
  
 

POSITION DESCRIPTION 
Position Title:  Executive Director/Dean, Novel 
Programs Department:  Claremont Lincoln University  

Reports to:   VP of Academic & Student Affairs/ CAO Status:  Full-time/Exempt 

Annual Salary Range:  $120,000 to $140,000 DOQ Date:   January 2023 
ABOUT CLAREMONT LINCOLN UNIVERSITY: 
 
VISION: The vision of Claremont Lincoln University is a world that lives by the golden rule; a world in which disputes 
between those that have conflicting views are addressed peacefully without violence. 
 
MISSION: The mission of Claremont Lincoln University is to be a place where students learn how to treat others as they 
would like to be treated. Students learn the skills necessary to understand differences among religions, governments, other 
organizations, and individuals; how to respect those differences; and how to cooperate and collaborate with those of different 
viewpoints to resolve problems between them peacefully without violence. Our students will integrate self-knowledge with 
critical perspectives and contemporary skills to create sustainable social change-how to implement the golden rule. Claremont 
Lincoln University embeds the golden rule in the Claremont Core® which teaches the skills of mindfulness, dialogue, 
collaboration, and change.  
 
VALUES: 

COMPASSION – Follow the Golden Rule: Do unto others, as you would have them do unto you.  
INTEGRITY - Be consistent and transparent in our values, actions, and outcomes.  
RESPECT – Value and be mindful of others’ views and traditions.  
DILIGENCE – Have a commitment to continually improve and the strength to make a difference.  
INDIVIDUAL RESPONSIBILITY – Hold ourselves accountable; deliver on our promises.  
INNOVATION – Strive to define new ways to make education better.  
LOYALTY – Support and allegiance to CLU and its mission.  
SOCIAL IMPACT – make the world a better place.  
SERVICE - Provide a quality educational experience to all who encounter CLU.  

 

PURPOSE OF THE POSITION:  Reporting to the Vice President of Academic & Student Affairs/ CAO and serving as 
a member of the Academic Affairs leadership team, the Program Director is a dean-level position with the expectation to 
collaborate across the University, with the Lincoln Institute of Land Policy (LILP), and other partners and stakeholders to 
form new and innovative academic programming. 
 
Academic administrative leadership will be applied in areas of development of programs (including cohort/ team-based 
offerings, and academic credit-bearing certificates), business-to-business development, and assessment. The Program 
Director will provide input to strategic decisions that affect the functional area of responsibility, including the budget and 
strategic plan.  
 
The ideal candidate believes in and is passionate about the mission and commitments of CLU and exhibits this through 
leadership, reflection, execution of school culture, and collaboration to ensure student success. This team member will support 
academic administration with shaping a vision of academic success for students, creating a climate hospitable to education, 
cultivating leadership in others, improving academics, and managing people, data, and processes to foster school 
improvement. 



  
 

 
 
RESPONSIBILITIES:  All responsibilities are presumed to reflect the effective implementation of best practices. 
Technology will be leveraged as an enabler whenever practical.  Internal controls will be installed to ensure that all activities 
comply with acknowledged standards of fiduciary due care, non-conflicts of interest and confidentiality.   
 
Create, Build, and Lead Municipal Program: 

• Expands programs for municipal teams and other stakeholders in collaboration with the Lincoln Institute that educate 
these teams to lead, build engagement in, and address complex social, equity, environmental, and economic 
disparities; 

• Collaborates to build creative, customizable curriculum to enable CLU to offer recognized, sought after, and 
distinctive municipal and other agency cohort-based programs that create high-impact, innovative solutions that 
address complex social, economic, environmental, and resource challenges and disparities; 

• Experience/skill in business development & relationships in the industry with an established network in municipalities 
and public works positions; 

• Adept relationship and project manager of teams; and 
• Data management experience or savvy in public administration/GIS/netZero. 

