
JOB DESCRIPTION

POSITION TITLE
Office Coordinator, Institutional Research & Evaluation (IR&E)
REPORTS TO:

Director, Evaluation & Assessment

PRIMARY FUNCTION: 
The IR&E Office Coordinator provides general administrative support for instructional evaluation, assessment of student learning, and institutional research; communicates information about office policies, services, and resources; and oversees student workers.

AREAS OF RESPONSIBILITY:


1. Coordinate the collection of data about teaching and learning at St. Olaf College in support of faculty performance reviews, assessment of student learning, selected grant-funded projects, and other educational evaluation projects.
2. Collect, organize, and reconcile data from various campus offices to produce an annual Common Data Set and Common Data Set Appendix; and assist in the preparation of institutional data for federal and state governmental agencies, college guide surveys, and collegiate and data sharing consortiums.

3. Coordinate the recruitment, scheduling, logistics, administration, and follow-up for institutional surveys, assessment projects and related work.  

4. Assist with the preparation and dissemination of reports in faculty performance reviews, assessment of student learning, and institutional research.

5. Respond to ad hoc requests for institutional data and information, and to queries regarding IR&E policies, procedures and services from internal administrative and academic units, as well as from external individuals and organizations.

6. Maintain office files, records, equipment, supplies, and otherwise ensure efficient and effective office operations.

7. Provide administrative support to the Institutional Review Board, including initial screening of applications and website maintenance. 
8. Contribute generally to the collaborative work of the IR&E office team. 
SUPERVISORY RESPONSIBILITIES: 
Recruits, selects, trains, coordinates, and provides daily work direction for IR&E student assistants.

CONTACTS:
Communicates primarily with other staff in Institutional Research and Evaluation, staff in other units of the College, individual faculty members, department chairs, administrators, current students, alumni, and various external entities.

EDUCATION: 
Essential:
Bachelor’s Degree.


Desirable:
Graduate-level course work or advanced degree.

EXPERIENCE:
Essential:
Two years experience working in an office setting with similar or related responsibilities, including organizing complex tasks and communicating information clearly, both orally and in writing.



Desirable:
One-two years experience working in higher education environment, supervisory experience.

KNOWLEDGE, SKILLS, ABILITIES:

· Knowledge of computer programs for document creation, data analysis and web site maintenance (e.g. Microsoft Word, Excel, Access and DreamWeaver)

· Excellent organizational and problem-solving skills

· Excellent interpersonal communication skills (face-to-face, phone, and e-mail)

· Proficiency in data gathering, summarizing and reporting

· Proficiency in writing clear prose and correspondence

· Ability to work independently as well as collaboratively
· Ability to maintain accurate and well-organized records

· Ability to maintain confidentiality

· Ability to manage detail

· Ability to manage multiple projects, meet deadlines and work with frequent interruptions

· Ability to acquire new knowledge and develop new skills

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Office environment

WORK SCHEDULE:
FTE:
(Full-time Equivalent): 
1.0


Term:
(if less than 12 months annually)



Shift: 
(if applicable)

APPROVAL:                                                
Director, Evaluation & Assessment

DATE:




8/7/08

