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JOB DESCRIPTION

POSITION TITLE:



Director, Institutional Research & Planning
REPORTS TO:



Assistant Provost

PRIMARY FUNCTION: 
The Director of Institutional Research & Planning (IRP) oversees and coordinates all activities of the IRP office.  She oversees the work of the Research Associate in responding to external and internal requests for college data and administering institutional surveys.  She aids the St. Olaf leadership in institutional planning by providing appropriate institutional and national benchmarking data and develops policies and practices to ensure data integrity and appropriate access to data.  
AREAS OF RESPONSIBILITY:
1. Oversee all aspects of IRP including supervision of the IRP Research Associate.

2. Analyze, summarize, and prepare narrative reports on campus-wide surveys, selected archival institutional data, and appropriate comparative national/peer group data including collaboration with Academic Research & Planning on analysis and use of relevant data.

3. Communicate institutional data, reports, and information via the IRP web site, e-mail notices and presentations.

4. Provide institutional and benchmarking information to the St. Olaf leadership in support of institutional planning and develop means of assessing progress towards institutional goals.

5. Review submission of responses to external and internal requests for college data and coordinate with all offices that generate external reports or otherwise use institutional data.

6. Manage administration of IRP-directed surveys and advise on surveys conducted by other St. Olaf offices and programs.

7. Develop and maintain policies and practices to ensure data integrity and integration of institutional databases and appropriate access to institutional information. 

8. Serve on the Institutional Review Board.

SUPERVISORY RESPONSIBILITIES: 
Supervise IRP Research Associate.  Provide work direction for IRP student workers.

CONTACTS:
Internally:  Provide data and fulfill information requests from senior administration, deans, department heads, faculty and staff.  Externally:  Interaction with professional organizations, survey and data collection administrators, other IRP offices; indirect daily contact with general public via IRP Website

EDUCATION: 
Essential:
Master's degree.


Desirable:
Doctorate degree.  Emphasis on policy, management information systems or institutional research.  
EXPERIENCE:
Essential:
Five years' experience in management information systems and institutional/educational research in a higher education environment.  Experience in organizing complex tasks, in written and oral communication, and in working with minimal supervision.


Desirable:
Knowledge of St. Olaf College.

KNOWLEDGE, SKILLS, ABILITIES:

· Ability to clearly summarize quantitative issues for audiences with limited numerical literacy.

· Ability to organize raw data for public presentation in various forms (graphs, tables, words) appropriate for various audiences.

· Knowledge of research design and analysis sufficient to oversee development of surveys and to prepare analyses for diverse audiences.

· Ability to maintain total confidentiality in working with college records. 

· Intermediate to advanced skills in standard computer packages (word processing, spreadsheets, databases), in several operating systems (Windows, UNIX, MacOS), in web page design (HTML), and in transformations among these several packages and systems.

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Office environment 

WORK SCHEDULE:
FTE: 1.0 - full-time


Term: 12 months 


Shift: Campus Office Hours

APPROVAL:




Arnie Ostebee, Assistant Provost

DATE:




March 2004 
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