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CIEE: Council on International Educational Exchange is a leader in the field of international education and cultural exchange programs. CIEE has been serving students and educating young adults for over 60 years and currently operates more than 100 programs in 40 countries around the world. As a not-for-profit NGO our mission is to help individuals gain understanding, acquire knowledge and develop skills for living in a globally interdependent and culturally diverse world.

We are currently recruiting for Academic Director of the China in a Global Context program, CIEE Study Center at East China Normal University in Shanghai, China.

This is a fulltime, year-around administrative position with teaching responsibilities each semester. For a detailed description of the position including qualifications please visit our website at: http://www.ciee.org/about/careers.aspx

Interested applicants should email a cover letter and CV to jojack@ciee.org with CGC Academic Director written in the subject line. The cover letter should also list three references, including one administrative and one academic. Selected candidates will be requested to send example syllabi of relevant courses and recent teaching evaluations prior to scheduling an interview to discuss this exciting opportunity further. No unsolicited phone calls please.

CIEE is an Equal Opportunity Employer.



Contact Info:
Justin O'Jack
jojack@ciee.org
Website: http://www.ciee.ord/about/careers.aspx


Job Description

CGC Academic Director – Shanghai, China 

Reports To: Resident Director, CIEE Study Center

Location: Shanghai, China

Part One - Basic Function
The Academic Director (AD) is responsible for the quality and success of all coursework offered in the China in a Global Context (CGC) program, and as part of a regional team, is also accountable for serving as a program advisor and first point-of-contact for students regarding the CGC program and mentoring students on a variety of academic, professional, and personal issues. The position is responsible for all aspects of the academic coursework and co-curricular activities, as well as for long-range planning, adjunct faculty recruitment, ongoing program evaluation, and development. The Academic Director is responsible for ensuring the highest levels of academic quality and participant satisfaction. 

Part Two - Specific Duties 
ACADEMIC:
· Teach two courses each semester or four courses (12 semester credits total) per academic year. At least one course each semester must be from the core curriculum of the program. 

· Design and implement the core curriculum and elective courses assigned to the CGC program, evaluate all aspects of the program, seek feedback from the Resident Director, propose needed changes, select and evaluate instructors, and design and implement appropriate orientation activities related to the program. 

· Advise participants concerning their academic progress, monitor participants’ performance, including attendance and program participation, and communicate serious academic student issues to the appropriate sending school study abroad advisor when necessary. 

· Ensure high academic standards for the program by monitoring quality of instruction and academic integrity of curricula, including sufficient contact hours, appropriate and timely assessment of student work, and suitable implements for assessment. Hold regular meetings with faculty to review program quality and student achievement. 

· Discuss syllabi with faculty members prior to each semester, suggesting changes as appropriate, and ensure all elements of the CIEE syllabus template are satisfied. Submit final copies of syllabi to the CIEE Resident Director two weeks prior to student arrival each term. 

· Authorize student course registration forms and send promptly to the CIEE Resident Director within two weeks following the first day of classes each term. Authorize student grade reports and send to the CIEE Resident Director within two weeks following the conclusion of the program. Ensure that student grade reports are consistent with faculty course grade reports and that grade explanation forms are provided when necessary. 

· Serve as the first point of contact for any student requests for special exceptions, complaints, appeals, etc. related to academic coursework, including requests for reduced or increased credit loads, independent study, excused absences, extensions, and incompletes, as well as other program issues as appropriate. 

· Plan, coordinate and lead (when appropriate) all co-curricular activities related to courses in the core curriculum, including the weekend and weeklong fieldtrips. 

· Hold planning meetings with the Resident Director, Assistant Director and other relevant staff prior to each semester and ongoing during the year to ensure the academic goals of these activities are met. 

STUDENT SERVICES:
· Hold regular and well-publicized office hours and arrange for adjunct faculty to do so as well. 

· Confer with individual students, as necessary, for academic advising and support. 

· Coordinate with the Assistant Director to plan, implement and participate in most aspects of student services: 

· Orientation, including but not limited to academic orientation sessions, course registration, and related site visits 

· Monthly program meetings required for all students on the program 

· Cross-cultural information and training sessions and workshops 

· Cultural activities, including welcome and farewell dinners, community activities and graduation ceremony 

· Personal counseling of students confronting culture shock and other issues 

PROGRAM EVALUATION:
· Work together with the CIEE Resident Director to design and revise observable and measurable program learning goals and be responsible for internal evaluation and ensuring the program meets its goals. 

· Participate in the design of appropriate internal evaluation mechanisms and manage student evaluations of key program components, including orientation, area studies courses, and field trips. 

· Study and provide comments on internal and CIEE student evaluations and the Academic Consortium Board (ACB) Team Report after an outside evaluation. Participate in the formulation of an action plan based on these assessments. 

· Write commentary for all components of the program and work with Resident Director to write the annual program report. 

