
JOB DESCRIPTION

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

Director, Institutional Research

PRIMARY FUNCTION: 
The Research Associate is responsible for providing technical, organizational, and analytical support for institutional research, evaluation, and assessment projects.   This entails organizing, analyzing, and reporting on institutional and external data to support (1) decision-making by faculty and administrators, (2) educational outcomes assessment, and (3) dissemination of information to internal and external constituencies of the college.
AREAS OF RESPONSIBILITY:


1. Carry out research projects and quantitative and qualitative data analysis related to the assessment of student learning outcomes, student learning initiatives, and student success.
2. Design, conduct, and report on institutional research studies for topics such as: student enrollments and characteristics; human resources and faculty; courses and instruction; facilities and administrative services; and other subjects of interest to the institution.
3. Prepare, clean, compile and analyze quantitative and qualitative data and assist in the interpretation of the data for presentation to the college community.

4. Provide data, data analysis and reports to departments to support program review and professional accreditation needs.

5. Serve as an internal consultant to academic and administrative departments conducting surveys and assessment projects.

6. Provide support for the design and/or implementation of institutional surveys, outcomes assessment measures, and other data-collection methods.
7. Maintain detailed records of research activities, analysis, and procedures.

8. Design, construct, and maintain systems for disseminating information through the World Wide Web and other electronic and/or written media.

9. Contribute generally to the collaborative work of the IR&E office team. 
SUPERVISORY RESPONSIBILITIES: 
None.

CONTACTS:
Communicates primarily with leaders of academic departments and administrative offices, as well as faculty committees, campus data managers and analysts.
EDUCATION: 
Essential:
Master’s Degree in educational research, research methods, a social scientific or mathematical discipline, or other comparable preparation.


Desirable:
Graduate Certificate in Institutional Research.
EXPERIENCE:
Essential:
Three years experience in applied statistical research, learning outcomes assessment, or related fields.  



Desirable:
Experience in higher education environment.

KNOWLEDGE, SKILLS, ABILITIES:

· Ability to organize, analyze, summarize, interpret, and report data and information for multiple audiences.

· Strong quantitative and qualitative analytical skills.

· Strong technological and computer skills in order to manage and report information, including appropriate experience with statistics packages (e.g., SPSS), relational databases and data retrieval, presentation graphics and Microsoft Excel. 

· Ability to work both collaboratively and independently.

· Ability to write and speak effectively.

· Ability to represent the office and the institution effectively to internal and external audiences, both orally and in writing.

· Ability to handle confidential materials discreetly and professionally on a routine basis.

· Strong attention to detail, ability to work on multiple projects, to organize workflow, and to meet deadlines. 
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, Institutional Research
DATE:




8/24/10
