Assistant Vice President (Institutional Effectiveness and Assessment)

DISTINGUISHING FEATURES OF THE CLASS: Under the general supervision of the Vice
President (Strategic Operations), an incumbent of this class is responsible for overseeing the
Office of Institutional Research, Planning, and Effectiveness. Provides leadership and direction
in strategic planning, compliance, institutional assessment, and institutional research. This role
serves as the College’s Accreditation Liaison Officer with the Middle States Commission on
Higher Education (MSCHE). An incumbent of this class may also represent the College in
meetings with other County officials; auditors and representatives of federal and state agencies.
Works closely with individual faculty and groups of faculty to develop more effective instructional
methods; coordinating the integration of instructional activities with the MSCHE standards and
requirements. Supervision is exercised over administrative and subordinate personnel support
staff. Does related work as required.

EXAMPLES OF WORK: (lllustrative Only)

Serves as the Accreditation Liaison Officer between WCC and the Middle States Commission on
Higher Education to ensure compliance with accreditation standards and requirements;

Coordinates and oversees all accreditation activities, including self-studies, interim reports, and
site visits, while ensuring the College meets all MSCHE standards and requirements;

Prepares and submits the required documentation to the MSCHE in a timely manner;

Directs the institution’s strategic planning efforts by overseeing the WCC Allied Strategic Planning
Engagement Network team, who are responsible for implementing and monitoring progress on
the Strategic Plan's goals and objectives;

Facilitates the development and implementation of plans to address recommendations from
accreditation reviews, maintain up-to-date knowledge of accreditation standards, and provides
training and support to faculty and staff on the accreditation process and mandated requirements;

Develops and implements assessment plans for non-academic divisions and departments,
oversees institutional assessments at WCC, and works closely with departments to align
institutional goals are compliance with accreditation standards and requirements;

Directs operations related to the research, analysis, interpretation, and reporting of data used to
assess institutional effectiveness and student success and prepare recommendations;.

Communicates assessment results and insights to stakeholders, uses findings to drive
improvements and support action plans, and fosters a culture of continuous improvement and
data-informed decision-making across the institution;

Oversees the development and maintenance of data elements to monitor key performance
indicators (KPIs), regularly present progress reports that highlights achievements and identify
areas requiring further attention;

Researches opportunities where various strategies can drive significant outcomes, helping to
shape data and information into strategic priorities and change needs;
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EXAMPLES OF WORK: (lllustrative Only) (Cont'd.)

Oversees the application of advanced institutional research methodologies and systems for data
creation and management, ensuring consistency in both data and research process;

Conducts annual evaluations, prepares goals for higher achievements of work as needed, and
align these goals with professional objectives to drive organizational success;

Organizes, manages, and participates in the annual planning and budgeting process for the
Institutional Effectives and Assessment;

Provides expert guidance on compliance with federal and state regulations, offering specialized
support and recommendations to the College’s various institutional units, and oversees
compliance-related matters;

Uses computer applications or other automated systems such as spreadsheets, word processing,
email, calendar and database software in performing work assignments;

Perform other related duties as assigned by the Vice President;

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough
knowledge of principles, practices and policies of education; thorough knowledge of public
administration; good knowledge in project management and familiarity with accreditation
processes; strong proficiency in interpreting complex data and deriving actionable insights; good
knowledge of public relations techniques and practices; good knowledge of the goals, mission
and programs of the Westchester Community College; an understanding and commitment to
diversity, equity, and inclusion; ability to plan, coordinate and supervise the work of subordinate
staff, as well as volunteers; ability to communicate, both verbally and in writing; ability to
evaluate programs and make recommendations for improvement; ability to effectively use
computer applications such as word processing, spreadsheets, calendar, email and database
software; tact; good personal appearance; physical condition commensurate with the demands
of the position.

MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: A Master’s degree in Education
Administration or a closely related field and seven years of experience in the planning and
development of training programs, personnel administration, or human development including
three years in an administrative/supervisory position.
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*SPECIAL NOTE: Education beyond the secondary level must be from an institution recognized
or accredited by the Board of Regents of the New York State Education Department as a post-
secondary, degree-granting institution.

West. Co. Job Class Code: E1009
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