Department of Health and Human Services
Organizational Chart with Key Responsibilities

	

	Department Chair

Health and Human Services



	Health & Human Services: Dr. Suzanne Swift



	

	Primary Responsibilities 

· Oversee curriculum revision, class schedules, enrollment patterns, faculty loads, banked credit

· Coordinate strategic plans, assessment, and program review; lead recruitment and retention efforts

· Assist students with academic processes and advising

· Supervise office staff and department budget

· Mentor and evaluate faculty and staff

	Secondary Responsibilities 

· Other duties as assigned by CLAS dean

· Oversight of routine department functions

	

	

	

	

	

	

	

	

	

	



	Program secretaries
CDIS: Ms. Wendy Turner

Nursing: Ms. Elizabeth Acosta
Social Work: Ms. Kathleen Iremonger

	

	

	Primary Responsibilities

	

	· Organize and maintain budget information 

	· Oversee daily operations of the office

	· Supervision of student hires

	· Maintain and organize office files

	·  Prepare data for program reports

	

	Secondary Responsibilities

	· Reserving meeting rooms

	· Typing correspondence when required

	· Greet and provide information to visitors


	Program Directors
Nursing: Dr. Kristin Kulhmann
Social Work: Ms. Melissa Hardin
Emergency Management: Mr. Larry Nelson

Communicative Disorders, Undergraduate: Mr. Dwayne Wilkerson

	

	

	Primary Responsibilities 

	· Revision of curriculum, requirements for major/minor

	· Class schedules, monitor enrollments and faculty loads

	· Advising

	· Assist in strategic plans, assessment reports, accreditation

	· Assist in developing online classes

	· Oversight of budget

	Secondary Responsibilities 

	· Other duties as assigned by Chair

	· Serve on various committees 

	


	Work Study – Program Offices 

	

	

	Responsibilities 

	· Answer telephone

	· Take messages

	· File and type as requested

	· Provide secretarial support to program secretary 

	· Errands and other tasks as assigned

	




