
JOB DESCRIPTION AND EXPECTATIONS 

JOB TITLE: Director of Assessment 
DEPARTMENT: Office of Institutional Effectiveness 
STATUS: Exempt 
REPORTS TO: Reports to Dean for the Office of Institutional Effectiveness in the 

President’s Office 
JOB SUMMARY: The Director of Assessment is responsible for supporting the assessment 

of academic programs and ensuring that faculty efforts in program 
assessment align with institutional goals, accreditation standards, and the 
expectations of regulatory bodies. 

JOB RESPONSIBILITIES 

The Director of Assessment shall: 

 Lead the University Assessment Program for curricular, clinical, and co-curricular
experiences

 Analyze the University’s assessment data and effectively use results to inform and
improve academic programs

 Be responsible for ensuring that program learning outcomes are validly assessed with
respect to internal and external expectations including programmatic and regional
accreditation standards

 Manage key performance indicators, benchmarks, and the ongoing assessment progress
and keep constituents informed

 Ensure accurate and consistent data capture relating to student learning and program
assessment

 Be responsible for program evaluation with respect to program and institutional mission
statements

 Support faculty in ongoing assessment activities by providing training, development
activities, and consultations

 Coordinate with academic programs (staff and faculty) to develop, select, and
administer evaluation instruments, strategies, and rubrics to measure learning
outcomes, curricular effectiveness, and teaching activities.

 Work with program directors to develop, select and administer evaluation instruments,
strategies, and rubrics to measure learning outcomes and the effectiveness of the
curriculum, teaching activities and academic programs.

 Ensure that assessment outcomes of all academic programs are in compliance with
standards established by relevant accreditors, regulatory bodies, and state and federal
laws.

 Prepare reports, presentations, and other appropriate methods of communication of
assessment results for internal and external consumption



 Be responsible for the efficacy of the University Assessment Program, collecting relevant 
metrics for evaluation, and identifying areas for improvement 

 Provide data-informed recommendations to academic leadership 

 Provide expertise on current best practices and trends in higher education assessment 
and be able to evaluate the viability for adoption 

 Support the accreditation process for existing and new programs by providing evidence 
and language to self-studies and serving as the institutional representative of 
assessment 

 Communicate effectively about the University Assessment Program, assessment 
activities, and reports to non-expert audiences 

 Work closely with SCU’s Information Technology (IT) department for data collecting, 
analysis, and reporting options 

 Serve as the Chair of the University Assessment Committee and participate on 
additional committees as appropriate  

 Additional tasks as assigned 
 
Supervisory Responsibilities 
The Director of Assessment 

 Carries out employee supervisory responsibilities in accordance with SCU’s policies and 
applicable laws. 

 
Other Essential Job Functions 
In addition to the job responsibilities described above, the Director of Assessment will be 
expected to exhibit the following skills: 

 Complete delegated tasks and responsibilities in a timely manner. 

 Excellent writing  and communication skills 

 Display a high degree of discretion regarding institutional data and related information  

 Detail-oriented and ability to remain organized and prioritize multiple deadlines 

 Ability to work independently and be a resourceful problem solver in order to complete 
assignments and projects as per defined timelines 

 Work collaboratively and collegially with faculty, staff, and other administrators.  
 

 
Expectations of SCU Employees 
The SCU President’s Cabinet has identified a set of values and attributes that are bare minimums 
for employment, those that are core to who we are as a university, and values to which we 
aspire.  Further identified are qualities and attributes desirable for employees in general, and 
senior leadership specifically.  This is in harmony with principles found in The Advantage, by 
Patrick Lencioni. 
 
SCU Core Values: 
1. Transparency:  Transparency implies openness, clear communication, respect, and 
accountability. Transparency is operating in such a way that it is easy for others to see what 
actions are performed.  At SCU we believe that transparency leads to trust, improved problem 
solving, stronger unified teams, and enhanced productivity.   

2. Grit: Grit is passion and perseverance toward long-term goals.  A positive, non-cognitive 
trait based on an individual’s passion for a particular long-term goal coupled with a powerful 
motivation to achieve their respective objective. This perseverance of effort promotes the 
overcoming of obstacles or challenges that lie within a gritty individual’s path to 



accomplishment. At SCU, grit is the “Sprinting the Marathon” mindset that we have engaged in 
to be successful and reach long-term sustainability in the ever-changing healthcare and higher 
education 
environments.(http://www.ted.com/talks/angela_lee_duckworth_the_key_to_success_grit.htm
l)   

3. Sense of Humor:  Having a sense of humor is about having a sense of perspective and 
using the ability to find the humor in situations to manage stress and creatively problem solve.  
At SCU, adding relevant and safe humor is about celebrating work, not trivializing it.   By 
occasionally taking ourselves lightly, while still taking our jobs seriously, mixing humor in an 
appropriate manner will lead to improved workplace productivity and morale. 

SCU Permission-to-Play Values:   SCU Aspirational Values: 
1) Respect     1) Evidence based 
2) Integrity     2) Passion 
3) Emotional intelligence   3) Extra mile 
4) Team player     4) Integrative 
5) Accountability    5) Adaptability 
6) Collegiality 
7) Authenticity 
 
Common Profile Qualities: 
1) Customer service focused 
2) Willing to invest in student/client success by fostering positive relations, guidance, and 
assistance 
3) A belief that no task that improves the University is beneath us/servant leadership 
4) Be an ambassador of the brand 
5) Be a part of recruitment 
6) Resource innovator 
 
Profile-Specific Qualities By Category: 

1.) They promote positivity and teamwork 
a. They actively work to build up teams and break down silos 
b. They actively work to be part of the solution 
c. They actively work to empower themselves and their teammates, working 

together in decision making processes 
2.) They see how they can affect the bigger picture 

a. They understand how their role helps to build the future of integrative 
healthcare 

b. They pay attention to the details 
 

 

JOB SPECIFICATIONS: 

 
EDUCATION:  A Master’s degree in Education, Social Sciences or a related field 
EXPERIENCE:  2-5 years of administrative experience in higher education, 

preferably related to assessment 

 Familiarity with accreditation processes particularly as they relates 
to assessment needs 

TECHNICAL:  Knowledge of diverse methods for the direct assessment of student 
learning outcomes-especially ePortfolios, embedded course 

http://www.ted.com/talks/angela_lee_duckworth_the_key_to_success_grit.html
http://www.ted.com/talks/angela_lee_duckworth_the_key_to_success_grit.html


assignments, tests, etc.  

 Knowledge of ExamSoft 

 Proficiency with Microsoft Office applications  
ABILITIES:  Detail oriented and accurate, with ability to multi-task 

 Ability to think and act strategically  
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