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JOB DESCRIPTION

POSITION TITLE
Institutional Research Analyst

REPORTS TO:



Director of Institutional Research 
PRIMARY FUNCTION: 
The Research Analyst responds to external and internal requests for college data; collects data by means of student, faculty, staff, alumni and parent surveys; prepares analyses of survey and other institutional data and assists with the activities of the Institutional Research (IR) office. 
AREAS OF RESPONSIBILITY:


1. Collect, organize, prepare and report institutional data for federal and state governmental agencies, college guide surveys, and collegiate and data sharing consortiums.  
2. 
3. Gather and compile data from various campus offices to establish an annual Common Data Set and Common Data Set Appendix by producing a statistical summary of institutional data.  
4. Respond to ad hoc requests for institutional data and information from internal administrative and academic departments, as well as from external individuals and organizations.

5. Conduct and assist in conducting both locally developed and externally prepared surveys.  For local surveys, generate coding documentation and/or forms for use in survey data entry.

6. Perform analyses on survey and other institutional data, prepare reports and graphs, and create longitudinal compilations of data.  

7. Advise, as requested, on surveys conducted by students and other college offices and programs.

8. 
9. Support the activities of the IR office by participating in special projects, maintaining the inventory of essential IR and institutional reports, and contributing to collaborative work in other areas of the college.  

10. 
SUPERVISORY RESPONSIBILITIES: 
Recruits, hires, trains, supervises and evaluates IR student assistants during the academic year and in the summer.

CONTACTS:
Communicates frequently with deans, department heads and staff to supply and receive data.  Communicates moderately with faculty, students, parents and alumni.

EDUCATION: 
Essential:
Bachelor's Degree


Desirable:
same

EXPERIENCE:
Essential:
Experienced in organizing complex tasks, in data collection and analysis, and in written and oral communication. 
 

Desirable:
One-two years experience in working in higher education environment and knowledge of issues in higher education. Experience with statistical and/or database software, including SPSS and Access.  
KNOWLEDGE, SKILLS, ABILITIES:

· Excellent organizational and problem-solving skills
· 
· Excellent written and oral communication skills
· Expertise with a variety of editorial and statistical software systems (e.g., SPSS, Adobe Acrobat, and Microsoft Office Suite:  Excel, Access, Word)
· 
· 
· Proficiency in data gathering, analysis and reporting

· Ability to work independently and with minimal supervision.
· Proficient at managing multiple priorities, meeting deadlines and working with frequent interruptions

· Ability to maintain accurate and well-organized records; attention to detail
· Ability to work with diverse people and situations

· 
· 
PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Normal office environment.

WORK SCHEDULE:
FTE: 1.0 - full-time


Term: 12 months


Shift: Campus Office Hours

APPROVAL




Susan Canon, Director, Institutional Research
DATE:




April 2007 (edited January 2008)
