Meredith College

Department of Education

Master of Education – Director

Responsibilities
The director of the Master of Education program is the campus link between the Department of Education, the School of Education, Health and Human Sciences, and the campus.   Listed below are the responsibilities of the Director of the Master of Education program at Meredith:
1. Chair, Department of Education Graduate Advisory Group
2. Meet regularly with other graduate Program Directors
3. Thesis Advisor
4. Write comprehensive exam questions (ESL), also review and approve comprehensive written questions submitted by other faculty
5. Support all program activities
6. Primary contact for executive inquiries, i.e., attend meetings with President, VPAA, Dean, etc.
7. Primary contact for school systems
8. Program planning and development
9. Oversee policies and procedures
10. Represent the graduate program at on or off-campus meetings
11. Serve as a key member of Graduate Advisory Committee, and/or  steering committees related to graduate program
12. Complete comprehensive reports
13. Ensure integrity of the program
14. Respond to phone and email inquiries
15. During application, meet with prospective student to discuss specifics related to specialty areas
16. Complete transcript evaluations
17. Develop individualized planned programs
18. Address student/faculty concerns – troubleshooter
19. Meet with prospective students (on-campus) – walk-ins and scheduled appointments
20. Continuous follow-up with inquiries 
21. Student advising of all areas (ESL, Reading and K-6)
22. Compile, synthesize, and document data
23. File review and maintenance 
24. Graduate Procedures/degree audits (un-official)
25. Update program materials, i.e., graduate handbook
26. Work with SOE licensing specialist regarding initial licensure program requirements, etc.
 

