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Director of Academic Administration
Naval Postgraduate School

Oversees operations and management of all aspects of academic administration including admissions, scheduling, registrar, educational analysis, and planning.     Develops and implements administrative policies, processes, procedures, and technology solutions to facilitate the timely, accurate, and efficient and innovative provision of academic administration services.  Provides management and leadership for a staff of eight responsible for registration, classroom scheduling and assignment, creating and publishing the Master Schedule of classes, diploma production, grades processing and dissemination, transcript production, report production, and enrollment certification.  The Director serves as the Registrar of the Naval Postgraduate School.  The Director is also responsible for coordination with NPS Schools and academic organizations to ensure that requirements for classrooms, laboratories and teaching resource centers are documented and communicated to appropriate NPS organizations.   
 

A Master’s Degree in a relevant field and a minimum of five years of experience in academic administration is preferred, with at least two years of supervisory experience required.  Excellent administrative/organizational skills, aptitude for numbers and analysis, and strong computer skills required.  Experience in systems analysis, database integration and analysis, web applications, project management and in the military or in a military environment highly desirable. 
 
Type of Appointment
The Director of Academic Administration reports to the Associate Provost for Academic Affairs.  
 
Salary
Commensurate with education and experience.  Excellent health and retirement benefits.
Interested applicants should send a current vita, a personal statement of interest in executive education, and the names, addresses and phone numbers of three references.  Application materials must be received no later than 24 September 2004.  Direct application materials to:
Erin Elizondo
Office of the Provost

Office of the Exec. Dir. Information Resources/CIO

Naval Postgraduate School

1 University Circle, Rm. HE-M6A

Monterey, California 93943

emelizon@nps.edu
The consideration of applications will begin immediately and continue until the ideal candidate is selected.
 

The Naval Postgraduate School is located on the scenic Monterey peninsula about 100 miles south of San Francisco.
The Department of Navy is an Equal Employment Opportunity Employer.  All qualified candidates will receive consideration without regard to race, color, religion, sex, national origin, age disability, marital status, political affiliation, sexual orientation, or any other non-merit factor.
