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Job DescripƟon 

 

Job Title:  Director, InsƟtuƟonal EffecƟveness, AccreditaƟon, Data Management, and 
Research (AccreditaƟon Liaison) 

Department:  InsƟtuƟonal EffecƟveness - 270     

Job Category/ FLSA Status:  AdministraƟve/Exempt  

Accountability: Provost, Academic Dean     

Authority: As Assigned 

PosiƟon DescripƟon:   

Responsible for the management of insƟtuƟonal effecƟveness, planning and research, 
accreditaƟon, grant implementaƟon and grant evaluaƟon, development and execuƟon of 
insƟtuƟonal strategic planning and assessment acƟviƟes and projects that support 
administraƟve and operaƟonal effecƟveness; serving as an insƟtuƟonal contact with SACSCOC 
and ABHE, and working with other associaƟons as appropriate, coordinaƟng the reporƟng of 
data to government agencies, foundaƟons, publicaƟons, and other organizaƟons; insƟtuƟonal 
reporƟng of performance metrics, process documentaƟon, modificaƟon and development; and 
perform qualitaƟve and quanƟtaƟve data analyƟcs, data management and the management of 
insƟtuƟonal effecƟveness, planning and research, and accreditaƟon.   

Major/EssenƟal FuncƟons: 

• Develop and monitor performance of the leadership team, including regular coaching 
and mentoring, periodic performance reviews, and establishment of individual and 
funcƟonal goals and objecƟves.   

• Serve as the grant manager/coordinator for the Title III Part A, Strengthening InsƟtuƟons 
Program (SIP) grant and be prepared to assist with data collecƟon and reporƟng for any 
other grants CBS receives.  

• Oversee the compiling, analyzing, and submiƫng accurate insƟtuƟonal data to fulfill 
federal and state compliance mandates. This includes preparing required data sets for 
federal reporƟng (IPEDS, Gainful Employment under the Transparency Act), state 
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reporƟng, accreditaƟon bodies, NC-SARA, and the Student TuiƟon and Transparency 
System (STATS).  

• Create, present, and obtain approval for strategic and operaƟonal plans that outline the 
methods, raƟonale, and financial implicaƟons necessary to achieve major objecƟves in 
support of the insƟtuƟonal strategic and operaƟonal plans.   

• Monitor operaƟonal acƟviƟes and grants to meet goals, uphold ethics and guidelines, 
and ensure compliance with state and federal regulaƟons and accreditaƟon standards. 

• Develop and manage annual departmental program review including integraƟon of 
units’ plans and assessments with insƟtuƟonal planning and assessment iniƟaƟves.  

• Serve as AccreditaƟon Liaison for insƟtuƟon.  

DuƟes and ResponsibiliƟes 

InsƟtuƟonal EffecƟveness, Planning and Research:  

• Coordinate planning and assessment efforts of the College to support the 
accomplishment of its mission and strategic and operaƟonal goals.   

• Manage a system to evaluate and measure key performance of the College and provide 
accurate, Ɵmely, and valued informaƟon to the leadership and management; 

• Oversee and support quality insƟtuƟonal research and assessment.  
• Provide consultaƟon to develop goals and assessment acƟviƟes.  
• Collaborate with the College community to achieve a high-performance environment 

and establish certain standards of service excellence.  
• Provide historical and current data about CBS, its students, programs, personnel, and 

resources to study trends and develop plans.   
• Prepare an annual insƟtuƟon-wide assessment report and Fact Book.  
• ParƟcipate in the design and maintenance of insƟtuƟonal databases to meet the 

ongoing needs of the college.  
• Provide assistance to leadership, faculty, academic departments, and academic support 

units in evaluaƟng and documenƟng the effecƟveness of educaƟonal programs, 
performance on federal and private grants, and other acƟviƟes through assessment 
design, data collecƟon, and analysis of results.  

AccreditaƟon Liaison ResponsibiliƟes: 

• Liaises between accreditors and insƟtuƟonal stakeholders, ensuring the flow of 
informaƟon from the insƟtuƟon to accreditors regarding substanƟve changes and other 
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insƟtuƟonal acƟviƟes, and from accreditors to the insƟtuƟon regarding regulatory 
changes and other accrediƟng acƟviƟes.  

• Ensures that compliance with accreditaƟon requirements is incorporated into the 
planning and evaluaƟon process of the insƟtuƟon.  

