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• Faculty and academic staff HR functions (postings, reappointments, 
change of status etc)

• Support staff HR functions (postings, employee relations, performance 
management, classifications etc)

• Adjunct/clinical faculty appointments and HR functions
• Temporary and on-call faculty and student hiring and payroll

• Coordinate university and college committee 
elections for faculty and academic staff

• Coordinate faculty and academic staff 
awards

• Draft and refine faculty offer letters
• Maintain faculty voting list
• Update rosters for all committees

• Administer RPT process for FAS
• Coordinate performance reviews of chairs/directors and dean’s 

direct reports
• Tenure system mentoring program
• Coordinate HP and NP faculty reappointment reviews
• Administer and oversee college COI committee
• Faculty development programs
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