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Whe are the Acmiimistrators?

Everyone else!

Whatt do Administrators do?

Everything else!

Overview of Administrative

« Positions

« Responsibilities

» Mission

« Qualifications and Eligibility

« Traditional and Nontraditional Paths into these
positions

« Practical lessons

Not a comprehensive list...

Administrative ranks

Officers of the corparation
* Prasidert or Chamcallor

® Frownst (somatmas called ‘Chancellor, or Frasident or Warden)

5513 it Provast 5 00 ny 5500aeS, 01 SUPeno 10 Wee presidents)
s or Vice Presidents (of Academic Atrs. Stodent Aflars, Finance. sic)
nicallon or ASSOCIM VicR Frasident
Chancellor of Assistant Vice Prasident
Academic administrators.
® Dwans jofen a0 Full Profssors)
® Assaciats Deans [shen siss Full Prafessars )
» Asgistant Deans
& Dirgctors of Administratve Dépadments
® Assocalerssistent Dineciors of Administrative Dépastments
® Chairs or Hases of Azacame: Depanmants

Maintenance and Supervision of the
Institution
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Wiy woule snyone dioese to
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Ignorance or Chemical Influence!

Hew do you develep these
sldlls and obtain these
positions?

Accidental Practice!

Traditional path...

Dean

Asst/Assoc.
Dean

Chair

Full Prof m Chancellor
Provost

Assoc. Prof
Asst/Assoc

Provost
VCor VP

Asst/Assoc
VCor VP

Problem solving on a grand scale...

« Trained to do this... efficiency
expertise from an individual to
alog scale

The Growth Curve
3 Phases of Success

[ Prase3s |

Ro-think & kodidy

« Want to have broader impact
and face different challenges

- Enjoy the non-bench aspects
of science

<lom

Phase 1|
Discover

What will you definitely do as a
scientist?

« Grad school — courses, comps, dissertation, defense
(problem solving, effic1ency, optimization, evaluatlon)
Professional development workshops, organizations,
committee work

Grant writing

Personnel management — your group

Teaching — curriculum development

Program development & management — your research
Budget oversight - grants

Facilities management — lab space

Conflict negotiation

PEOPLE ENGAGEMENT!!!

Traditional path...

Dean

Asst/Assoc.
Dean

Chair m
Full Prof Chancellor
Provost
Assoc. Prof 0.

sst/Assoc
Provost

Asst/Assoc
VCor VP
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Non-Traditional path...

Dean
Asst/Assoc.
Dean
Chair
Full Prof Chancellor
Provost
Assoc. Prof "Asst/Assoc
" o ) o Provost

Asst. Prof X VCor VP

Asst/Assoc
VCor VP

v
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Dean

Non-Traditional path...
Asst/Assoc.

Dean
Chair
Full Prof Chancellor
Provost
Assoc. Prof "Asst/Assoc

Provost
VCor VP

Asst/Assoc
VCor VP

Job Description

The Associate Applying and sccuring a NIH PREP grant to supporta

School of Medicine's of Graduate post baccalaureate program at UNC-CH.

ation. The position will work in the

profes career development Unit. Identify opportunities for experiential learning for

Bur unit is responsible for the following graduate students so they can be competitive for carcers
als:

irector position is in the

of their choosing.

Maintain a website with career and professional
development resources for graduate students. The
website lists current seminars, raining events and social
activities of interest to graduate students,

Direct professional development, career awareness,
career development and social activities for biological
and biomedical graduate students. We take pride in
being leaders in innovative graduate training and
programming.

Provide academic coaching and mentorship for at risk
lents.

Direct NIH NIGMS Initiative for Maximizing Diversity
Training Grant. Create a training program of excellence
that produces highly competitive scholars.

Identify funding opportunities to support our
programming.

Oversee Minority reeruitment and retention inclusive of
tracking data required by NIH. Attend national
minority conferences and build

ng universities.

Support programming and evaluation for UNC's HHMI
Into Grad Program in Translational Medicine.

