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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  DIRECTOR FOR INSTITUTIONAL EFFECTIVENESS AND RESEARCH
1.00
GENERAL STATEMENT

1.01
POSITION SCOPE

a. The Director for Institutional Effectiveness and Research is responsible for duties as they relate to the collection, interpretation, and use of institutional data for planning, program review, assessment and effectiveness, accountability, accreditation, and decision-making.  The Director facilitates access to information maintained in the student information system (SIS), the learning management system (LMS), and other databases, to support college operations and monitor key institutional indictors, while ensuring the integrity of information released in reports and while providing research, reporting, and data analysis needed to achieve college goals and objectives. 

b. The Director for Institutional Effectiveness and Research works as a member of the wider college administrative team.
c. The Director for Institutional Effectiveness and Research participates in the formation of general college policies as a member of Standing Institutional Committees or through appointment to a task force or consultant group by the President.

2.00
SPECIFIC STATEMENTS

2.01
Position Functions and Category

a. Reporting Relationship:  President
b. Function/Category of Position:  Management/Supervisory
c. Length of Contract:  12 month
d. Salary Category:  VI
2.02
Supervision
a. Supervision Received:  
-The Director for Institutional Effectiveness and Research reports directly to the President.

b. Supervision Exercised:  
-The Director for Institutional Effectiveness and Research may supervise staff and work-study students.

2.03
Key Areas of Responsibility

1. Provide leadership in Institutional Effectiveness (Research, Evaluation and Planning, Accreditation, Strategy, Assessment).  Collaborate with the Vice President for Academic Affairs (VPAA) to ensure creative and innovative leadership for the creation of a culture in which continuous quality improvement and planning activities are integrated, understood, and practiced in ways consistent with the College mission, values, and vision.  Promotes institutional capacity for effective and meaningful outcomes assessment efforts and promotes common understanding and value in the use of assessment and continuous improvement.
2. Lead development, implementation, and ongoing monitoring of a system of integrated planning, assessment, and evaluation across the institution, including research and analysis, environmental scanning, peer comparisons, monitoring of key trends, KPIs, and reporting on progress of strategic initiatives to institutional constituencies.  Assure relevant, high-quality data collection and analysis, research, and evaluation including projections, program feasibility, ROI, and predictive analytics.  Collaborate with the VVPAA in policy analysis that addresses institutional and academic issues, performance, and health.   
3. Establish, administer, perform and coordinate the College’s institutional research activities including collecting, analyzing, interpreting, and reporting information on the College for use in decision-making.
4. Work closely with college areas and functions in research and statistical analysis needed for effective curricula and instruction, services, finance and operations, human resources and payroll, and facilities.

5. Provide development and continuous improvement of the process for college planning, program review, evaluation, accreditation, research, institutional effectiveness, student learning outcomes assessment, and LMS activities.  

6. Prepare federal, state, and college data and accountability reports according to documented requirements, ensuring accuracy and timeliness.
7. Serve as a liaison from the College to authorities at the federal, state, and local levels for surveys, research and data reporting.

8. Represent the College at federal, state, and local meetings and conferences, such as the Higher Learning Commission, Kansas Board of Regents Data Conference, and others related to institutional effectiveness and research.
9. Develop and implement processes for collecting, linking, and analyzing data from a variety of sources including internal systems, federal and state agencies, other higher education institutions, and employers.

10. Work with all areas of the College responsible for data input to improve processes for collecting and inputting accurate data into the systems.

11. Monitor the overall integrity of institutional data, complying with federal and state requirements and taking steps to correct data discrepancies when noted.

12. Provide support for the development, implementation, and evaluation of the College’s strategic plan and planning processes.

13. Provide performance data for the College’s Program Review activities for instructional and non-instructional areas.

14. Provide support for the College’s student learning assessment and institutional effectiveness processes.

15. Assist in the preparation, submission, and follow-up of reports to the College’s regional accreditation agency Higher Learning Commission.
16. Develop, administer, and analyze reports on surveys that measure engagement, performance, and satisfaction for both students and employees.

17. Assist in the College’s efforts to secure, manage, and track grant performance.

18. Provide training and technical support for student information system (SIS) users.

19. Prepare, submit, and manage the Institutional Effectiveness and Research budget.
20. Research and recommend purchases of computer software, hardware and supplies, as they relate to institutional research and data reporting.

21. Regularly, and at the discretion of the College President and Vice Presidents, attend college council meetings and provide leadership in the areas of data research and reporting.

22. Perform all other duties as assigned.

MINIMUM QUALIFICATIONS:

· Bachelor's degree from an accredited college or university.  Masters preferred or in progress.
· Three years in higher education with specific experience in collaboration with faculty.

· Demonstrated experience managing and leading academic assessment, program review, accreditation activities at the institutional, departmental, and/or program levels.

· Experience with standards of regional and specialized accreditors, particularly with Higher Learning Commission.

· Demonstrated effective experience with project planning, project management, prioritizing assignments, meeting deadlines, and working in project groups.

· Experience with creating and administering national and institutional surveys. 

· Independent judgment and strong management skills with the ability to analyze where the institution needs to strengthen processes and procedures and build consensus.

· Demonstrated experience using quantitative and qualitative research methodologies and experience utilizing data and research to identify and make recommendations on institutional issues and college teaching experience preferred.

· Excellent interpersonal, written, and oral communication skills with the ability to shape complex information into presentations that are understandable to diverse audiences.

· Knowledge, understanding of, and ability to negotiate organizational dynamics and processes in higher education institutions.

· Proficient in the use of Microsoft Office (Word, Excel, PowerPoint), Power BI (or other analytic tools), assessment, program review, accreditation software, and Learning Management System (LMS).

· Demonstrated experience in implementation and managing assessment and program review software such as Watermark, eLumen, Nuventive etc.
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Allen Community College is committed to a policy of nondiscrimination on the basis of race, sex, color, national origin, religion, age, and disability in admissions, educational programs or activities, and employment; all as required by applicable laws and regulations under the Title VI Civil Rights Act of 1964, the Title IX Regulations of 1972, Section 504 of the Social Rehabilitation Act of 1973, and the Americans with Disability Act of 1990. Responsibility for coordination of compliance and receipt of inquiries has been delegated to the Vice President for Student Affairs, Allen Community College, 1801 North Cottonwood Street, Iola, Kansas 66749, 620-365-5116, vpsa@allencc.edu.  









