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FACULTY OF HEALTH SCIENCES AND MEDICINE 
 

HEAD OF PROGRAM POSITION DESCRIPTION  
 
PURPOSE OF THE POSITION 
 
The Head of  Program (HOP) ro le wi th in the Facul ty of Health Sc iences and Medic ine at 
Bond Univers ity  is  respons ible for  academic , strategic and operat ional leadership in  the 
p lanning,  management ,  development, ongoing monitor ing and accreditat ion of the 
academic  programs wi th in their  disc ip l ine group under the di rec t ion of the Execut ive Dean 
and in col laborat ion wi th the re levant  Assoc iate Deans.   
 
The HOP plays a leading ro le in  promoting and represent ing the program wi thin and 
external  to  the Univers ity  for  developing and mainta in ing st rategic re lat ionships with  
external  stakeholders and community.  The HOP is  expected to prov ide leadership in  areas 
of  d isc ip l inary research and coordinate their  own act ive research program. 
 
REPORTING RELATIONSHIP 
 
The pos i t ion reports  to the Execut ive Dean of  the Facul ty of  Health Sc iences & Medic ine 
 
DUTIES AND RESPONSIBILITIES 
 

CURRICULUM 
LEADERSHIP 

•  Def ined as prov id ing for  the in tegr i ty  of  the curr icu lum 
across subjects  wi th in the disc ip l ine and includes 
respons ib i l i ty  for :   

o  Program learn ing outcomes (PLOs) which, for  
undergraduate programs inc lude address ing the 
Bond Univers ity  Graduate At tr ibutes , ensur ing the 
construct ive a l ignment  of  subjec t  learn ing 
outcomes (SLOs) , subjec t learn ing act iv i t ies and 
assessment,  and that ,  i f  re levant ,  SLOs al ign with 
PLOs and outcomes and s tandards required by 
re levant  accreditat ion organisat ions.  

o  Ensur ing indiv iduals  nominated as Subject  
Coordinators  are appropr iate for  the role,  are  
adequate ly  in formed of their  roles  and 
respons ib i l i t ies  and the contr ibut ion that  the  
subject  is  expected to make to the program 

o  Work ing with Program learn ing and teaching leads 
and Subject Coordinators to ensure:  

  Subject  learn ing outcomes (SLOs) are 
cons is tent wi th and col lec t ive ly  meet  the 
PLOs  

  Progress ion of learn ing across subjec ts in  
the program is ref lected in increas ing 
components  of  h igher  order  th ink ing that  is  
apparent in PLOs,  SLOs and assessment  
strategies  

  Assessment  strategies  across subjec ts and 
the program overal l  prov ide appropr iate and 
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equitable opportunit ies for  s tudents  to 
demonstrate their  accompl ishments  

  Ensur ing that the assessment calendar  
across a l l  subjec ts  wi th in a semester  
prov ides students wi th a reasonable 
work load across the semester   

o  Fac i l i tat ing regular d ia logue between subject  
coordinators and others wi th key ro les contr ibut ing 
to the academic  content  of the program   

o  Fac i l i tat ing regular  d ia logue between appropr iate  
academic  and adminis trat ive staf f  to  ensure strong 
academic  management of  the program 

o  Ensur ing s tudent feedback is  cons idered and 
responded to inc luding communicat ion back to the 
students  

o  Monitor ing/upgrading pol ic ies and procedures for  
ef fec t ive management of  the program 

o  Ensur ing the equipment and teaching-re lated 
resources are avai lab le for  qual i ty  learn ing and 
teaching and advocat ing for  enhanced resources  
when needed 
 

•  Ensur ing that  the program curr iculum is regular ly  
monitored and improved to mainta in consistency with 
professional  standards and changing ev idence. 

STUDENT AFFAIRS •  In  col laborat ion wi th the Assoc iate Dean, Student  Af fa irs  
and Serv ice Quali ty ,  ensur ing that the entry  
requirements  for  the program are appropr iate and 
current  

•  Monitor  student  recru i tment and enro lment  procedures, 
retent ion and s tudent  per formance (e.g.  grade 
d istr ibut ion)  to ensure program admission meets pol icy  
requirements  

•  Prov ide overs ite of the suppor t prov ided to and 
monitor ing of  progress of s tudents who are have 
d if f icu lt ies with academic performance and progress 

•  Ensur ing s tudent feedback is  considered and responded 
to inc luding communicat ion back to the students   

•  Implement  and moni tor  strategies  to ensure that  the 
program is del ivered cons is tent wi th Univers i ty  va lues 

 
QUALITY 
IMPROVEMENT  

•  Monitor ing course qual i ty  inc luding address ing the 
Program spec if ic  e lements of Bond Univers i ty  TLR2.06 
(Academic Program and Subject  Rev iew Pol icy) ,  and 
ident i fy ing/ implement ing and communicat ing correc t ive 
act ions 

•  Ensur ing that  staff  teaching with in the program meet 
expected s tandards of  qual i f icat ion and profess ional  
spec i f ic  regis trat ion  

•  Respons ib le for  the co-ordinat ion and fac i l i ta t ion of  al l  
qual i ty  in i t ia t ives, inc luding but not  l imi ted to 
accreditat ion.  