Develop relationships with internal and external
partners hat leverage resources, provde additonal
opportunities for our graduate students and prom
oot programming,

Qur unitis composed of a Director. a
c

nce Outreach Manager, an Assuclale
ector (TBD) and a businiss ser

Provide training support for BBSP first year graduate
students and first year groups (lab math, critical analysis
of scientific literature, time management;

Coordinate and document training in support of NTH
training grants (ethics, diversity, quantitative skills)

Develop and manage K-12 science outreach programs

that promote UNC' service mission an 1 | ore
raduate students experiences in curriculum meet their interests and skill set.

Gevelopment, speaking to diverse audiences about their

science and engaging in experiences to fulfill broader

impact statements, Notable programs include NC DNA

Day and hosting a teacher workshop for NCBC.

Only those with natural gifts for science are
admitted into research-targeting programs -
weren’t they going anyway? Where’s the
diversity of thought?

Job Description - what interested me!

Associate Director position is in the School Applying and securing a NIH PREP grant to

[ Graduate Education, The posiion \nll ok tne
Officeof Gradugte Education, The positon wil work| support a post baccalaureate program at
Tesponsible fo the fllowing goals:

Identify opportunities for experiential

+  Direct professional development, career aws avncss career
evlopment and socil st for biologicaland learning for graduate students so they can
Dromemeal praduste students. e 1ake prade i being leaders be competitive for careers of their choosing.

ininnovative graduate training and programming.
Direct NIH NIGMS Initiative for u The web
Diversity Training Grant. Create a (ra.n.n? Seminars, training events and social actvties of iferest to
program of excellence that produces highly graduate students.

competitive scholars. Provide academic coaching and mentorship
Oversee Minority recéuumen( and retention for at risk students.

inclusive of tracking data required by NiH. i

e I e e N Identify funding opportunities to support
build relationships with minority serving our programming.
universities.

Maintain a website with carcer and professional development

Suppart programming and evaluation or UNC's HHMI Med
portor Into Grad Program in Translational Medicine.
and frstyear groups (b math, Cr1EICAI ANAIYSIS Of
scientific literature,

Develop relationships with internal and
ime management) external partners that leverage resources,

provide additional opportunities for our
graduate students and promotes our
programming

Coordinate and document training in support of NIH training
Srants (ethics, diversy, quanttative Sk

Develop and manage K-12 science outreach our unit dofaDi Seience Outreach
programs that profote UNC'sse Qur unit i composed ofa Dirctor a Seience Oureach
mission and provide graduate Students coordinator. The exact responsibilities of the Associate
experiences in A development, Director will be tailored to meet their interests and skill set.
speaking to diverse audiences about thei
SEience and engaging in experiences to fulfill

roader impact statements, Notable programs
{nelude NC DNA Day and hostinga ik oo o
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‘What are my scientific peers going to think?

They already thought I was odd for not wanting to be at an R1,
Now what are they going to think of me leaving the bench all
together?

Sought input - from non-scientists
first.
« Perfect fit with my interests and skill sets
- I was offended — what were they saying about
my scientific abilities?
« What were my other involvements besides
science...

» Review CV

What am | going to think????

« I did not spend all this time in HERE to become

a paper-pusher.
» Will I still be a scientist?

» This isn’t the right path for me anyway!

and Development of non-bench skills

PROFESSIONAL DEVELOPMENT

Workshops and Training
Leadership and Mentoring

Mentoring Workshop for Current and Future Faculty. North Carolina Allance to Create 2008
Opportunity Through Education, NC Opt-Ed

Women: Role leria Shears Ashb 2008
ter Circle, UNC-CH.
iberal Arsand Acudemic Valuespresented by Donna iy, Ph.D. Center forTeaching 2007
carning,
lAadcrslanvmpmmm Office of Postdoctoral Services, UNC-CH 2006
Biocthics in Practice presented by Tristan Fiedler, Ph.D. UNC-CH 2006
y p. Office of . UNC-CH 2006
M Undergrad. 2005
Services, UNC-CH y
Carcer Management
skill Office of Postdactoral Affairs, UNC-CH 2008
fairs, UNC-CH 2008
mﬁ“ 0(% I cal, Ph.D. 2007
ing 101: Getting to the Next szelmxnm(.areervm!emed o R Goonan, 2007
Olﬁceoﬂ’nﬂdadnml Sérvices, UNC-C]
ol How oS n he Harvis. Office 2007
o pmanm.ax Services, INCGH
by 2007

