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Responsibilities	
a. Elect	one	representative	for	membership	on	the	GPC,	who	shall	attend	all	meetings	of

that	committee.
b. Elect	one	representative	from	each	of	the	four	Divisions	for	membership	on	the

university’s	Graduate	Student	Senate	
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b. Oversee	and	advance	the	PDC	PhD	program	towards	a	level	of	excellence,	and	to
support	its	PhD	students.

c. Oversee	and	advance	the	MSc	PDC	program	towards	a	level	of	excellence,	and	to
support	its	students	towards	consideration	of	the	PhD	program.

d. Advocate	for	PDC	programs	within	the	GCA,	and	at	the	Graduate	College	and	university
levels.

e. Attend	fall	and	spring	OU	Graduate	College	graduate	liaison	meetings.
f. Consult	with	the	Graduate	College	as	needed	on	matters	related	to	graduate	education.
g. Maintain	up-to-date	knowledge	about	graduate	education	policies	and	practices	at	OU

and	ensure	PDC	program	and	Graduate	College	policies	are	upheld.
h. Manage	the	time-to-completion	milestones	for	all	PhD	students,	including	but	not

limited	to	identifying	and	confirming	committee	membership	and	its	chair	within	the
student’s	first	year	on	campus,	and	monitoring	progress	towards	and	scheduling	the
general	exam	and	dissertation	defense.

i. Prepare,	review,	and	sign	documents	related	to	PhD	students’	academic	progress,	which
may	include	but	not	limited	to	appeals,	petitions,	Advisory	Conference	Report	(ACR),
general	exams,	and	dissertation	defenses	and	other	degree	certification	processes.

j. Respond	to	prospective	student	inquiries	throughout	the	calendar	year	in	a	timely,
positive,	and	engaging	manner.

k. Meet	with	prospective	and	enrolled	students	as	necessary.
l. Attend	all	GPC	meetings.
m. Work	in	conjunction	with	PDC	committee	members	to:

i. Develop	and	maintain	policies	and	practices	that	promote	student	success,
ii. Develop	a	strategic	plan	for	PDC	programs,	including	recruitment	and	retention

strategies	for	the	respective	programs,	including	enrollment	goals,	strategies	for
recruitment	pipelines,	and	financial	support	concepts,

iii. Lead	the	implementation	of	the	programs’	recruitment	and	retention	plans,
iv. Support	students	who	encounter	academic	or	personal	difficulty,	and	help	them

identify	solutions	and	potentially	appropriate	resources,
v. Review	and	admit	PhD	student	based	on	program	procedures,
vi. Consider	funding	support	strategies	for	applicants	to	the	programs	when

reviewing	admissions	applications,	and
vii. Outline	conditions	of	acceptance	and	funding	support	where	appropriate	and

ensure	these	are	included	in	letters	of	acceptance.
n. Meet	with	prospective	and	current	MSc	and	PhD	programs	students	as	appropriate.
o. Provide	relevant	information	and/or	prepare	the	university’s	annual	Program

Assessment	Report.
p. Track	program	enrollments,	enrollment	trends	over	time,	and	enrollment	demographics

in	coordination	with	the	ADACA,	and	report	these	to	the	directors	and	GPC	as	needed.
q. Address	program	needs	throughout	the	calendar	year	as	appropriate.
r. Propose	and	coordinate	updates	about	the	PDC	programs	to	the	GCA	website	as	often	as

needed	to	ensure	posted	information	is	current,	accurate,	and	appealing	to	prospective
students.

s. Encourage	news	submissions	related	to	the	PDC	programs	and/or	its	students	and
faculty	for	inclusion	on	GCA	social	media	outlets.

t. Coordinate	with	the	GPC	to	identify	and	allocate	funding	support	for	graduate	students.
u. Create,	maintain,	and	secure	PDC	program	graduate	student	records/files	as

appropriate.
v. Review	practices	of	PDC	programs	of	similar	disciplines	and	approach	and	consider

these	in	relation	to	the	best	practices	for	and	success	of	the	GCA’s	PDC	programs.
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