows as well that Deans have to be part of the Senior Management of Campus. The Mona 
practice s hould be  i nstitutionalized on ot her c ampuses, a s a lso t he pr actice of  s itting t hrough 
University A ppointments Committee m eetings when t hey h ave c ases t o pr esent. W hen ot her 
bodies such as Strategy Committee and University Council are meeting, Deans on the Particular 
campus should be present by invitation. 

 

 

 



ADMINISTRATION 

As t he f aculty C EO, the D ean requires an administrative s tructure tha t is  a ppropriate and 
properly s taffed. B ecause no a ttention w as g iven t o t his i n t he implementation of  t he ne w 
governance s tructure, the Dean i s l ike new wine in old bottle. In addition to the old tasks l ike 
Appointments a nd P romotion a nd r epresenting Faculty on va rious bodi es, t he D ean h as ne w 
functions, t he c hief on es be ing ov ersight of  t he F aculty’s Budget and t he F aculty’s s trategic 
plans. These new areas of responsibility require specialist expertise if they are to be effectively 
managed. 

LEADRERSHIP 

Situated a t t he ne xus be tween t op a nd bot tom, a nd w ith s ome c ontrol ove r bud get, t he de an 
occupies an important pos ition for innovation and change. The role requires vi sion, but  i t a lso 
requires l evel-headedness and patience. Leadership a lso c alls f or di plomacy i n ba lancing a nd 
resolving t he of ten c onflicting i nterests of  s takeholders, w hile r etaining t he c onfidence a nd 
respect of all. 

RELATIONS WITH HEADS OF DEPARTMENT 

Heads o f Department are appoi nted b y and  report di rectly to Campus Principal. It is  therefore 
vital that in the operationalising of  this l ine of  direction and accountability Deans be involved. 
The norm is for communication up to be routed ‘Thru’ the Dean, and for the Dean to be apprised 
in communication down. 

GRADUATE AFFAIRS 

Deans with one accord assert their responsibility for the Graduate work of their Faculties. Their 
relationship with the School for Graduate Studies, the Board for Graduate Studies and Research, 
as well as with the Campus Coordinators, is still evolving. At the minimum the Dean chairs or is 
responsible for the Faculty’s Graduate Studies Committee. 

ACADEMIC 

Although not  required, the Dean, as an academic, endeavors to teach, conduct research, attend 
conferences and publish. This is important not only for personal and professional goals, but also 
to keep in touch with the pulse of the student body. 

ORIENTATION 

Special a rrangements s hould be  i n pl ace t o g ive ne w a ppointees t he o rientation r equired t o 
function a s D eans. T his should i nclude, w here possible, i nvitation t o those C OD a nd C ampus 
Management meetings t hat t ake pl ace af ter the appointments have been made, conferring with 
the Campus incumbents, and, of course, understudy of the outgoing Dean. 



COMMITTEE OF DEANS 

The new governance s tructure made no  provision for Deans to exercise any role other than as 
CEOs of  F aculties. T his om ission i s to be  vi ewed a s f ortuitous. W ithout a  de fined r ole, t he 
Committee of Deans is left to design its own place within the University. It is one of great power. 
Nothing can be implemented without the compliance of the Deans. As a gathering of Crossroad 
Keepers, therefore, the COD, it should be said, holds the keys to the future of the University. 

4. Proactively participates in the recruitment, development and management of  the human 
resources of the Faculty including: 

• Playing a l ead role i n ensuring t hat t he Faculty at tracts and retains t he highest 
quality staff at all levels 

• Collaboration w ith de partments i n r eputable i nstitutions i nternationally t o bui ld 
networks and expand resource base for recruiting 

• Establishing a  s elective database of  pot ential r ecruits in th range o f di sciplines 
within the Faculty from institutions around the world 

• Reviewing recruitment and academic staff development needs with Heads  
• Ensuring that the  recruitment of  s taff  w hether academic, senior a dministrative 

and technical or  ATS i s transparent and in l ine with the University pol icies and 
procedures 

