
 

 

 

SAN JACINTO COLLEGE 

JOB DESCRIPTION 

DATE: 1/3/17 

  
 

TITLE:  Assistant Vice Chancellor, Instructional Effectiveness, 

Assessment, Accreditation 

 

DEPARTMENT:  Accreditation and Assessment 

 

SECURITY SENSITIVE: No  

 

FLSA STATUS1:  Exempt 

 

SALARY GRADE:  38 

 

FUNCTION: Provides college-wide leadership, plans and implements strategic 

focus, evaluates trends and issues, and develops tactics to ensure 

achievement of objectives related to accreditation, assessment, and 

institutional research and effectiveness.  

 

REPORTS TO: Deputy Chancellor & President 

 

SUPERVISES: Director, Institutional Research & Effectiveness 

TBD, Quality Enhancement Plan and SACSCOC Reporting 

 TBD, Academic Assessment 

   Coordinator, Assessment and Program Review 

    

MAJOR REPONSIBILITIES: 

     

Essential Job Functions2 
Frequency 

D, W, M, Q, A3 
%Time 

1. Provide leadership college-wide to ensure 

college compliance with regional accreditation 

requirements by (a) supporting College efforts to 

implement procedures, practices, and policies 

that are SACSCOC compliant, (b) leading large 

teams to develop compliance certification 

documents, (c) facilitating and supporting 

college-wide development and implementation 

of the quality enhancement plan, (d) fostering 

D 25% 

                                                 
1 FLSA status and Salary Grade determined by the Human Resources department 
2 All job functions  MUST add up to 100% 
3 D=daily, W=Weekly, M=monthly, Q=quarterly & A=annually 

 



 

 

 

awareness of and adherence to College and 

SACSCOC substantive change policies by all 

college leaders, and (e) overseeing submission 

of all accreditation related reports. 

2. Provide leadership college-wide for all leaders 

and faculty regarding assessment of and 

institutional effectiveness for instructional 

programs, academic support services, academic 

and student support services, and community 

service programs. Set strategic vision for and 

oversee the annual assessment and program 

review processes for all College programs. 

D 40% 

3. Champion and provide leadership for an 

ongoing culture of data, assessment, institutional 

effectiveness, and continuous improvement by 

developing systems and processes that facilitate 

the use of meaningful data in decision-making 

and strategic planning. 

W 5% 

4. Oversee, lead, and support the continued growth 

and development of the Institutional Research 

and Effectiveness, Accreditation, and 

Assessment offices including the personnel, 

professional development, budget, and strategic 

planning. 

D 10% 

5. Lead accreditation, assessment, and institutional 

research and effectiveness related committees, 

councils, task forces, and teams including but 

not limited to chairing/co-chairing Assessment 

Committee and Institutional Effectiveness 

Council. 

M 5% 

6. Oversee implementation and operation of 

enterprise level software solutions supporting 

accreditation management and assessment 

activities including but not limited to: juried 

assessment, survey administration, accreditation 

management, assessment management, and 

program review. 

D 5% 

7. Serve as the College’s liaison with SACSCOC 

and the College’s primary advisor to the College 

community regarding SACSCOC issues. 

D 10% 

                        

  



 

 

 

           

                 

Additional Job Functions: 
Frequency 

D, W, M, Q, A 
%Time 

1. Collaborate with any internal or external College 

constituents or groups as needed or requested as a 

resource for accreditation, assessment, or 

institutional research and effectiveness related 

needs, trends, or issues. 

M  

2. Other duties as assigned. 
D  

 

REQUIRED/MINIMUM QUALIFICATIONS 

 

Knowledge, Skills and Abilities: 

 Expert assessment professional experienced developing outcomes and assessment 

methods across all college programs/departments/units. 

 Expert institutional effectiveness professional experienced with leading, 

facilitating, maintaining, and improving annual assessment and program review 

processes for all college programs/departments/units. 

 Expert institutional research professional with knowledge of research, 

measurement, and statistics and related software solutions and data or information 

technology systems including but not limited to: SAS, Banner, business 

information tools, and data warehousing systems. 

 Knowledgeable regarding academic and technical education curriculum, program 

development, assessment, and accreditation including THECB guidelines, 

manuals, and procedures (ACGM, WECM, GIPWE), Texas State Administrative 

Code pertaining to Higher Education, and programmatic accrediting agencies.  

