Position: Outcome and Assessment Specialist

Position Number:

Department/Site: Academic Affairs

FLSA: Non-Exempt — (Classified
CSEA)




and supporting materials.

Provide technical support in the creation, maintenance, updating, and overall use of the
assessment software program.

Provide assessment data reports for faculty, staff, and deans, such as faculty participation reports,
course statistics and evidence reports, and SLO and SAO performance reports, among others.
Create and distribute course- and section-level plans or reports based on college assessment
timelines.

Create and distribute global assessment tools each semester based on assessment calendars
developed by personnel in each discipline or area of the college.

Collaborate with other college personnel, such as those in curriculum and scheduling, to help
ensure the alignment of outcome assessments and the database software tools housing those data
(currently eLumen) with the curriculum database software (currently CurricUNET).

Coordinate work with and support efforts of Curriculum Committee as those efforts relate to
outcomes and assessment.

Coordinate with IT for data load accuracy, implementations, and timelines.

Participate in developing and delivering trainings, workshops, and webinars to teach faculty and
staff how to use the college’s assessment software.

Demonstrate knowledge of accreditation standards as they apply to outcome assessment and
reporting requirements; assist in data collection related to outcome assessment for both college
and accreditation reporting.

Assure compliance with state and local rules, regulations, and policies relating to assignment.
Perform specialized administrative duties relating to fields of expertise as assigned; assist
administrators with special projects regarding outcome assessment.



SKILLS AND ABILITIES TO:

e Provide technical support in the development, implementation, and approval of outcome
assessment-related data.

e Interpret, apply, and explain District policies, rules, and regulations related to outcome
assessment functions.

e Research, compile data, and summarize a variety of information to create cohesive oral and

written reports.

e Maintain detailed and accurate records and files for historical records, audit purposes, and

reports.



