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Po-sition Description - Unclassified 

Position Status: 
Position Title 

• 

Position Number 
Program and Facilities Coordinator E99773 
Appointment (9mos. / 12 mos. / Other·) Contract Period (from I to·, FLSA 

12 mos. 07 /01/22 - 06/30/23 'renewable) Exempt 
-

Regular /Short-Terrn Position Tvoe 
. - � . 

Full-Time Rem1lar 
. . . 

Work Location Department/Division 
Creative Arts Division 

. 

Reports to Reoorts to Position Number 
Chair of Creative Arts Division E99418 

" 
.. 

Incumbent University ID # .. " 

 

Pro1rram Infor1nation: 
"-. Describe the general program in which this position exists. Include program purpose, size, scope and relationship to the 

University's mission. 
This position will serve the academic administration needs of the Creative Arts Division, an academic unit located within the 
College of Liberal AtlS and Science at WOU. The Creative Arts Division houses three departments (Art, Music and 
Theatre/Dance) that offer undergraduate and graduate degrees, including BF A degrees, and provides core curricula in the 
creative arts that 
develop student skills in the areas of creative thinking and practice, problem solving, teamwork, intercultural competence 
and critical thinking. The unit emphasizes imparting contemporary practices through a solid foundation of training. 
Creative work, analytical thinking and global awareness are integrated into performance and production. Programs provide 
individualized instruction. Central to program activities are opportunities for students to engage in professional 
involvement, service to the community, public exhibition and performance. Within the unit, 20 tenure-track, 19 non-tenure 
track and five staff (including this position) support the education of over 307 majors, including robust performance and 
exhibition ouuortunities that are integrated into the academic curriculum 
B. Describe the purpose of this position and how it functions within this program.

The Program and Facility Coordinator position supports the academic mission of the Division of Creative Arts by assisting 
with monitoring, auditing and/ or directing activities within the Creative Arts division and by conducting administrative 
projects requiring research, analysis, evaluation and interpretation. Key functions include management of the CAD office; 
supervision of office support staff in Music, Art and Theatre/Dance; schedule CAD facilities ( e.g., classrooms, studios, 
performance spaces); interpret and apply laws, policies/procedures; manage complex student fee and service and supply 
budgets; originate diverse and complex personnel and payroll actions; budget analysis, budget control and data 
collection/retention for reporting, budget building, and course scheduling for the CAD division. The role manages the 
theatre/dance box office and front of house, including about a dozen student workers. Provides assistance on projects as 
requested by the Administrative Assistant to the Dean of the College of Liberal Arts and Sciences. 

Position Information and Qualifications: 
A. Description of Duties/Responsibilities - List the major duties assigned to the position. Note percentage of time each listed
duty is oerformed to total 100%. Indicate "E" = Essential, "R" = Revised , . .. 
Percent of time Budget and Payroll 

SSo/o Assist the Division Chair and unit department heads with complex budgeting, personnel and payroll 
processes involving diverse funding sources. Manage divisional S&S funds, all depart1nent fee funds, 
multiple student fee (IFC} funds. Track expenditures, prepare budget reports and support effective and 
timely use of funds. Initiate payroll processes for numerous one-time performers and Music Lesson 

Western Oregon University reseNes the right to change this position description at any time. I Created on/ Revised: 