• NoƟfies accrediƟng agencies of substanƟve changes and program developments in 
accord with the agency substanƟve change policies.  

• Educate faculty, staff, and students with the Commission's accrediƟng policies and 
procedures, and with parƟcular secƟons of the accrediƟng standards and Commission 
policies that have applicaƟon to certain aspects of the campus (e.g., library, conƟnuing 
educaƟon) especially when such documents are adopted or revised.  

• Coordinate the preparaƟon of the annual profiles and any other reports requested by 
the accrediƟng commissions.  

• Maintain documentaƟon of all accreditaƟon material; accreditaƟon commiƩee reports; 
accreditaƟon manuals, standards, and policies; schedules of all visits; and 
correspondence from accrediƟng offices.  

Other:  

• Perform related duƟes as required  

QualificaƟons: 

Required:  

• Master’s Degree in a related discipline and 5 to 10 years of related experience including 
administraƟve leadership in an insƟtuƟon of higher educaƟon.   

• Be a commiƩed ChrisƟan and in good standing with a local church  
• Be in complete agreement with the doctrinal posiƟon of the college and able to sign its 

doctrinal statement without reservaƟon.  
• Experience with IPEDS and other federal/state reporƟng systems. 
• Ability to read, analyze, and interpret professional journals, financial reports, legal 

documents, and government regulaƟons.  
• Ability to effecƟvely present informaƟon to various leadership and management 

consƟtuencies.  
• Ability to define problems, collect data, establish facts, and draw valid conclusions and 

recommendaƟons.  
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• Ability to work independently as well as interact and work well with others on a team 
and individual basis.  

• Ability to set goals, prepare and administer plans and programs.  
• OrganizaƟonal and administraƟve skills to care for vast amounts of detail work. 
• Ability to edit and communicate clearly and consistently, both verbally and in wriƟng.  
• Proficiency in the use of Microsoft Word and Excel, PowerPoint, Internet, email, and 

other data management soŌware applicaƟons used in research and analysis. 

Preferred:  

• Doctorate degree in a related discipline including biblical and theological training and 10 
years of related experience in administraƟve leadership in an insƟtuƟon of higher 
educaƟon.   

• Experience working with federal grants like the Title III Part A, Strengthening InsƟtuƟons 
Program (SIP) grant 

• Experience working with NC-SARA  
• Experience serving as the accreditaƟon liaison for an insƟtuƟon. 
• Bilingual in English and Spanish (speak, read, and write) 
• Experience with Populi SIS. 

Equipment/Skills/Knowledge needed to perform job (i.e., vehicle, MS Word, License, etc.), 

• Ability to effecƟvely communicate with students, administrators and external agencies.   
• Skilled at working in a team environment  
• Ability to manage mulƟple projects simultaneously while achieving goals and objecƟves.  
• Ability to review situaƟons, products, services and determine appropriate soluƟons or 

course of acƟon.   
• Skilled in the assessment and development of educaƟon products and services.  

Measurable ExpectaƟons/Fiscal ResponsibiliƟes (i.e., quarterly reports, annual events, etc.):   

• Prepare annual, quarterly, and monthly reports for internal and external consƟtuents, 
including accrediƟng bodies, the federal government, accreditaƟon agencies, NC-SARA.  

• Producing key performance outcomes reporƟng via dashboard(s) per reporƟng 
schedules.  

• PublicaƟon of the annual insƟtuƟonal Fact Book.  
• CompleƟon of regulatory data reporƟng to fulfill compliance requirements.   
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Mobility/Physical Demands: 

• While performing duƟes of this job, the employee is required to sit, stand, and walk.  
• Employee is required to talk and listen via face-to-face contact and telephone and 

communicate in electronic formats.  
• Employees may have to liŌ and/or move up to 10 pounds.  
• Working CondiƟons/Environment (i.e., necessary travel, unusual hours, etc.) 
• Normal office environment  
• Travel as necessary to aƩend local and naƟonal events, development opportuniƟes, and conferences.  

Security SensiƟve:  Yes  

Statements herein are intended to describe the general nature and level of work being 
performed by employees and are not to be construed as an exhausƟve list of responsibiliƟes, 
duƟes, and skills required of personnel so classified. Furthermore, this job descripƟon does not 
constitute a contract of employment and is subject to change at CBS's discretion.  

 

  

 

 


