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Mercyhurst University 

Job Description 
 

Job Title:   Assessment Coordinator 

Department:  Institutional Effectiveness 

Location:  Erie 

SUMMARY 

The Assessment Coordinator plays a leadership role in building, sustaining and enhancing an 

environment in which assessment activities are understood, valued and practiced across the 

institution. The coordinator will work collaboratively with faculty, deans and professional staff 

to develop effective strategies to assess student learning, program outcomes and institutional 

effectiveness.  Processes and outcomes of these ongoing assessment activities should result in the 

continuous improvement of student learning and institutional effectiveness while meeting 

accreditation purposes.   

DUTIES AND RESPONSIBILITIES 

 Coordinates comprehensive outcomes assessment plans and processes for all academic 

units, degree programs and the general education curriculum.  

 Coordinates comprehensive assessment plans and process for all student services (non-

academic) units throughout the institution. 

 Assists faculty and administrators to identify assessment needs, aiding with the selection 

of assessable criteria, selection or development of appropriate instruments, establishing 

desired performance thresholds, developing data collection strategies, analyzing data 

collected, measuring impacts and writing resulting reports in order to support ongoing 

curricular and institutional improvement. 

 Facilitates the self-study process of academic and administrative units, including working 

with the affected units, arranging for evaluators (as needed), reviewing reports, and 

ascertaining changes made as a result of the process. 

 Assists with the maintenance of a comprehensive institutional assessment database and 

reports on the institution’s assessment activities as requested/appropriate. 

 Provides for the education of faculty and staff about assessment by arranging educational 

opportunities and maintaining a library of assessment methodologies, ideas, and 

materials. Serves as a source of current assessment practices and tools. Maintains a pool 

of current resources and information about national assessment issues by attending 

appropriate conferences and procuring relevant publications. 

 Facilitates the archiving of institutional planning, assessment and accreditation 

documents, policies, procedure manuals, handbooks and other similar documents. 

 Manages the periodic student, alumni and employer surveys and national surveys (such 

as SIRs, NSSE, CIRP, graduate placement survey, etc.). 

 Performs other functions within the Office of Institutional Effectiveness as needed. 
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EDUCATION AND EXPERIENCE 

A master’s degree in educational research, educational evaluation, or a related field from an 

accredited institution with three to five years of experience in a higher education setting or 

equivalent combination of education and experience.  

KNOWLEDGE, SKILLS AND ABILITIES 

Knowledge in the following areas should be clearly demonstrated: assessment techniques, 

processes, and best-practices; proficiency in the utilization of database, spreadsheet, word 

processing applications, and advanced data collection and analysis.  Experience with SPSS 

and/or Tableau preferred. 

Excellent written and oral communication skills including the ability to read and interpret 

documents and the ability to write routine reports and correspondence are of utmost importance. 

Leadership skills required include a demonstrated ability to lead, manage and participate in 

cross-functional teams, ability to work collaboratively with people from multiple constituencies 

and diverse backgrounds. 

Other necessary skills are: ability to apply common sense understanding to carry out instructions 

furnished in written, oral, or diagram form; ability to deal with problems involving several 

concrete variables in standardized situations; exceptional interpersonal skills and problem 

solving ability; service oriented; able to work under pressure, handle multiple 

tasks/deadlines/priorities; strong serice orientation; ability to work independently with minimal 

direction. 

WORKING CONDITIONS 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job. Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 

The noise level in the work environment is usually quiet. 

APPLICATION PROCESS: Review of applications will begin immediately and continue until the position is 

filled. Send cover letter, resume and 3 work-related references to: 

Human Resources 

Mercyhurst University 

501 East 38th Street 

Erie, PA  16546 

hrinfo@mercyhurst.edu 

Mercyhurst University is an Equal Opportunity Employer that encourages members of diverse groups to 

apply. 

mailto:hrinfo@mercyhurst.edu

