
ASSISTANT DEAN - (COMMUNITY SERVICES AND CORPORATE EDUCATION) 
  
  
DISTINGUISHING FEATURES OF THE CLASS: Under the general direction of the 
Associate Dean of the Office of Diversity, Equity & Inclusion, the incumbent administers and 
monitors the implementation of best practices of diversity, equity, inclusion, and belonging 
(DEIB). Work closely with the Associate Dean to create and encourage welcoming and 
inclusive environments by organizing campus-wide DEIB training, Affirmative Action 
training, multicultural appreciation events and advocacy for faculty, staff, student, and 
alumni affinity groups. Additionally, as the Assistant Title IX Coordinator, responsibilities 
include facilitating campus-wide efforts, conducting advocacy and education, overseeing 
training, collaborating with designated investigators ensuring compliance with regulations. 
Administer the implementing policies and procedures related to Title IX compliance and 
supporting DEI initiatives, Incumbents exercise considerable latitude and authority in 
independent decision-making and in representing the department. Supervision may be 
exercised over academic, program, and support staff. Does related work as required 
 
 
EXAMPLES OF WORK:  (Illustrative Only)   
 
In collaboration with the Chief Diversity Officer, oversees and administers the 
implementation of compliance measures Title IX, VAWA, Campus SaVE Act, New York 
State Education Law 129-B, and other related federal and state laws across the College’s 
campus and extension sites; 
 
Plans and coordinates duties that are complex, technical and confidential in nature related 
to Title IX and adheres to College policies regarding sensitive information; 
 
Check daily Title IX-related reports/complaints, conduct preliminary reviews of all 
reports/complaints, review current open Title IX cases to ensure investigation compliance, 
and counsel and field questions from students and employees about possible Title IX-
related issues; 
 
Supporting the Chief Diversity Officer in the management of the Title IX Compliance 
Program, including monitoring and maintaining data related to the status and outcome of 
complaints and investigations, and assisting in the preparation of periodic and annual 
compliance reports and audit responses.; 
 
Exercise considerable judgment and initiative in planning, organizing, and completing 
assignments and collaborate with appropriate unit heads to coordinate compliance efforts 
effectively; 
 
Collaborate with the Chief Diversity Officer (CDO), academic and professional offices, 
including but not limited to Human Resources, Student Life and others, provide leadership 
and training to the campus community regarding Title IX, Affirmative Action, cultural 
competency, antiracism, and equity, inclusion, and belonging; 
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EXAMPLES OF WORK:  (Illustrative Only)  (Cont’d.) 
 
 
Consult with department heads and program directors regarding the implementation of 
Affirmative Action and Compliance best practices, focusing on enhancing diversity in the 
recruitment processes of SUNY Westchester Community College; 
  
 
Facilitate appropriate resolutions to reported incidents; identify and coordinate actions, such 
as referrals, training, or counseling, for any recurring trends or patterns observed; 
 
 
Represent the Office of Diversity, Equity & Inclusion on campus committees, councils, and 
boards, and lead a variety of current and future DEI initiatives; 
 
Develop materials to promote DEIB goals and successes and strengthen a sense of 
community, belonging, and mattering for all students, faculty, and staff; 
 
 
Develop, inform, and educate the campus community about Title IX, including new student 
orientation, student leader training, employee training, and special presentations as 
requested, to ensure federal compliance; 
 
 
Monitor and maintain the Office of Diversity, Equity & Inclusion webpage with resources 
and a calendar of events; 
 
Regularly update social media accounts with relevant content to promote diversity, equity, 
and inclusion initiatives; 
 
 
Assumes duties and responsibilities of the Associate Dean of the Office of Diversity, Equity 
& Inclusion in their absence; 
 
 
Participates in a variety of community, advisory and academic activities in conferences, 
seminars and workshops to increase awareness of new educational trends and 
opportunities, innovative instructional methods and specialized equipment and public 
interests and needs; 
 
 
Uses automated systems and other computer applications such as spreadsheets, word 
processing, calendar, email and database software in performing work assignments; 
 
Performs other incidental tasks, as needed; 
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REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough knowledge 
of appropriate Federal, State and local laws, rules, regulations, policies, and procedures as 
related to the administration of education and training programs; thorough knowledge of the 
principles and techniques of supervision; thorough knowledge of the techniques of program 
development, implementation and evaluation; ability to work with sensitive and confidential 
information; ability  to establish and maintain effective relationships with students, 
professionals and the general public; ability to act promptly and calmly in emergencies; 
ability to plan, implement and integrate operating policies, regulations and procedures; 
ability to identify problems, formulate and implement solutions; ability to make effective 
decisions; ability to evaluate the performance of personnel; ability to establish and maintain 
effective professional relationships; leadership;  
sound professional judgment; integrity; initiative; tact; resourcefulness; physical condition 
commensurate with the demands of the position.   
 
MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: Bachelor’s Degree* in higher 
education administration, Political Science, Social Science, Social work, Organizational 
change, Counseling or Diversity, Equity, and/or inclusion studies and four years of 
experience in either (a) an investigator/administrator in Title IX, Title IX Consultant/Legal 
Representative or in EEO/AA and diversity areas in the field of education, educational 
administration and/or (b) engaged in research related to anti-racism, diversity, equity, and 
inclusion (DEIB)  initiatives in the field of education, educational administration and/or (c) a 
satisfactory combination of equivalent training and experience. 
 
SUBSTITUTION: A Master’s Degree* in one of the above mentioned fields or a JD/PhD 
may be substituted for 1 year of required experience. 
 
 
*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.  
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