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4200 Connecticut Avenue, NW — Washington, District of Columbia 20008  

Phone: 202.274.6016    ▪    www.udc.edu    ▪    Facsimile: 202.274.5304     

I accept the terms and conditions of the foregoing executive appointment as Senior Vice President at the University of 

the District of Columbia.  

________________________________      _____/_____/2023______ 

Name         Date 



 

University of the District of Columbia 

Job Classification Description  

Job Title: Dean, College of Arts and Sciences 

                                                                 FLSA:  Exempt 
                                                                 Grade: AD-301-2B 
   
GENERAL DESCRIPTION OF THE JOB:  

The incumbent functions as Dean, College of Arts and Sciences, Office of the Provost and Vice 
President, Academic Affairs, University of the District of Columbia and has responsibility for 
performing the following duties 

ESSENTIAL DUTIES & RESPONSIBILITIES:   
 

1. Provides and promotes academic leadership of the college. 
2. Provides oversight of the administration of programs and curriculum. 
3. Markets the college’s programs and actively recruit students and faculty. 
4. Maintains the college’s compliance with accrediting bodies and professional standards. 
5. Enhances the University’s presence both locally and nationally. 
6. Acquires and allocates resources. 
7. Facilitates the acquisition of grants and contracts. 
8. Plans in consultation with faculty, staff and students, short term and long-range 

programs and activities that promote the vision and achieve the mission of the college. 
9. Recruits, employs and develops a cadre of high, competent administrative, supervisory 

and management staff. 
10. Manages academic program performance in the college by providing guidelines and 

evaluating the success of educational programs.  In this capacity, reviews proposed new 
courses, programs, revisions of existing courses or programs, deletions of courses or 
programs and recommends appropriate changes to the Provost and Vice President, 
Academic Affairs specifies criteria and approves schedule of classes including course 
offerings and number of sections ensures quality standards of instruction in the college 
monitor student recruitment, enrollment and retention for the college. 

11. Manages the establishment and adherence to a long-range plan for instructional 
development and improvement in the college, which is consistent with the mission of the 
college and the university.  This requires effective communication with faculty and 
administrators concerning priorities, philosophy and capability for instructional 
development and includes the encouragement of appropriate inter-college cooperation 
ventures of mutual benefit. 

12. Provides leadership and management regarding the directors concerning research 
programs under their immediate supervision.  In this capacity, the dean encourages 
each reach unit to successfully obtain funding from external sources for research grants 
and contracts. 

13. Exercises leadership in planning and providing faculty and staff development 
opportunities within budget constraints appointing faculty and staff to college and 
university committees and assuming prime responsibility for recruiting support staff 



consistent with University recruiting and affirmative action policies.  This includes 
specifying recruitment criteria and procedural guidelines for filling authorized vacancies 
in administrative, instructional and support positions. 

14. Prepares annual budget requests for the college and manages expenditures for the 
fiscal year in this capacity the Dean reviews budgets submitted by CAS units manages 
expenditures from assigned budgets to meet college needs in compliance with 
applicable policies ensures that reports regarding funding for special projects are 
prepared as required aggressively seeks supplemental funding from non-UDC sources 
to support CAS programs, particularly encourages grant proposals and contract projects 
by faculty and administrative and technical staff. 

 

OTHER DUTIES: 

1. Performs a variety of professional and managerial tasks which may be requested by the 
Provost and Vice President, Academic Affairs or the President or tasks which are 
necessary to the interest of the University mission       

2. Performs other related duties as assigned. 

MINIMUM JOB REQUIREMENTS: 

1.   
2.  

REQUIRED COMPETENCIES: 
 

1. Thorough background and up-to-date knowledge of the principles, practices, theories 
and techniques of goal-oriented educational programs that generally lead to recognized 
certificates, diplomas or degrees. 