•  Lead and support  industry and consumer adv isory 
groups as appropr iate 

•  Ensure a pos it ive culture that  promotes a posit ive and 
safe workplace.  

 
ACCREDITATION  •  L ia is ing wi th Facul ty s taff  to ensure that accredi tat ion 

repor t ing obl igat ions are completed in a t imely manner 
including:  
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o  Develop and rev iew of  current  program to ensure 
i t  meets  re levant  Austra l ian and Internat ional  
accreditat ion s tandards ( i f  appl icable)  

o  Submiss ion of accredi tat ion repor ts and respond 
to requests for  changes by the accredit ing body 

o  Maintenance of s tudent records 
o  Monitor ing/repor t ing on s tudent and graduate 

feedback and complaints  about the program 
 

MARKETING & 
PROMOTION 

•  L ia ison wi th appropr iate staf f  both with in the Faculty  and 
external ly ,  inc luding Future Students,  Alumni and 
Development,  HSM Assoc iate Dean, External  
Engagement,  Facul ty Business Direc tor,  External 
Engagement and Market ing Manager  for  effect ive 
promot ion of  the program both domest ica l ly  and 
internat ional ly  

•  Represent the program at  events  and celebrat ions (eg 
graduat ions, awards evenings,  Open Days)  

•  Support  market ing to achieve up to date and correct  
informat ion for  co l la tera l mater ia ls  

•  Meet wi th potent ia l  s tudents,  parents and potent ia l  
par tners  to promote the Univers ity  programs 

RESEARCH •  Prov ide leadership in  areas of d isc ip l inary research and 
fac i l i tate research mentor ing of d isc ip l ine staf f  

•  Monitor  research output  of d isc ip l ine group 
•  Mainta in their  own act ive research program 
•  Develop a program spec if ic  research strategy that is  

contr ibutes to the broader  Facul ty and Univers ity  
Research Strategy 

 
FINANCE •  Take respons ib i l i ty  for  budget  preparat ion and 

accountabi l i ty  in re lat ion to the program in conjunct ion 
wi th the Execut ive Dean and Faculty  Bus iness Director  

•  Approv ing operat ional budget of subject  coordinators  in  
re lat ion to sess ional s taff  needs 
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ADMINISTRATION & 
RESOURCE 
MANAGEMENT 

•  Prov ide adv ice to the Execut ive Dean and Facul ty 
Business Direc tor on phys ical ,  IT and staf f  resources 
required for  successfu l del ivery  of the Program 

•  Development/maintenance of processes ensur ing 
adequate delegat ion of respons ib i l i t ies in the absence of  
the HOP being able to fu l f i l  dut ies  

•  Prov id ing adv ice to the re levant  Assoc iate Dean or  
Execut ive Dean on profess ional development  needs of 
staff  contr ibut ing to the program 

•  Develop a work force p lan that  is  respons ive to the 
changing needs of the Univers i ty  

•  Respons ib le for  PDR of subordinate staf f  
•  Respons ib le for  WPHS in program area 
•  Ensure that a l l  s taff  meet compl iance requirements 
•  Contr ibute to recrui tment and exi t  processes 
•  Manage internal s taff  issues, escalat ing those of  

concern to the appropr iate author i ty ,  respect ing relevant  
pol icy  and legis lat ive requirements .  
 

UNDERSTANDING OF 
QUALITY ASSURANCE 
 

• Staff should demonstrate an understanding of the principles of quality 
assurance and continuous improvement as they apply at Bond 
University   

 
• Staff are expected to demonstrate an ongoing commitment to the 

Bond University Strategic Plan, university policy and to our quality 
assurance processes 

UNDERSTANDING OF 
CULTURAL SENSITIVITY 
 

• Staff will come into contact with staff and students from a variety of 
cultural backgrounds. It is expected that mutual respect, cultural 
awareness and cultural sensitivity will form the basis of the 
professional working relationship.   

 
• Staff are encouraged to attend a cultural sensitivity workshop to 

further enhance and develop cultural awareness and cultural 
sensitivity skills  

UNDERSTANDING OF 
WHS 
RESPONSIBILITIES 
 

• Maintain a safe workplace and follow safety directions and internal 
controls.  Alert your Manager of WHS risks and be vigilant in 
observing safe practices.  Understand WHS requirements in your 
work area 

 

It is not the intent of this position description to limit the scope of this position in any way but to give an 
overview of this role at Bond University.  You may at times be required to work at other tasks and areas as 
directed by the Head of News & Public Relations, the Vice President Engagement or nominated Deputy. 
 


