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SAN BERNARDINO COMMUNITY COLLEGE DISTRICT

DISTRICT DIRECTOR OF RESEARCH & INFORMATION SERVICES
DEFINITION:

Under the general direction of the Director of Distributed Education and Technology Services, the District Director of Research & Information Services is responsible for coordinating and supporting research and information needs for the District.  The Director of Research & Information Services will provide broad vision and leadership for the development of a comprehensive program of institutional research and reporting in support of District-wide planning efforts, the accreditation process, development of grant proposals or new programs and will be responsible for the integrity and coordination of all District research and reporting activities.
EXAMPLES OF DUTIES:

1. Implements District and State policies regarding accountability reporting to ensure that the information submitted is of the highest possible quality, meets the needs of the greatest number of District decision-makers, and is provided at the most reasonable cost.
2. Acquires and maintains pertinent information regarding the learning, retention, and success of students being served by District programs, and of the overall institutional effectiveness of the District, including reports required by management, the Board of Trustees, State Chancellor’s Office, state agencies, and other groups.
3. Oversees timely completion of federal, state, and local data submissions including but not limited to the State Management Information System (State MIS), Integrated Postsecondary Education Data System (IPEDS) and Cal-Pass.
4. Provides District decision-makers with effective orientation to institutional reporting mandates and on-going in-service training for decision support tools available to the District.

5. Develops and generates statistical reports, provides data analysis and interpretation of findings in terms of practical implications, and implements accountability procedures and systems, including maintenance of the District data warehouse.

6. Serves as a member of appropriate District-wide committees in the development and administration of long-range strategic, fiscal and educational plans.

7. Facilitates the development of planning and budgeting priorities for the District, working in consultation with the colleges, industry, community and educational partners.

8. Coordinates direction and provides liaison with administrators, students, faculty, staff, alumni, industry, funding agencies, and the community to facilitate effective utilization of District research in the development of grant proposals.
9. Represents the District in relationships with associations with other agencies and institutions regarding data-sharing and other collaborative activities and services including evaluation and development of projects which further the mission and goals of the District.

10. Monitors budget and authorizes budget expenditures.

11. Represents the perspectives of the District when attending College or community meetings and shares information obtained with District personnel.

12. Maintains accessibility and strong lines of communication with District and College administrators, faculty and staff.

13. Provides supervision and administrative function for the District Office of Research & Information Services.

14. Performs other related duties as assigned.
MINIMUM QUALIFICATIONS:  

Education and Experience

1. Master’s degree or equivalent in statistics, mathematics, one of the social sciences or a related field. 

2. Two years experience in assessing academic outcomes and/or conducting institutional or social science research.  

3. Three years of increasingly responsible educational experience, at least one of which demonstrates responsibility for administrative functions (i.e. department head, manager, dean, or administrative intern.)

4. Demonstrated proficiency in utilizing computer applications, including spreadsheet, word processing, and database software.

5. Demonstrated sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability, and ethnic background of community college students and personnel, including those with physical or learning disabilities.

KNOWLEGE AND ABILITIES

Knowledge 

Thorough knowledge of general research methodology and standard statistical procedures of sampling, correlation analysis, projections, and other qualitative and quantitative measures applied to education and social research.  Knowledge of California Community College philosophy and mission, Title V regulations, California Community College Education Code, management and supervisory principles, budgetary management and modern technology relevant to areas of responsibility.
Ability

Ability to conduct research and appropriate statistical research activities; assist in designing projects related to educational and institutional effectiveness; assist in designing projects related to educational and institutional research for funding purposes; develop and maintain research files and records related to a variety of research projects and studies; read and interpret statistical data; draft clear and concise research findings related to qualitative and quantitative analyses; communicate effectively both orally and in writing; work collaboratively with faculty, staff and administrators; supervise and direct staff; manage the budget effectively, develop and maintain contacts with local schools and agencies.
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