• Playing a mentoring role for the staff of the Faculty 
• Providing for and monitoring the annual assessment of all staff of the faculty in  

keeping with the Ordinances and regulations. 
• Ensuring t hat appr opriate pr ocedures and practices ar e i n place f or t he 

appointment, allocation, development of the Faculty’s ATS resources 
• Ensuring the maintenance of good collegial relations in the Faculty 

Academic  

  

5. Manages the undergraduate and post graduate programmes of the Faculty by: 

• Ensuring t hat al l qua lity as surance i ssues ar e addr essed by r eviewing a cademic 
programme structures and regulations 

• Overseeing the admission and registration of students 
• Ensuring t hat t he F aculty’s e xamination obl igations a s out lined i n the E xaminations 

regulations are met 
• Establishing and maintaining contact with students in the Faculty  
• Monitoring a nd ensuring t hat t he Faculty through its pr ogrammes, facilitates, teaching 

and administrative services provides a student-centred environment 



• Monitoring and maintaining articulation with TLIs and DEC 
• Facilitating academic exchange programmes 
• Promoting a culture conducive to learning, teaching, research and publication 

  

Other 

6. Manages all other matters essential to the operational efficiency and well-being of the faculty 
including: 

• Strategic planning  
• Implementation and monitoring of Operational Plan  
• Community outreach and public education initiatives 
• Net-working a nd Establishment of  a cademic links  w ith Departments in local a nd 

overseas institutions  

• Alumni relations 

 

POSITION DIMENSIONS:  

Total number of employees directly reporting to incumbent  

………………………… 

Of these total number of:  

……………………….   academics 

………………………  administrator(s)  

………………………  ATS staff  

Annual operating budget for which the incumbent held responsible -not including capital budget:  

Year 2003/2004 ....................... 

Annual capital budget for which incumbent has direct responsibility:  

,
 

Year 2003/2004 ...................... 
 

February 3, 2003 



GUIDELINES FOR HEADS OF DEPARTMENTS 

 

1.  The H ead of D epartment i s r esponsible t o the A cademic Board at t he C ampus, to the 
Campus Council, to the Senate, and to the Council through:  

(a)  The Vice-Chancellor and the Campus Principal, for the general administration of 
his Department;  

(b) The University Dean and the Dean of his Faculty for the Campus, for the relations 
of hi s D epartment w ith t he F aculty, a nd w ith ot her D epartments t eaching t he 
same subjects at other campuses.  

 
2.  The Head of Department should accept as his prime responsibility the initiation of formal 

discussion on a ny m atter of  i mportance t o t he w ork of  t he D epartment, t he 
encouragement of  c ontinuing di scussion a mong hi s c olleagues a bout t he w ork a nd 
programme of the Department and the enunciation, after due consultation, of the policies 
which have broad general support.  

Equally, ho wever, i t i s t he dut y of  i ndividual members of  t he Department t o assist t he 
Head in meeting those responsibilities and to cooperate fully in the formulation of policy 
and the implementation of the decisions.  

3.  While i t i s accept ed that t here m ay b e va riations i n details be tween Faculties, or eve n 
between Departments in a Faculty, the Head of Department should normally:  

 
(a) Act as co-ordinator of all the activities of the Department so as to ensure its cohesion;  

(b)  Play a leading role' in securing personnel and material to enable the Department to attain 
its      teaching and research objectives;  

(c) Administer the Budget allocated to the Department;  

(d)  Promote the academic standards and progress of  the students enrolled in the courses in 
the     Department;  

(e) T ake an active i nterest i n the welfare o f t he s tudents enr olled in courses i n the 
Department;  
 

(f) Assist in the career development of staff, especially Junior Staff, in his Department;  

(g)  Play a le ading r ole in representing the  D epartment a t the  me eting of  F aculty Board, 
Academic B oard and S enate and i n a dvising such bodi es on m atters a ffecting t he 
Department;  

(h)  Advise and assist the Campus Registrar, the Campus Bursar, the Dean of the Faculty for 
the C ampus a nd ot her C ampuses or  U niversity Officers a s a ppropriate t o f ulfill 
expeditiously t he functions a ssigned t o t hem under t he C harter, t he S tatutes, t he 



Ordinances and the Regulations, particularly with respect to University Examinations, the 
Appointment and Promotion of Staff and the preparation of Estimates;  

(i)  Make, through the University Dean or where appropriate, the Dean of the Faculty for the 
Campus, and annual report on the work of the Department to the Campus Council.  

