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University of Texas at El Paso 
Job Description 

 
   
Job Code:  0229 
Job Title:  Associate Dean  
Department:  Job may be available in different departments/divisions 
Reports To:  In accordance with specific departmental policies 
FLSA Status:   Exempt 
Prepared by:  Human Resource Services 
Creation / Revision Date:  November 19, 2013 
 
Summary:  Under general supervision and with considerable latitude is responsible for overall development and management of 
internal operations within the department.  Works with close engagement of the dean for college policy on such matters and in 
collaboration with faculty departments, promotion and tenure committees, and other applicable committees/unit of the campus. 
 
Note:  The primary accountabilities below are intended to describe the general content of and requirements of this position and are not 
intended to be an exhaustive statement of duties.  Incumbents may perform all or some of the primary accountabilities listed below.  
Specific tasks or responsibilities will be documented in the incumbents’ performance objectives as outlined by the incumbents’ 
immediate supervisor or manager.  This position is security-sensitive and subject to Texas Education Code §51.215, which authorizes 
the employer to obtain criminal history record information. Must possess a valid driver’s license issued by the State where the applicant 
resides and must be insurable as defined in the UT System BPM 16-05-02, as applicable to the performance of essential duties and 
responsibilities of the position. 
 
Statement of Duties and Responsibilities:  
 
Responsible for the development, oversight, and delivery of the college programs within their department.  
 
Utilizes problem solving skills and conflict resolution skills in order to properly counsel students in both academic and nonacademic 
matters on a regular basis.  
 
Resolves student conflicts in a manner that demonstrates excellent customer service and facilitates the success of the students in their 
program.  
 
Assists with the development of the annual operating budget and staffing responsibilities for the designated unit.  
 
Provides leadership and consultation on matters related to undergraduate admissions, orientation programs, academic advising, 
operational and organizational matters and other aspects within the broad context of student academic affairs.  
 
Recommends development of skill sets when necessary.  
 
Address student issues pertaining to academic policies and procedures. 
 
Reviews and implements educational polices as needed.  
 
Collaborates with Dean in the preparation and administration of budgets and to evaluate and develop plans and methods associated 
with staffing.  
 
Maintains communication on student-related academic matters with academic departments and may represent the college and dean at 
University functions, community events, and professional meetings, including the senate committee on education policy, the faculty 
senate, and others. 
 
Collaborates on projects with other members of the dean’s staff, as appropriate.  
 
Ability to establish and maintain effective working relationships to serve as liaison to other academic and administrative units of the 
University. 
 
Knowledge of all Microsoft Office software and able to learn and use institutional software systems. 
 
Complies with all State and University policies.  
 
Other duties may be assigned. 
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Supervisory Responsibilities Carries out supervisory responsibilities in accordance with the organization's objectives, policies and 
applicable laws.  
 
Qualifications To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made 
to enable individuals with disabilities to perform the essential functions. 
 
 Minimum Education required: Master’s Degree. 
 
 Minimum Experience required: Minimum of 5 years of experience, related to the statement of duties and responsibilities; 

or equivalent combination of education and experience. 
 
Physical Demands: The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is regularly required to talk or hear. The employee is frequently required to stand; 
walk; use hands to feel and reach with hands and arms. The employee is occasionally required to sit and climb or balance. The 
employee must occasionally lift and/or move up to 10 pounds. 
 
Work Environment: The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
The noise level in the work environment is usually moderate. 
 
 
  