B Hhaeoim Campoe Semr. CReecH

culy 2006
fmm c’mmmnm, GrinnellCollege, MacAlester Coleke, and Oberlin Colloge.
Plan that Works, Office 2005

i

Faculty Part 11l - Negotiting Faculy Positions. Offceof Pstdoctoral 2004
Preparing Future Faculty Part 1 ~ The Intervew Process. Office of Postdoctoral Servies, 2004
UNCCH
reparing Future Eacly ant |~ Lunching Yous Job Sesrhs Creting Yous Appliaton 2004
Package. Officeof Postdoctoral Services, UNC-C1

My CV documents interest in service

and administrative roles...

- PROFESSIONAL SERVICE

Panelist, TIBBS “Teaching Your First Course to Science Undergraduates”, UNC-CH
Steering Committee Member, Sister Circle, UNC-CH

Mentor, American Society for Microbiology Science Edmauon Ne\work
Postdoctoral Representative, SPIRE Academic Policy Com

Revlew Panelist, National Science Foundation Graduate Keseanch Fellowship

_n‘fxuc‘l{emor'\w‘x National HBCU Faculty Development Network Symposium,
uskey

Committee Member, SPIRE " T d
Food Committees, UNC-CH

Committee Member, Senior Research Symposium Planning Committee, Winston
Salem State University

. Cotcoondinator, General ourse, lem State University
Committee Member, Undergraduate ‘Research Symposmm Planning Commitee,
‘Winston-Salem State Uni

Panelist, PMABS “A Real Pexspectwe on Graduate School in the Sciences”, UNC-CH
Review Panelist, National Science Foundation Graduate Research Fellowship
Program

Advisory Board Member, Postdoctoral Association, UNC-CH

Mentor, American Society for Microbiology Minority Mentoring Program
Committee Member, SPIRE: Distinguished Scholar Symposium Rooms and
Undergraduate Committees,

Reviewer, American Society for Mmrobwlogy MicrobeLibrary Atlas Collection,
Blood Agar Plates and Hemolysi

Committee Member, SPIRE stungmshed Scholar Symposium Undergraduate
Committee, UNC-CH

2008
2008 - present
2008 - present
200

2008

2007

2007

2007

2006 - 2007
2006

2006

2006

2005 - present
2005 - present
2005 - 2006
2004 - 2005

2004 - 2005

Grantsmanship
Gramt Writing Process Workshop presented by Gigi Taylor. The Witing Center,

ldenufymg Funding Sources or Postdoctoral Scholars. Office of Information and
Communications, GrantSource Library, UNC-

Finding Funding Sourcesfo Rescarch n the Ph)smal and ki Siences. Offce of
Information and Communications, GrantSource Library, U

Grants 101: Professional Grant Proposal Writing presented by athilda Harris, Ph.D.
Institute for Communication Improvement, The Grant Institute,

Effectivel

Effe

UNC-CH

Flash Multimedia Workshop. Institute for Science Learning, UNC-CH

Blackboard for Beginners. Center for Instructional Technology, UNC-CH
e

Teaching Workshops presented by Kd Neal, PhD. Cente for Teaching and
, UNC-C]

Rescareh on Teaching and Learning inthe Sciencespresented by Richard Felder, Ph.D.
and Rebecea Brent, 4D, UNC-C
Excellence in Teachi ? Seminar: Meas\mn Lenrl\ers Success. Office of Educational

Development - School of Medicine, UNC-

Education and Pedagogical Conferences
UNC Teaching and Learning with Technology Conference. Raleigh, NC

14" National HBCU Faculty Development Network Symposium. Tuskegee, AL

NSF Chautauqua Short Course on “Increasing Student Interest i in thc Sciences by
Introducing Forensic Science into the College Classroom. Jackson, MS

North Carolina Campus Compact 8* Annual Service Learning Conl'erem,e Elon, NC
Energizing and Elevating Historically Black Colleges and Universities. Tougaloo, MS

Atlanta, G

Writing from the Reader's Perspective presented by George Gopen, J.D., Ph.D. UNC-CH

College Teaching presented by Richard Felder, Ph.D. and Rebecca Brent, Ed.D.