 
4.  For the efficient discharge of  these functions, he should, where not , otherwise provided 

for by accepted Faculty procedures:  

(a) Call Department meetings at least once per term and for each of the following 
purposes:  

0)  to e nsure t he pr oper r egistration of  s tudents a nd t o 
establish the proper start of an academic year;  

(ii)  to c onsider t he s etting o f e xamination pa pers a nd t o 
determine the duties of examiners;  

(iii)  to pr oject teaching, research, and Departmental 
administrative responsibilities for a coming academic 
year a nd t o e nsure, a s f ar a s pos sible, a  f air 
distribution of such responsibilities between members 
of the Department;  

(iv)  to consider, in discussion with student representatives 
of the various courses offered by the Department, any 
matter r elating to the a cademic p rogramme of  the  
Department.  

  
(b)  Record all de cisions of  s uch Departmental meetings and circulate t hem a s 

promptly as possible to all members of staff of the Department, to the Dean of the 
Faculty or where appropriate to the University Dean, and to Heads of Departments 
in his own subject at other campuses;  

(c)  make t he vi ews of  t he D epartment know n t o t he a ppropriate C ampus a nd/or 
University Committees, while being free to express his own views on any matter 
under discussion;  

(d)  endeavour, through Departmental meetings and informal communication, to keep 
the s taff me mbers inf ormed to the bus iness o f the  D epartment, of relations 
between the Department and the Faculty or other campus and/or University bodies, 
and of  t he r elevant de cisions of  s uch bodi es s o as t o e nable t hem e ffectively t o 
perform the functions assigned to or expected of them;  

(e)  make a f ormal announc ement to his col leagues at Departmental meetings, and at 
any ot her t imes i n w riting, on t he s tate of  t he D epartments a nnual bud get a nd 
capital vote, and on his recommendations to Research and Publications Committee 
and other University and Campus Committees;  



(f)  seek the vi ews of  hi s colleagues at  Departmental m eetings on the Departmental 
Estimates, and the filling of academic vacancies which arise, in particular those at 
the Senior level on which a report to the Faculty is required;  

(g)  assign te aching and a dministrative dut ies to members of  th e s taff of  the  
Department, s o how ever a s not  t o i nfringe t he pr ovisions of  t he C harter, t he 
Statutes, the Ordinances and the Regulations of the University and the terms of the 
contract of any such staff members with the University.  

(h)  inform the staff member of any report, adverse or otherwise, which he Intends to 
make a bout hi s w ork, w hile, a t t he s ame t ime, r especting t he confidentiality of  
documents such as referees' reports which have been received.  

(i)  regulate the  a dmission of s tude.nts int o the D epartment w ithin the lim its la id 
down b y t he S enate a nd C ouncil a nd s ubject t o t he pow ers c9-nferred on t he 
Academic Board relating t o a dmissions t o t he c ampus a rid upon t he V ice-
Chancellor by the Statutes to supervise the admission of students.  

 
N.B.    (i)  In the case where a subject(s) is/are taught within a unit or Sub-Department of an 

existing Department, the Head of Department may delegate to a member of staff of 
that uni t or  S ub-Department i n r espect of  t hat subject or  s ubjects, s uch of  t hese 
duties as he deems to be appropriate, save that in all cases reporting to Campus or 
University Committees or Officers should be through the Head of Department.  

(ii)  In the case where a D epartment or  Unit i s not  in a F aculty, the above  guidelines 
should be applied with appropriate modifications.  

(iii)  In the case where a Department or Unit is not  in a campus, the above guidelines 
should be applied with appropriate modifications. 

