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DIRECTOR OF INSTITUTIONAL RESEARCH & PLANNING 

                                                                                                                                                                                     DEFINITION: 
Under the general direction of the Superintendent/President (or their designee), works independently to design, implement, and support various research projects in support of institutional planning and accountability goals; analyzes and validates results and prepares reports on outcomes.  Applies thorough knowledge and skills in research methodology and analysis in performing all phases of complex research studies using computer software such as database management tools, spreadsheets, graphics, and interactive programming languages.
CLASSIFICATION:

· FLSA Exempt

· Classified Manager

· Date Modified: October 2014

Essential DUTIES: The following duties are typical of those performed by employees in this job title, however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in this job title.
· Design, prepare, and conduct statistical analyses on a variety of data sets according to information needs and institutional priorities and goals

· Assist Superintendent/ President with coordination of institutional planning
· Assist Faculty and Student Services Staff with Student Learning Outcomes Assessment Cycle work
· Design and conduct a variety of surveys of students, staff, members of the community, and others
· Write clear and concise reports and present findings to interest groups
· Contribute information and expertise to planning and accountability processes 

· Monitor the progress of multiple research projects in conjunction with research plans and priorities 

· Assist college staff in developing research plans and projects to support and augment institutional planning, accountability, and educational support goals and priorities
· Prepare data downloads from FRC’s Information Systems and other data sources using a variety of computer interface tools

· Source and prepare data for and support faculty and staff in preparation of specific projects like program reviews and enrollment management reports
· Prepare data summaries and other reports for oral and written presentation to various constituencies
· Perform student equity research and evaluation

· Supporting student equity planning process

· Perform student equity disproportionate impact study

· Develop and maintain an evaluation system to assess long-range impact of student equity intervention strategies

· Assess effectiveness of intervention strategies 
· Attend meetings to present research findings, using visual aids, electronic media, and other methods as appropriate 

· Participate in various regional and state forums and organizations dealing with research in community colleges 

· Design, collect, and use data for program evaluation, accountability, and grant proposals
· Provide direction on projects and/or research tasks, and train college staff on processes as well as data collection and accountability policies
· Monitor research operations for the college
· Supervise clerical staff as needed
· Other related duties as assigned
Knowledge of:

· Concepts, methodologies, processes, and terminology applicable to higher education research, planning, accreditation, and program review functions

· Standard office procedures, budget and supply maintenance

· Interpersonal skills using tact, patience and courtesy

· Correct English usage, grammar, spelling and punctuation

· Standard office software such as word processing, spreadsheets and basic web page development
· Principles, theories, techniques, and methods of statistical analysis

· Assessment methods for student learning outcomes

· The Family Education Right to Privacy Act, and other federal and state laws governing use of and release of student and personnel data
· Modern research methods

· Computerized data storage and retrieval

· Statistical methods and computerized statistical analysis using various software packages such as SPSS, Crystal Reports, database management and spreadsheet packages

· Database software programs—such as Banner, Oracle DB, SQL Plus or SQL Developer, with preference for Oracle DB and Sungard’s California version of Banner
· Technical and research report writing and presentation methods using appropriate computer programs 

· Academic disciplines taught in community colleges

· College support programs or student services support programs


Ability to:
· Effectively utilize computer equipment and management information systems
· Perform complex statistical analyses using computerized statistical software and accepted statistical methods

· Collect, interpret, and evaluate complex data

· Design research projects: surveys, questionnaires, focus groups, etc. using contemporary methods to ensure validity, integrity, & consistency of data results
· Conduct studies and surveys to support functions such as research, planning, accreditation, and program reviews

· Use software packages used in a research and planning office setting; learn specialized computer applications software
· Learn state and local policies and regarding research in educational institutions

· Establish and maintain cooperative and effective working relationships with others

· Communicate effectively and clearly both orally and in writing

· Understand and follow oral and written instructions

· Work independently with little direction; exercise creativity and critical judgment
· Prioritize and schedule work

· Prepare and deliver oral presentations 
· Type sufficiently to operate a computer keyboard

·  Use discretion in handling confidential or sensitive information
MINIMUM QUALIFICATIONS:
· One year of experience in research and planning project design, implementation (including statistical analysis) and written and verbal presentation
· BA degree from an accredited college or university in the social sciences, economics, education, mathematics, statistics, public administration, business administration, or a related field or the equivalent

DESIRED QUALIFICATIONS:
· A Master's degree from an accredited college or university in the social sciences, economics, education, mathematics, statistics, public administration, law or business administration may be substituted for one year of the required experience

· Experience with the California version of Banner, Oracle databases and Oracle tools, and using SQL Developer
· Experience with preparing grant proposals
· Working in an educational research and planning environment

PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties with or without reasonable accommodations are:
· Light to moderate physical effort 
· Frequent standing, sitting, reaching, walking, lifting (overhead, waist level from floor), carrying, bending

· Dexterity of hands and fingers to operate a computer keyboard 
· Frequent near vision use for reading

· Constant use of voice (somewhat above normal conversation level)

· Frequent hearing use (ordinary conversation level)

· Evaluative and cognitive thinking and decision making
This work is performed primarily in an office setting.

Page 2 of 4

