ANTIOCH UNIVERSITY LOS ANGELES

POSITION DESCRIPTION

Interim Core Faculty - MFA in Creative Writing

	Department:
	MFA in Creative Writing Program


	Reports to:
	Chair, MFA in Creative Writing Program

	Location:
	Los Angeles
	Classification Level:
	Core Faculty, Exempt



	Supervises:
	None
	Percentage of Effort:
	100%


PERIOD OF EMPLOYMENT:  December 1, 2010 through May 30, 2011,including the on-campus December 9-19, 2010 MFA Residency and the following five-month online Project Period from December 20 through May 20, 2011.  This position requires the faculty member to be on campus (regular office hours plus meetings and service duties) throughout the entire period of employment.

GENERAL SUMMARY:  The position of Interim Core Faculty in the low-residency MFA in Creative Writing Program involves teaching, administration, and service.  The Core Faculty member serves as part of the MFA Team, a small group of MFA faculty and staff who are on campus year-round.   The Interim Core Faculty member reports to the Chair of the MFA in Creative Writing Program, who is also a member of the MFA Team.  The Interim Core Faculty member represents the University in public and professional situations.  During the December 9-19, 2010 on-campus MFA Residency s/he teaches workshops, seminars, and various orientations, as well as hosting and attending other events.  During the five-month online Project Period, the Interim Core Faculty member mentors MFA students in his/her respective genre, performs administrative duties in the program, and serves on campus committees.  The Interim Core Faculty member also participates actively in recruitment and retention of MFA students and helps administer the online component of the low-residency MFA in Creative Writing Program.  The Interim Core Faculty member will help design and plan the June 16-26, 2011 MFA Residency, which occurs after the Interim Core Faculty member’s period of employment. 
ESSENTIAL DUTIES AND RESPONSIBILITIES

TEACHING, ADVISING, MENTORING:  During the December 9-19, 2010 MFA Residency the Core Faculty member teaches at least one seminar, leads orientations, and conducts a creative writing workshop. S/he also observes and evaluates lectures by graduating MFA students.  During the Winter/Spring 2011 Project Period the Interim Core Faculty member mentors up to five creative nonfiction students.  The Interim Core Faculty member also provides general advisement to students throughout each academic term, including serving as on-campus mentor for a number of students doing their MFA Field Studies under the direct supervision of subject specialists in their home communities.

PROGRAM ADMINISTRATION:  The Interim Core Faculty member in the MFA in Creative Writing Program is responsible for specific assigned aspects of the administration of the program.  These administrative duties include:
1. Advising the Chair on faculty recruitment, training, and hiring.

2. Assisting in the administration and coordination of the Residencies and Project Period activities, including orientations, Residency calendar and schedule.

3. Participating in recruitment activities (including out-of-town travel) along with Admissions personnel, current students and faculty, and alumni.

4. Assisting in the admissions process, including review of applications.

5. Advising on the design and placement of advertising.

6. Assisting the Chair in curricular and academic planning.

7. Assisting the Chair in developing the program budget.

8. Assisting the Chair in retention of continuing students. 

9. Working harmoniously with MFA Program Coordinators and work study personnel assigned to the MFA Program office.

10. Serving as a member of the MFA Team (composed of MFA Core Faculty and Program Coordinators)

11. Participating in and administering the online component of the program, including the mentoring of MFA students.

12. Perform other duties as assigned by the Chair that are appropriate to the position.

UNIVERSITY RESPONSIBILITIES:  The Interim Core member in the MFA in Creative Writing Program is a member of various campus committees and may be called to substitute for the Chair of the MFA in Creative Writing Program in her/his absence.

QUALIFICATIONS:  The Interim Core Faculty member in the MFA in Creative Writing Program must hold an MFA in Creative Writing (recognized by The Association of Writers and Writing Programs as the terminal degree in the field) from a regionally accredited institution.  S/he must have a significant record of publication (including at least one book) and experience in the teaching of creative writing and literature.  It is essential that the Interim Core Faculty member be familiar with the low-residency creative writing format, as well as with online or distance education.  Experience teaching in low-residency, online, or distance education programs is desirable, but not required.  Also desirable is experience working with adult students and a diverse faculty and student body.  The ideal candidate will be detail-oriented and will enjoy the challenges and opportunities of collaborative program development and shared administrative duties.

HOURS OF EMPLOYMENT:  This is a 100% position.  A work schedule will be established to meet the demands of the program.  The individual is required to fully participate in a ten-day on-campus Residency in December 2010. 

Compensation and Benefits: Salary is dependent on placement on the Antioch Core Faculty Salary Schedule.  Benefits include medical and dental insurance, paid holidays, sick vacation leave, prescription drug card, life insurance, and pension plan.  Employees are eligible to apply for a tuition benefit after one year of employment.

PHYSICAL REQUIREMENTS:  Work is normally performed in a typical interior/office work environment.  No or very limited physical effort required with limited exposure to physical risk.
Antioch University LA reserves the right to change the duties of the job description at any time.
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