 

 

 

 

 

 

 

 

 

 



THE UNIVERSITY OF THE WEST INDIES  

 
 

JOB DESCRIPTION  
 

TITLE:             HEAD OF DEPARTMENT  
LOCATION:   DEPARTMENT .............................................................................  

FACULTY OF ...............................................................  

CAMPUS ..........................................................   

ACCOUNTABLE TO:  THE C AMPUS P RINCIPAL, THROUGH T HE 
DEAN OF THE FACULTY  

GENERAL ACCOUNTABILITY STATEMENT  

GENERAL ACCOUNTABILITY STATEMENT  

The H ead of  D epartment i s r esponsible f or c reating a nd m aintaining a n e nvironment t hat i s 
centered on t he academic welfare of the students enrolled in the programmes of the department 
and on encouragement of scholarly activities and output of the academic staff: While expected to 
maintain academic pursuits, the Head of Department provides the academic, :administrative and 
financial: l eadership to ensure t he e ffective m anagement of  t he academic, administrative and  
financial affairs of his/her Department. The Head of  Department has primary responsibility for 
encouraging consensus on m atters of  i mportance t o t he m ission of  t he D epartment a nd f or 
articulating this in the appropriate forums. The Head Department is a constituent and member of 
the Campus Board of  hi s/her Faculty, a  member of  the Campus Academic Board and. may be  
elected t o ot her U niversity o r C ampus bodi es. T he H ead of  D epartment i s r esponsible t o t he 
Dean f or m aintaining constructive r elationships be tween hi s/her d epartment a nd ot hers i n t he 
Faculty, and with Departments which have s imilar academic programmes or common interests 
throughout the University including University Centres in the Non-Campus Countries.  

 



STAFF REPORTING DIRECTY TO THIS POSITION  
 
Job Titles: Professor, Senior Lecturer, Lecturer, Assistant Lecture, Tutor, Instructor 

Research/ Teaching Assistant.  

Responsible f or t eaching, r esearch a nd pub lication, s upervision of  gr aduate s tudents, 
collaborative a cademic a ctivities int ernal a nd external to the Department and for as sisting t he 
Head of Department with the administrative management of the Department. 

Job Titles:  Technologist, Scientific Officer, Engineer, Technician, Administrative Officer, 
Administrative Assistant. Secretary, Clerical Assistant, Office Attendant  

Responsible for providing adequate administrative, technical and service support to enable the 
Department to meet its objective and fulfill its obligations to the Faculty and the University.  

 

SPECIFIC ACCOUNTAB1LITIESIMAJOR RESPONSILITIES  

Academic  

1.  Manages the academic activities of the Department by:  

/'  Ensuring that t he highest academic s tandards a re promoted and sustained in t he 
Department Ensuring e quitable a llocation o f t he graduate a nd und ergraduate 
teaching and supervision among the academic staff 

 Ensuring t hat qua lity a ssurance i ssues are addressed t hrough 
regular reviews of programme structures and regulations. 

 /' Ensuring t hat s tudents a re a dequately guided i n r elation t o 
registration procedures and selection of  academic programmes 
and courses offered by the Department  

/'  Ensuring t hat t he p rogress of  s tudents i n t he D epartment i s 
effectively m onitored and that f eedback and academic 
counseling are available where necessary 

Monitoring t o e nsure t hat t here i s a dherence t o Examination 
Regulations  

/'  Convening de partmental m eetings at  l east onc e per S emester t o 
consider t he s etting of  examination pa pers a nd t o de termine t he 
duties of Examiners  

/'  Ensuring that academic members of the Department consider and 
implement recommendations from External Examiners  

/'  Informing academic members of the Department, the Dean and relevant Faculty 
members on t he ot her C ampuses on de cisions t aken b y t he D epartment on  
research, teaching and administrative matters  



/'  Promoting a culture within the Department that is 
conducive t o l earning, t eaching, research a nd 
publication  

/'  Ensuring t hat t he D epartment ke eps abr east of 
emerging t rends i n research and s cholarship 
Facilitating consultation and dialogue among staff 
end students towards consensus on academic issues 
and policies.  