Academic Administration: 
• Oversees the administration of the MA in Public Administration and MA in Sustainability Leadership programs and 

certificates including management of all related faculty, curricula, and assessment;  
• Develops and maintains collaborative partnerships with faculty and administration; manages the department's daily 

operations and strategic planning initiatives; and ensures policy compliance and implementation; 
• Works with admissions, marketing, instructional design, and other departments as required for creating materials, 

training, and coordinating materials; 
• Coordinates with the Dean of Teaching, Learning & Leadership and Director of Educational & Institutional 

Effectiveness to maintain assessment plan, calendar, and analysis; 
• Revitalizes the MA in Sustainability Leadership program for increased enrollment, brand building, and partnerships 

with LILP; and 
• Collaborates with various stakeholders and other experts to assure the MA in Sustainability Leadership program and 

related offerings are directly relevant to emerging environmentally and socially conscious careers. 
 
Prioritizes Student Success: 

• Contributes to ongoing innovation in student success and the transformative experiences of all University students; 
• Implements program review and related assessment processes; 
• Resolves student issues and concerns; 
• Supports the delivery of individual and organizational needs in the areas of diversity, equity, and inclusion; 
• Supports faculty and staff in student retention and support efforts; and 
• Assesses effectiveness of current outreach efforts to either scale and continue or adapt/rebuild. 

 
Academic Support and University Relations: 

• Assists in establishing and maintaining a supportive, positive, and collaborative culture; 
• Works collaboratively, respectfully, and collegially with the University’s faculty, staff, students, and 

external constituents (e.g., alumni, community partners, donors, etc.); and 
• Measures success by positively contributing to the student services key performance indicators. 

 
General Responsibilities: 

• Creates and nurtures a climate of student-centered success innovation; 
• Serves in the Office of Academic Affairs meetings, as a voting member of the Council on Student and Academic 

Affairs (COSA), and participates in assessment, strategic planning, and program reviews; 
• Serves as a resource when resolving faculty and/or student issues related to courses and programs; 



  
 

• Coordinates activities that support student recruitment, education, and retention; 
• Collaborates to realize new programs, courses, and resources to meet the needs of students; and 
• Performs miscellaneous job-related duties as assigned. 

 
 
QUALIFICATIONS: 
Minimum Education and Experience: 
The Executive Director/Dean must satisfy the following minimum qualifications: 

• Terminal degree in a related field; 
• Demonstrated expertise in leading new initiatives, embracing change and innovation in administration; and 
• Demonstrated expertise in developing/managing programs and processes at a college or university. 

 
Knowledge, Skills, Abilities: 

• Established experience in creative curriculum development and customized learning resources (modular, presentation, 
coaching, facilitation); 

• Workforce development experience including industry-focused on employees and talent pipelines; 
• A strong record of increasingly responsible leadership in academic affairs, including supervisory and 

management experience; 
• Demonstrated leadership skills, interpersonal skills, and ability to work collaboratively with staff in the office 

and across the university; 
• Manages difficult conversations with professionalism and good will; 
• Ability to deal sensitively with confidential information and ensure that the office maintains a high degree 

of professionalism and discretion; 
• Strong written and oral communication skills; 
• A proven commitment to diversity: a personal commitment to and genuine conviction that diversity is essential to 

improve CLU and society; an individual who through individual action and institutional leadership will advance 
diversity of all types—racial, gender, ethnic, and intellectual; 

• Punctuality and dependability are critical requirements for this position; and 
• Must be passionate about the mission of CLU. 

 

 

 

I have read and received a copy of my Position Description.  I understand this overrides anything I have been given or 
have been told in the past.  I further understand that I am expected to follow my position as is outlined above and, if I have 
any questions concerning what is expected of me, I will speak with my immediate supervisor. Nothing in this position 
description restricts my immediate supervisor’s right to assign new, or reassign existing, duties and responsibilities 
to/from, respectively, this position at any time.  

 
 
              
Employee Signature       Date 
 
 
 
 
Agreed to by Immediate Supervisor: 



  
 

 
 
 
              
Immediate Supervisor Signature      Date 

 
 
Notice:  The intent of this job description is to provide a representative and level of the types of duties and responsibilities 
that will be required of positions given this title and shall not be construed as a declaration of the total of the specific 
duties and responsibilities of any particular position. Employees may be directed to perform job-related tasks other than 
those specifically presented in this description. Claremont Lincoln University is an Equal Opportunity Employer and 
embraces diversity as a critical step in ensuring employee, student, and graduate success. We are committed to building 
and developing a diverse environment where a variety of ideas, cultures and perspectives can thrive. 
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