
UNIVERSITY OF SOUTHERN CALIFORNIA

Faculty Affairs Manager

Job Code: 139027

OT Eligible:

Comp Approval:

Manages the operations and administration of the academic life cycle for faculty. Develops and 
maintains faculty policies and procedures. Contributes to short- and long-term strategies for 
continuous improvement to faculty affairs.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

10/16/2020

______ Manages day-to-day faculty affairs activities (e.g., human resources-related 
functions). Hires, trains and supervises support staff. Counsels and disciplines 
employees, making firing and status change decisions as necessary.

______

______ Oversees the preparation and issuance of faculty contracts and any other official 
correspondence pertaining to faculty appointments, promotions, and sabbaticals 
(e.g., dossiers, endowed titles).

______

______ Ensures maintenance of accurate files and records for all relevant documentation. 
Develops contract, leave, policy and system guidelines. Recommends policy 
changes and provides advice on procedure amendments.

______

______ Serves as subject matter expert on faculty affairs policies, procedures, systems 
and technology (e.g., Workday). Develops and maintains currency with all relevant 
faculty-related data and communicates necessary information to others as 
appropriate. Designs and develops relevant training programs (e.g., contracts, 
salary review) and onboards new faculty affairs staff.

______

______ Promotes an environment that fosters inclusive relationships and creates unbiased 
opportunities for contributions through ideas, words, and actions that uphold 
principles of the USC Code of Ethics.

______

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 

each job function to position.

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.

EMERGENCY RESPONSE/RECOVERY:

Essential:

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those 
plans is required.  During or immediately following an emergency, the employee 
will be notified to assist in the emergency response efforts, and mobilize other 
staff members if needed.

No

Yes
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JOB QUALIFICATIONS:

SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

The above statements are intended to describe the general nature and level of work being 

performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer

Supervises:  Level:

Supervises employees and/or student workers.

Minimum Education:

Bachelor's degree

Minimum Experience:

7 years

Combined education/experience as substitute for minimum experience

Preferred Education:

Master's degree

Preferred Experience:

9 years

Minimum Field of Expertise:

Leadership experience supervising and providing guidance to employees in a faculty 
governance environment. Comprehensive understanding of and ability to clearly 
communicate all aspects of faculty affairs. Organized, resourceful, and detail-oriented. 
Excellent decision-making skills. Expert writing skills and interpersonal abilities.

Preferred Field of Expertise:

Familiarity with and passion for the academic culture of the university. Understanding of 
existing university systems. Proven success in a leadership position.


