Academic Division Pages
	Items on page
	Author will provide
	Web Services will provide

	Introduction to division
	Authors post to site
	

	Photograph
	Authors post to site
	

	List of programs/certificates
	
	Will display from database

	Main contact information
	
	Will coordinate with Divisions

	Division director info
	
	Will coordinate with Divisions

	Faculty list
	
	Will coordinate with Divisions

	Additional articles
	Authors post to site
	



Introduction to Division
Your division page introduction should get its message across in 200 words or less. In that short space, you’ll want to accomplish three tasks with your writing:
· Identify: Reassure visitors that they’re in the right place by stating your services quickly (Tip: Write down the top 5 reasons students come to the division director. Discuss those 5 things early in your writing, providing solutions where possible that could save you phone calls/office visits down the line. 
· Connect: Convey some of the high-priority objectives of your division, focusing on how the student will be engaged as a “member” of your area
· Extend Opportunity: Highlight any local/community partnerships that extend your division goals beyond the College and into the community. This will help students connect their academic and personal goals and will be good from a partnership perspective.
You should prepare this in Microsoft Word. You will upload this information during your Author training.
Photograph
You will have the opportunity to upload a division page photo. You will be taught how during your Content Author training. Eventually, we will be able to convert this single picture into a photo gallery or video for your area, but not yet!
List of programs/certificates
Web Services will provide a list of programs/certificates available on your division homepage.
Main contact information
[image: ]You must identify a main contact on your division page for all inquiries. You may use a department email and main office phone number if you choose. 



Division director info
You are responsible for completing your professional biography and uploading a photo. Feel free to be creative and show a little character! Go to http://www.nvcc.commnet.edu/NVCC-Intranet/Web-Resources/Edit-Your-Professional-Biography from any campus computer and click on your name to edit your bio. Web Services will then display your photo and a link to your profile from the division page.
Faculty list
A division-specific faculty list will be generated through the employee directory and linked to from your page. Until best practices can be determined for adding adjuncts, you will be expected to upload a pdf of your current adjuncts & their contact information once per semester.
[bookmark: _GoBack]Additional articles
[image: ]Consider adding additional information that is division-specific, such as job trends in your career fields, current articulation/transfer agreements, descriptions of service learning, etc. These articles will show up as a list in either left or right navigation on the page.
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Arts and Humanities
Pamela E Tolbert-Bynum
Room: K603
ptolbert-
bynum@nvec.commnet.edu
Phone: 203-575-8037
Fax: 203-596-8721
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