PROGRAM MANAGEMENT:
· Manage all aspects of the program in accordance with CIEE policies and relevant agreements. 

· Participate in the formulation of the budget for all courses and course-related excursions included in each course syllabus. 

· Work with the appropriate staff to hire and pay adjunct faculty in a timely manner. 

· Meet weekly with the Resident Director in private and/or as part of regular managerial meetings to report on progress and challenges. 

MARKETING:
· Participate in the writing of program materials (catalog copy, bulletins, handbooks, pre-departure materials, course syllabi, curriculum vitae of teachers). 

· Assist CIEE Resident Director to present the program to individual site visitors from prospective sending intuitions and to members of the CIEE consortium, and help host any CIEE group site visits, and ACB program evaluators as needed. 

OTHER:
· Other duties as assigned. 

Part Three - Accountability 

· The Academic Director is responsible for one program. This represents managing typically 4-8 adjunct faculty and 30-60 students each semester. 

· The Academic Director is also accountable for: 

· Delivering a high-quality program each semester 

· Vigilant monitoring of program standards and integrity 

· Strong understanding of the governance mechanisms of CIEE and the roles and contributions of the ACB and its committees 

· Maintaining, together with other members of CIEE senior management, the CIEE commitment to providing and preserving a safe and supportive environment for students and employees where individual ideas and uniqueness are recognized, valued, and given the opportunity to grow. 

Part Four - Judgment, Decision-Making, and Planning 

· Continually (and often immediately) apply sound judgment and knowledge to the expedient resolution of a broad range of issues relative to (but not exclusive of) individual students, program/Study Center staff, including emergencies, and the like. 

· Continually evaluate the program and develop/recommend changes and/or improvements. 

· Responsible for the complete planning of all academic and course management aspects of each session. 

Part Five - Knowledge and Skills 

· Education: PhD in a relevant field 

· Experience: Prior experience working at a study abroad site, preferably as the Academic Director. 

· Language/Culture: Fluent in Mandarin Chinese and in-depth knowledge of Chinese culture, history and society, politics and international relations. 

· Academic: In-depth knowledge of U.S. and Chinese academic institutions and their culture. Must have the ability to function well in a complex institutional framework, have a high tolerance for ambiguity, flexibility, and the ability to respond quickly and appropriately to changing circumstances. 

· Seasoned leadership skills: Proven ability to lead a team through the complexities and challenges of a broad range of operational and academic issues.  

· Customer service: Extremely strong servicing skills and the ability to resolve issues fairly, expediently, and cost-effectively. 

· Interpersonal skills: Able to engender the trust and confidence of students and parents, and be able to deal effectively with a wide variety of often sensitive issues, ensuring that all involved parties are satisfied with the resolution. 

· Superior written and verbal communication skills: Able to effectively communicate with students, parents, faculty, members of the ACB, and employees. Must be able to work through and resolve a wide range of issues (some difficult/sensitive) and explain cultural and academic issues. Must be an exemplary ambassador of CIEE and its mission and programs. 

· Integrity: Must be a role model for professionalism and commitment to company values and stated goals. Must exhibit such professionalism both internally (for all employees) and externally (for students, parents, faculty, and industry partners). 

· Teamwork: Must have ability to work well with colleagues as a team leader and team player in the appropriate context. 

Part Six - Confidentiality
The Academic Director has access to confidential information regarding:

· Organizational changes and strategic initiatives 

· Budget information pertaining to the program 

· Employee salary information and personnel files 

· Student personal, financial, physical and mental health records 

· Student academic progress and performance 

The individual in this position must be able to simultaneously balance confidential information and information that can be/needs to be shared in order to effectively solve a variety of different issues. The individual must show superior judgment when dealing with confidential information.

Part Seven - Contacts
Internal:  The Academic Director works closely with all staff and management (onsite and in Portland, Maine) to accomplish stated goals and objectives.

Internal:  S/he works with:

· Resident Director 

· Assistant Director 

· Language Director 

· Adjunct Faculty 

· Support staff to arrange events and activities, including Academic Support Coordinator 

External:  S/he works with:

· Program Director, Asia Pacific 

· ACB members and representatives from sending institutions 

· Students and parents 

· Representatives from the host institution and the host country 

· Other local representatives to arrange events, activities, and to establish various procedures (e.g. emergency protocols) 

Part Eight - Working Conditions
The Academic Director is a full-time and year-around position. It is expected that the AD will not regularly engage in outside activities for compensation, except for occasional appointments as a consultant, speaking engagements, or editorial work that does not interfere with regular responsibilities or pose a conflict of interest for CIEE.

Interested applicants should email a cover letter and CV to jojack@ciee.org with “CGC Academic Director” written in the subject line. The cover letter should also list three references, including one administrative and one academic. Selected candidates will be requested to send example syllabi of relevant courses and recent teaching evaluations prior to scheduling an interview to discuss this exciting opportunity further. No unsolicited phone calls please.