Administrative  

2.  Chairs Departmental meetings  
3.   Serves as a member or nominates members of the Department, where applicable, to serve 

on:  
 
•        Campus Board of Examiners  
•        Faculty Management Committee  
•        Faculty Entrance Committee  
•        Faculty Assessing Committee  
•        Faculty Committee on Graduate Studies and Research  
     /' Campus Faculty Board  
  
Academic Board     
 
University & Campus Advisory Committees for Appointments 
 
4. Serves on ot her University or Campus Boards or Committees if elected or appointed by the 

Campus Principal or the Dean  

5. Plays t he l ead role i n t he hum an resource management act ivities of  t he D epartment 
including:  

 
 Recruitment and allocation of s uitable academic, administrative, technical a nd 

service pe rsonnel to facilitate the  a ttainment o f the  D epartment's te aching and 
research objectives  

 
 Forging a team committed to the provision of guidance and counseling in relation 

to t raining a nd de velopment oppor tunities f or me mbers of  the  D epartment, 
especially the junior members, to facilitate career growth and development  

 
 Development of  a n or ientation pr ogramme t hat will pr ovide 

guidance to new staff. 
 

 Deployment of graduate students to assist on a part-time basis 
with teaching activities and deployment of undergraduates as 
appropriate 



 
 Initiation of  t he pr ocedures f or pe rformance a ppraisal a nd e valuation of  a ll 

members of the department to ensure optimum performance, the achievement of the 
Department's strategic objectives and fulfi1lment of its mission  

 
 Documentation and communication, as promptly as possible of all decisions of 

Departmental meetings to staff.  
 

 Ensuring t hat s taff m embers a re k ept i nformed of  r elevant de cisions t aken b y 
Faculty o r ot her U niversity C ommittees and Boards, especially issues tha t a ffect 
the bus iness of  t he D epartment, s o a s t o e nable s taff t o e ffectively pe rform t he 
functions expected of them; .  

 
 Communication of views of the Department to the Dean, Vice Deans, Heads of 

corresponding Departments on the other Campuses and appropriate Campus or 
University bodies  

 
 Provision f or f un pa rticipation of  m embers of  t he D epartment i n t he de cision-

making p rocesses r elating t o personnel m atters, academic pr ogramming and the 
administrative operations of the Department  

 
 

 Fostering and promoting good relationships between the Department and the rest 
of the Faculty and other University bodies.  

6.  Manages the plant, facilities and the financial activities of the Department, including:  

• Preparation of Departmental estimates including the biennial estimates  
 
• Acquisition of equipment and material to facilitate the work of the Department 

 
• Allocation of resources to ensure that the  ph ysical facilities of  the  Department 

are adequately maintained  
 

• Monitoring the use of Departmental resources to ensure efficiency  

Other  

7. Manages all other matters essential to the operational efficiency and well-being of the 
    Department including:  

• Strategic planning  
• Implementation and monitoring of Operational Plan  
• Community outreach and public education initiatives 
• Net-working and Establishment of academic links with Departments in local and 

overseas institutions  

• Alumni relations 



 
Authority 

 
8.  Has the authority. after due consultation in the Department, to:  

 
 • Approve the admission of students into courses offered by the Department 
 
 • Make recommendations. after consultation with the Dean, for  
              temporary and part-time assignments  
 

 • Assign duties to all categories of staff   
 

 • Manage and control the budget of the department, adhering to the  
                         guidelines agreed with the Dean in his/her capacity as the principal budget                                            
holder for the Faculty 
 
 • Present formally at departmental meetings and at other times in writing  
                          the state of the Department's annual budget.  
 

POSITION DIMENSIONS:  

Total number of employees directly reporting to incumbent  

………………………… 

Of these total number of:  

……………………….   academics 

………………………  administrator(s)  

………………………  ATS staff  

Annual operating budget for which the incumbent held responsible -not including capital budget:  

Year 2003/2004 ....................... 

Annual capital budget for which incumbent has direct responsibility:  

,
 

Year 2003/2004 ...................... 
 
 
 

Office of Administration  
March 13 2004 
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