12 Amnul Amrican Socicy for Mierobilogy Conference or Undergraduate Educators

more professional development

2008
2008

2007

2006
2005
2005
2005
2004

2004




After reviewing my CV...

« ...maybe they’re right

« Science Admin had always been an interest since
I decided to obtain my PhD

« Job market was limited, and I was land-locked
+ not optimistic about 2" postdoc
« Would I ever be able to try this out again?

» Caution: walking through this door (admin)
could permanently close the research door!

My Cover Letter

+ Thave demonstrated success in many of the competencies you seek for this
position. For over 15 years, my participation in organizations and federal
Erograms geared toward increasing diversity in the biomedical sciences has

elped me to successfully recognize, navigate, and overcome the challenges
faced as a developing minority scientist and to help others do the same. During
my graduate and postdoctoral training, I have received significant preparation
in undergraduate teaching, mentoring, professional and career development,
and the identification of funding sources for bioloﬁcal/physical sciences and
science education. Through formal programs of the American Society for
Microbiology and other informal partnershi}ﬂs, I mentor undergraduate and
graduate students and provide guidance in the areas of time management,
career awareness and planning, scientific literature analysis, and navigating
higher education. Ongoing collaborations with individuals and orgamzations
(SPIRE, ASM, UNC PDA, Sister Circle, Carolina Women'’s Center) enable me to
help develop, organize, and implement professional/career enhancement and
social events for undergraduate and graduate students, postdocs, and women. I
also serve as a reviewer for NSF graduate fellowship applications, have authored
scientific manuscripts and fellowship proposals, and have been a significant
contributor to federal grant submissions. In addition, my experience as an
undergraduate science instructor and training as a bench scientist provide
distinct insights into student preparation for graduate school and the skills
required for success in science and research.

My Cover Letter

+ Thave demonstrated success in many of the competencies you seek for this
position. For over 15 years, my participation in organizations and federal
Erograms geared toward increasing diversity in the biomedical sciences has

elped me to successfully recognize, navigate, and overcome the challenges
faced as a developing minorit}/ scientist and to help others do the same. During
my graduate and postdoctoral training, I have received significant preparation
in undergraduate teaching, mentoring, professional and career development,
and the identification of funding sources for biological/physical sciences and
science education. Through formal programs of t]%e American Society for
Microbiology and other informal partnerships, I mentor undergraduate and
graduate students and provide guidance in the areas of time management,
career awareness and planning, scientific literature analysis, and navigating
higher education. Ongoing collaborations with individuals and organizations
(SPIRE, ASM, UNC PDA, Sister Circle, Carolina Women'’s Center) enable me to
help develop, organize, and implement professional/career enhancement and
social events for undergraduate and graduate students, postdocs, and women. I
also serve as a reviewer for NSF graduate fellowship applications, have authored
scientific manuscripts and fellowship proposals, and have been a significant
contributor to federal grant submissions. In addition, my experience as an
undergraduate science instructor and training as a bench scientist provide
distinct insights into student preparation for graduate school and the skills
required for success in science and research.
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‘The Associate Director position is in the School of Medicine's
Office of Graduate Education. The position will work in the
professional and career development unit. Our unit is
Tesponsible for the following goals:

Direct professional development, career awareness, career
dlevelopment and socia ativite for biologieal an

biomedical graduate students. We take pride in being leaders
ininnovative graduate training and programming.

Direct NIH NIGMS Initiative for Maximizing|
Diversity Training Grant. Create a training
program of excellence that produces highly
competitive scholars.

Oversee Minority recruitment and retention
inclusive of tracking data required by NIH
Attend national minority conferences and
build relationships with minority serving
universities.

and first year groups (lab math, critical analysis of
scientific literature, time management)

Coordinate and document trainingin support of NIH traning
grants (ethics, diversity, quantitative skills)

Develop and manage K-12 science outreach
rograms that promote UNC's service
mission and provide graduate students
experiences in curriculum development,
speaking to diverse audiences about their
science and engaging in experiences to fulfill
broader impact statements. Notable programs
ipclude NC DNA Day and hosting a eiher workshop for

My cover letter highlights experience &
ansferrable skills from Job Description

Applying and securing a NIH PREP grant to
support a post baccalaureate program at

Identify opportunities for experiential
learning for graduate students so they can
be competitive for careers of their choosing.

