Ivy Tech Community College of Indiana
Associate Dir. of Institutional Research

GENERAL PURPOSE AND SCOPE OF THE POSITION

The position will conduct and coordinate various day-to-day institutional research functions of the College. As one of the permanent, full-time staff members in the institutional research unit, the position will carry out studies and analyses to help the College better understand its characteristics and performance and develop strategies for institutional improvement. 

MAJOR RESPONSIBILITIES

· Conduct institutional research studies as assigned by the Department or other members of the College community 

· Help supervise and coordinate efforts of the Office of Institutional Research..

· Manage the preparation of various compliance reports for IPEDS, the Indiana Commission on Higher Education, etc. 

· Assist with the development and/or utilization of specialized student information databases (mainframe and personal computer) to support institutional research functions.
· Conduct and coordinate tasks related to the integrity of College-wide data.

· Provide research and analytical support related to federal entitlement programs (i.e. Perkins) and will work with the external agencies that have regulatory responsibilities for these programs.

· Provide assistance and consultation for college-wide institutional research and other staff who are conducting studies or analyzing prepared reports. 

The above list of duties is not to be construed as an exhaustive list.  Other duties logically associated with the position may be assigned.  

Contacts
This position deals with the Institutional Research Advisory Committee and various College officials at the central office and in the regions.  Contacts may be made as needed with other public and private college representatives, as well as representatives of state and federal agencies, including those at the Commission for Higher Education and other regulatory/coordinating agencies.

SUPERVISION RECEIVED: Executive Director of Institutional Research
SUPERVISION GIVEN: None
EDUCATION: A bachelor’s degree in business, educational psychology, marketing, student personnel or other relevant field is required.   A master's degree is preferred.  

EXPERIENCE: Significant experience with post-secondary institution systems and in institutional research is preferred.  (Ivy Tech has a Banner enterprise data system.)  Strong written and verbal communication skills as well as a strong analytical background are essential.

Significant experience in the use of Windows-based software (Word, Excel, Access, PowerPoint, etc.) is required.  Experience with other analytical and reporting software tools (i.e. SPSS, SAS, Discoverer, etc.) is highly desirable. 
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