
School of Agriculture, Fisheries and Human Sciences (SAFHS) 

Position Description 

Extension Administrator (Assistant Dean for Extension/ Outreach) 
 

 
The Extension Administrator reports directly to the Dean/Director of the School of Agriculture , 

Fisheries and Human Sciences.  The Extension Administrator supports the Dean/ Director in the 

administration, management and operation of Cooperative Extension work (specifically in the areas 

of planning, implementation and evaluation of Extension programs.) 

 

 
Major Duties and Responsibilities 

1. Establishes and maintains effective working relationships with federal, state and 

university officials, partner organizations, government agencies/ offices and the general 

public. 

2. Develops rapport with the general public, commodity organizations and other groups 

related to the program areas served. 

3. Possesses physical and mental ability to effectively perform duties and responsibilities 

related to the job, including long and irregular hours of work and frequent travel. 

4. Develops and manages innovative programs in Extension, outreach and related activities. 

5. Speaks and writes clearly to convey ideas effectively to faculty, staff and the general 

public. 

6. Possesses knowledge of the social, economic, political and cultural factors affecting 

Extension work. 

7. Assists Extension staff in planning and developing program and impact reports. 

8. Supports program staff in seeking and obtaining external funding to support program 

initiatives. 

9. Prepares necessary/ required Extension/ outreach-related reports (including-but not 

limited to-UA System, State and federal levels). 

10. Serves as institutional contact with the Association of Extension Administrators in the 

absence of the Dean/ Director. 

11. Assists the Dean/ Director by providing direct program and budget oversight of 

Extension programs and outreach efforts. 

12. Performs other duties as assigned. 
 

 

Education and Experience Requirements: 
 

1. Must possess an earned doctorate with at least one graduate degree in an AFHS area. 

2. Must have the academic credentials to teach in one of the degree areas of the School. 

3. Must have credentials to be appointed at the rank of Full Professor. 



 

4. Must have a minimum of ten years of higher education experience, including prior 

Extension administrative responsibilities. 
 

SALARY: Commensurate with training and experience. 
 

FRINGE BENEFITS: Group health, life and disability insurance; retirement; social security; 

workers' compensation; paid holidays; vacation and sick leave; tuition discount for employee, 

spouse and dependent children. 

APPLICATION PROCEDURE: Send a complete application that consists of the following: 

Letter of application , current CV or resume; official transcripts and at least three professional 

references to: 

University of Arkansas at Pine Bluff 

Human Resources Department 

1200 North University Drive Mail Slot 4942 

Pine Bluff, AR 71601 

Phone: (870) 575-8400 

E-Mail:  uapbjobs@uapb.edu 
 

 
FILING DEADLINE: Open until filled. 

 
“UAPB is an Equal Opportunity/Affirmative Action Employer and participates in E-verify.” 
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