 Knowledgeable regarding SACSCOC accreditation principles, policies, 

requirements, and processes including but not limited to decennial and 5th year 

reviews and substantive change.  

 Knowledgeable of and committed to the philosophy of a comprehensive community 

college, the College’s values and institutional goals, and student success. 

 Ability to communicate effectively with diverse constituencies and in 

interpersonal relationships in written, oral, and visual formats, including public 

speaking and presentations.  

 Ability to innovate, think critically, manage change, problem solve, and 

implement process improvements across all areas of responsibility.  

 Skill in developing strategic plans, managing budgets, and allocating resources to 

maximize operational efficiency. 

 Skill to make timely decisions and to manage time, projects and resources in order 

to achieve goals and to meet deadlines. 

 Skill to protect sensitive or confidential information from intentional or 

unintentional disclosure. 



 

 

 

 Ability to screen, hire, supervise, evaluate, and develop staff and administrators using 

established performance management guidelines and procedures. 

 Ability to utilize computer technology to access data, maintain records, generate 

reports, and communicate with others.   
 

Education and Experience: 

 

 Required Education:  Earned Master’s in educational assessment, curriculum 

development, instructional design, 

research/measurement/statistics, higher education 

leadership; or related field. 

 Preferred Education: Earned Doctorate educational assessment, curriculum 

development, instructional design, 

research/measurement/statistics, higher education 

leadership; or related field. 

Required Experience: Five years of experience in a community college 

including three years progressive experience with 

accreditation, assessment, institutional effectiveness, or 

institutional research functions 

Preferred Experience: Seven years of experience in a community college with 

five years progressive experience directing 

accreditation, assessment, institutional effectiveness, or 

institutional research functions including SACSCOC 

liaison responsibilities.  

 

Licenses/Certifications: 

 

 Required Licenses/Certifications: 
 

 Preferred Licenses/Certifications: 

         Frequency 

Work Environment        D, W, M, Q, A 

Office Environment D 

Travel between college locations, working mobile. W 

  

  

  

  

  

                  Frequency 

Physical Activity4:                           D, W, M, Q, A   

Lifting up to 50 pounds  Q 

Long periods of sitting desk/computer work. D 

                                                 
4 Examples include: walking, running, sitting standing, etc.  Lifting up to 10, 25, 50 or over 100 pounds of 

force. 



 

 

 

Twisting, bending, opening, stretching D 

Keyboarding D 

Answering phones D 

Walking, standing D 

  

   

 

             

 Employee Signature       Date 

 

 

             

 Leader Signature       Date 

 

 

 

For HR Use Only: 

Position Number  

Position Class  

Position Ecls  

Salary Table  

Eskl Code  

 
NOTE:  This job description is not an employment agreement or contract.  The Chancellor/Vice 
Chancellor/President and/or designee has the exclusive right to alter this job description at any time without 
notice.   
  
Employees of SJC are expected, as required in their specific job functions, to participate in maintaining 
standards required for accreditation; to participate in college task forces, activities, meetings, committees 
and councils; to interact and work cooperatively in order to assist students, staff, faculty and the community 
in the accomplishment of various goals; to represent one’s self and the college in a positive, professional 
manner consistent with the core values which include a passion for learning, service and involvement, 
creativity and innovation, academic excellence, dignity and respect, and integrity; and to safeguard sensitive 
or confidential information from intentional or unintentional disclosure.   
  
Employees are expected to maintain current working knowledge of policies, procedures and guidelines 
necessary to answer work-related questions and to provide assistance to students, staff, faculty and the 
general public in a timely and courteous manner.  Employees are also expected to perform other duties as 
may be assigned by their supervisor and to contribute to the team efforts of the department and to assist the 
college in achieving its strategic goals.    
  
Employees must abide by all laws, college policies and guidelines. 
  

The San Jacinto College District is committed to equal employment opportunity for all employees and 
applicants without regard to race, creed, color, national origin, citizenship status, age, disability, pregnancy, 
religion, gender, sexual orientation, gender expression or identity, genetic information, marital status, or 
veteran status in accordance with applicable federal and state laws. 

 


