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Other administrators have certain duties and responsibilities incommon in addition to those job
descriptions, and for which they are accountable. These include:

a. Toplan, organize and administer efficiently;
b. To keep abreast of change relating to their functions;
c. To efficiently staff their units inaccordance with the current organizational structure;

d. Tofoster the development, retention, and morale of competent personnel, and to
maintain effective channels of communication among the staff;

e. To promote an integrated effort inthe administration of the College by cooperating and
coordinating with other administrators and staff;

f.  Toeffectively interpret the College and its programs to its various constituencies;

g. Toassist indevelopment of the budget and administer the budget as approved by the Board;
h. To serve on committees, as directed.

i. Toengage inappropriate professional developmental activities;

J. To perform other appropriate duties as assigned.

Administrators below the position of Vice President shall not represent to outside third parties that

his/her opinions are those of Morton College unless written authorization to do so is granted by the
President of the College or the Board Chair.
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