

Job Description
Provost and Executive Vice President
Office of Academic Affairs
2025

Reports to: Sterling College President
Classification: This is an exempt salaried position
Description:
Reports to the College President and serves on the President’s Cabinet, this individual is the senior administrator of educational/academic programs for the College. He or she has responsibility for the supervision and discipleship of the faculty, the AVPAA, as well as the library, academic registration (Registrar), academic support (in conjunction with the VP of Student Life) and is instrumental in all accreditation activities. This individual will also have significant leadership regarding Sterling College Online (SCO), the College’s on-line degree programs, grant activities and fundraising. In addition, he or she has responsibility for the operation and planning of all academic programs and facilities, and preparation and management of the academic budget. 

He or she provides educational leadership to the campus and shares responsibility for articulating the values of Christian liberal arts education to the faculty and campus community, and to the larger College constituency.  In addition, this individual participates in the wider Christian college/university network and is encouraged to participate in political activities at the state and national levels regarding education and, in particular, Christian education.

In College decisions involving curriculum, personnel, learning resources, technology resources, and budget, the Provost and Executive Vice President is a faculty voice to promote excellence in instruction and the learning environment.  He or she has the duty to see that academic and institutional policies of the Board of Trustees and the faculty are fully executed.

Qualifications:

A qualified candidate must have a personal commitment to Jesus Christ and the ability to publicly support and defend the evangelical Christian character and mission of Sterling College.  The candidate must have a personal commitment to Jesus Christ which is in full support of the Sterling College Statement of Faith and Faith Perspectives along with the mission of Sterling College and must also possess a clear understanding of and ability to articulate the essentials of a Christ-centered liberal arts college. Other qualifications include:
· Excellent people skills.

· Excellent written and verbal communication abilities.

· Fundraising prowess.

· Proven personnel leadership skills.

· Strong organizational, management, and supervisory skills are essential.

· Demonstrated ability to make effective oral and written presentations.

· A minimum of 3 years proven academic administrative experience or in a related setting to become familiar with academic policies, programs and regulations necessary to coordinate related services and activities.

· A minimum of 3 years of teaching experience at the college level.

· Proven track record in delivering results against measurable objectives.

· Ability to build team(s) and provide leadership toward advancing team objectives. 

· Capacity to grasp and communicate vision to a broad spectrum of constituencies.

· Membership in a doctrinally aligned church with church leadership experience (deacon, elder, etc.) preferred. 

· Ph.D., Ed.D. or equivalent required with preference given for additional leadership certificates/degrees.
Responsibilities:
· Provide leadership in the development and continuous improvement of academic policies and programs.
· Provide leadership for Sterling’s AVPAA and department chairs.

· Supervise and provide leadership in personnel selection and development in academic areas, encouraging all toward continuous improvement.

· Provide leadership for the educational mission of the College.

· Supervise the instructional enterprise of the College.

· Provide leadership for assessment, curriculum development, and faculty development.

· Oversee the services of the library.

· Provide leadership in all aspects of accreditation.

· Provide leadership for Sterling College Online.

· Provide leadership to the faculty on the incorporation of an evangelical Christian worldview into the curriculum consistent with the College’s Statement of Faith.

· Provide leadership to the faculty on the mitigation of course materials and concepts detrimental to the Christian mission and Statement of Faith of the College.

· Cooperate with the VP of Student Life in fostering a spiritually vital learning/living campus environment.

· Supervise the advising and registration of students, cooperate in retention efforts, determine teaching assignments, and supervise class scheduling.

· Coordinate the updating and publication of catalogs and documents relevant to the educational mission of the College, including the College catalog, and Faculty Handbook. 

· Maintains records for current analysis and historical significance.

· Provide input on updates to the Employee and Faculty Handbooks.

· Coordinate the preparation of the budgets of each of the instructional departments, the library, academic offices, general instruction, and special programs such as summer school, and consults with the President and the Vice President for Finance on the College budget.

· Report to the President and consult with him on the educational programs of the College and maintain appropriate liaison with the President on general College programs to be informed in the event decisions need to be made in the President’s absence and to serve as general counsel to the President.
· Conduct Grant research in collaboration with the President.
· In consultation with Cabinet and the Board, act on behalf of the President during times of Presidential incapacitation or non-contact by making decisions and determining best courses of action as necessary. 

· Other duties as assigned.

Essential Job Functions:

· Must be able to push, pull, and lift a minimum of 25 pounds.

· Must be able walk up and down stairs and climb ladders.

· Be able to coordinate movement of the fingers and hands as well as have the adequate dexterity and strength to complete tasks.

· Be able to use upper extremities to frequently press against something with steady force in order to thrust forward, downward or upward.

· Frequently bend body downward and forward by bending spine at the waist.

· Be able to stand and move about regularly.

· Be able to sit for long periods of time.

Education/Experience:

· Ph.D., Ed.D. or equivalent required.
· Church leadership experience (Deacon, Elder, etc.)
· Must have 3 years proven academic administration experience.

· Must have 3 years teaching experience in Higher Education. 
*Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time with or without notice. 
