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Administrative Responsibility Chart 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Provost & Dean 
Chief Executive Officer 
employed for day-to-day 

programs execution, 
personnel performance, 

academic and operational 
results,  as well as long range 

direction of Seminary. 

 

VP for 
Advancement 

Responsible for ensuring 
legal and spiritual integrity 
in all aspects of Seminary 

promotion, operations 
fund-raising, endowment 
development, promotional 
materials, alumni relations, 

student recruiting. 

VP for Academic 
Affairs 

Chief Academic Officer 
employed to ensure the 

quality and development of 
degree programs and 
Teaching Sites, and 
oversight for student 

registration, records and 
financial support. 

VP for 
Operations 
Responsible for 

organizational systems, 
technology, facilities. 
strategic planning and 

TRACS & ATS 
accreditation to support 

seminary continual 
 

Director of Library Services 
Qualified librarian responsible for 

ensuring holdings are appropriate for 
degree programs,  on-line information is 
available, Teaching Sites are supported,  
and libraries are accessible and used by 

students. 

Director of 
Recruiting 

Responsible for 
programs that develops 
close relationships with 
schools and churches, 

and encourages 
prospective students 

and supporters to enroll 
in/partner with 

Shepherds Theological 
Seminary, while 

ensuring  that recruiting 
is done in compliance 

with STS policies. 
 

Teaching Sites 
Provide facilities, 
director, adjunct 

faculty to support 
MACM degree 

completion 
 

Directors of Degree 
Programs 

Faculty appointed to provide 
oversight of MA, MDiv, DMin, 
ThM degrees and Departments 
for Exegetical, Theology and 

Pastoral programs.   

Registrar 
Provides administrative 

services in admitting new 
students, scheduling classes, 

scheduling room assignments, 
keeping academic records, 
conducting registration for 

courses, and certifying 
graduation requirements. 

 

Facilities 
Management 

Provides oversight to 
ensure instructional 
facilities, equipment 
and security meet the 
needs of faculty and 

students  
 

Chief Financial 
Officer 

Responsible for budget 
development, records for 
all  financial transactions. 

external audits, regular 
reports to faculty and 
Board, and investment 

policy and practice.   

Bursar 
Responsible for day-to-day 
transactions and records for 

tuition, donations, all 
purchases, requests for bill 
payments, and accuracy of 

entries into Quickbooks 

Student Services 
Appointed Directors who oversee 

a range of service programs 
including entering orientation, 

housing and job placement, 
financial support, records and 

personal security, mentoring and 
counseling, chapels, spiritual 

development, student 
organizations, career counseling 

and placement, Israel Experience.  
 

 
Faculty  

Full-time and adjunct faculty 
who possess high academic 
qualifications and mature 

spiritual qualities, who 
provide a Christian role 

model, and who support the 
purpose, theological 

doctrine, and educational 
philosophy of Shepherds 

Director of Distance 
Learning 

Provides planning and 
management for the 

operational delivery of the 
seminary's credit courses 

and programs to on and off-
campus students. 

 
 

Bookkeeper & 
Auditors 

Responsible for day-to-
day accounting entries 
and check transactions 
Responsible for  annual 

external audit of 
financial operations.  