Maintain a website with carcer and professional development
resources for graduate students. The website lists current

inars, training events and social activities of interest to
graduate tudents.

g

rovide academic coaching and mentorship
for at risk students.

Identify funding opportunities to support
our programming.

Suppart programming and evaluation or UNC's HHMI Med
Into Grad Program in Translational Medicine.

Develop relationships with internal and
external partners that leverage resources,
provide additional opportunities for our
graduate students and promotes our
programming.

‘Our unit is composed of a Director, a Science Outreach
Manager, an Associate Director ind a business services
o e exact responsibilities of the Associate
Director will be tailored to meet their interests and skill set.

‘The Associate Director position s in the School of Medicine's
Off aduate Education. The position will work in the
professional and carcer development unit. Our unit is
responsible for the following goals:

Direct professional development, career awareness, career
development and social activities for biological an
biomedical graduate students. We take pride in being leaders

Job Description

Applying and securing a NIH PREP grant to
supgorl a post baccalaureate program at
UNC-CH

Identify opportunities for experiential
learning for graduate students so they can
be competitive for careers of their choosing.

Direct NIH NIGMS Initiative for g

Maintain a website with carcer and professional development

Diversity Training Grant. Create alran_'\ln?
program of excellence that produces highly
competitive scholars.

Oversee Minority recruitment and retention
inclusive of tracking data required by NIH.
Attend national minority conferences and
build relationships with minority serving
universities.

Seminars, training events and social activities of interest to
graduate students.

Provide academic coaching and mentorship
for at risk students.

Identify funding opportunities to support
our programming.

Support programming and evaluation for UNC's HHMI Med
Into Grad Program in Translational Medicin

y
and first year groups (lab math, critical analysis of
scientific literature, time management)

Coondinate and document traning i support of NIH training
grants (ethics, diversity, quantitative skills)

Develop and manage K-12 science outreach
programs that promote UNC's service
mission and provide graduate students
experiences in curriculum development,
speaking to diverse audiences about their
science and engaging in experiences to fulfill
broader impact statements. Notable programs

'NCBC.

Develop relationships with internal and
external partners that leverage resources,
provide additional opportunities for our
graduate students and promotes our
programming.

‘Our unit is composed of a Director. a Science Outreach
Manager, an Associate Director (TBD) and a business services
coordinator. The exact responsibilities of the Associate
Director will be tailored to meet their interests and skill set.

Y = Highlight Prefessienal

Development workshaps - &lll ef

e

Why?




My job - year 1 (Don’t drown!)

« Recruitment — conferences, personal contact with all,
tracking, admissions committee reviewer, outreach

« Retention of >70 URM students in biomedical programs
at UNC — IDP, mentoring, critical analysis of scientific
literature, academic coaching

- Career enhancement — develop programs to make them
more competitive for their chose career

 Program evaluation

« Develop Collaborations within and outside university

« Service — professional organizations, fellowship review

My job - year 2 (The fun begins!)

» Educational RESEARCH grant...

» What are my Questions?

» Hypotheses?

» What experiments can I design? ©

Lessons

 Always keep all of your options open (I began to
consider a R1 position during my postdoc)

+ Know your passions, talents, and objectives —
remind yourself regularly

« Always conduct informational interviews...
> What do you do?
= What'’s your day like?
o Likes and dislikes about your job?
= Always, always, always talk to people who do what

you THINK you want to do...

My biggest challenges

» Prioritizing
= Professional vs Programmatic
= No longer synchronous
» Learning to say no — especially to my boss
o It’s ok if I can’t do it... T just need to let others
know so the job can be assigned elsewhere
» Asking questions
= ASSUMPTIONS will destroy the world... and me!
= No one remembers what’s on your plate, not even
you! So, tell them when it’s full and they will
actually leave you alone... for a little while!

Overall...

» I wouldn’t change my path or my choices

» I'm excited about not being driven by task-
completion everyday now that I understand my
responsibilities —
= Design research program
= Publish
= Define and develop the skills I need for my next

career move...

- This is a terminal position - but there are

lateral moves within the institution

- %“B s,s

Questions?y

ashalla@unc.edu




