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Instructional Academic Staff
Position Description
	Official Title:
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	Working Title (if applicable):
	     

	Department/Unit:
	     

	College/Division:
	     

	Reports to (official title):
	     

	Contract Length:
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	Appointment %:
	     

	Date Created/Updated:
	     

	Created/Updated By: (indicate name and title)
	     

	Position of Trust:
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Position Summary:
Under general supervision of department chair, teaches college courses, evaluates students’ work, maintains appropriate records, and holds office hours.

Core Functions:  

Instruction and assessment of students

__________% (traditionally 75%+ of the role for Lecturer)
__________ Credits (total number of instructional credits)
· Prepare and deliver curriculum to undergraduate (and/or graduate students).

· Prepare course materials such as syllabi, homework assignments, and handouts, ensuring they comply with department, college and university guidelines including accessibility for students with disabilities.
· Evaluate and grade students' class work, assignments, and papers utilizing the department’s grading criteria and system [indicate any unique aspects such as use of D2L].

· Maintain regularly scheduled office hours in order to advise and assist students.
· Compile, administer, and grade examinations and other assessment measures.
· Initiate, facilitate, and moderate classroom discussions.
· Maintain student attendance records, grades, and other required records, and deliver them to the Registrar as directed by UWL policy.

Additional Duties – Provide Details (typically not seen in the Associate title):

___________% (may or may not affect workload calculation)
NOTE:  Total percentage must equal 100%

Position description should be reviewed annually and new signatures obtained when changes are made to the position description.
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