2. Knowledge of public policy issues related to goal-oriented education programs. 
3. Knowledge of the executive and legislative decision making process at both the national 

and local levels. 
4. Knowledge of pertinent research and analytical methodology. 
5. Knowledge of other programs, organizations and activities to which goal-oriented 

education programs relate. 
6. Skill in interacting with peers and experts in the field of education and related fields. 
7. Skill in dealing effectively with voluminous amounts of information. 
8. Skill in preparing and presenting highly complex technical material and complex issues. 
9. Skill in assessing the political and institution environment in which decisions are made 

and implemented. 
10. Ability to explore and present fully the many facets of policy issues. 
11. Ability to exercise good judgment. 
12. Ability to effectively express ideas orally and in writing, using appropriate language, 

organizing ideas and marshalling facts in an objective manner. 
13. Ability to work effectively under the pressure of time-frames and rigid deadlines. 

 

 



STANDARDS & EXPECTATIONS:  

1. Expectations of the job: 

           The Dean, College of Arts and Sciences is responsible for the academic and  
           administrative leadership for the college including but not limited to academic planning  
           enhancement of programs and curriculum, accreditation, recruitment of faculty, faculty  
           development and evaluation, student recruitment, advising, placement and retention and  
           allocation of resources.  The dean is also responsible for assisting in fundraising for  
           fostering diversity for the acquisition and advancement of technology for promoting  
           collaborative research partnership and for supporting the University’s vision and goals.  
           The incumbent provides the overall policy and direction which guides the college.            
           The leadership provided by the incumbent to a great extent, determines the success of  
           the program as well as the quality of the program delivered to students. 

2. Development and Counseling: 

  

3. Training:  

  

4. Knowledge of UDC Rules and Regulations: 

Guidelines are appropriate legislation and board policy statements.  The incumbent must 
exercise considerable judgment in interpreting and adapting existing precedents and in 
developing new or improved approaches to solving problems. 

The university provides all training required by OSHA to ensure employee safety. 

The University of the District of Columbia is an Equal Opportunity Employer (EOE). 

Note: The University reserves the right to change or reassign job duties as provided in 
policy and negotiated agreements. 

REVISED DATE: 05/13/2009  
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Fiscal Impact Statement 
 

 

 
 

 

TO:                 The Board of Trustees 
 

FROM:           Managing Director of Finance   
 
DATE:            September 12, 2023 
 

SUBJECT:     Executive Appointment of Dr. Jeffery Fleming as the Interim Dean of the 
College of Arts and Sciences 

 
 
 
Conclusion 

 
It is projected that there are sufficient unrestricted funds in the University of the District of 
Columbia's FY2023 budget—and beyond—to cover the cost of the salary and benefits 
associated with the appointment of the Interim Dean of the College of Arts and Sciences. The 
role will report to the Chief Academic Officer. 
 
Background 

 
The proposed resolution is to appoint Dr. Jeffery Fleming as the Interim Dean of the College of 
Arts and Sciences. Dr. Fleming’s appointment will be effective September 13, 2023 for a period 
not to exceed one (1) year, September 13, 2024. The resolution is in accordance with the District 
of Columbia Municipal Regulations, 8B DCMR §§210 through 213. Dr. Fleming currently 
serves as the Chair of the Division of Sciences and Mathematics and has served in this capacity 
since 2014. He also serves as the Special Assistant to the Dean for Budget and Infrastructure and 
has done so since 2013.  
 
Upon completion of the appointment, the employee will revert to their regular administrative 
appointment of Chair of the Division of Sciences and Mathematics and Special Assistant to the 
Dean for Budget and Infrastructure, with all associated compensation and benefits of that 
position. 
 
Financial Impact 

 
The salary for this appointment will be Grade 1, Step 1 on the non-union administrative salary 
schedule, paying $202,369 per year, with related benefits of $52,616. The employee will 
continue to be fully eligible for cost-of-living increases in accordance with applicable 
University policy. They will also continue to be eligible for and may participate in the 
University of the District of Columbia health insurance, life insurance, retirement, and 
disability programs in the same manner and under the same conditions as regular 
administrative employees hired on or about the date of their initial appointment. The 



 
 
 
 

 
 
 
 

University will contribute the equivalent of seven percent (7%) of the employee’s salary to 
their Teacher Insurance Annuity Association (TIAA) retirement. The employee leave accrual 
rates are as follows: annual leave accrual of seven (7) hours per pay period and sick leave of 
four (4) hours per pay period. 

 
This request has been approved based upon the information provided. There are no anticipated 
risks at this time.  




