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Coordinator of Insitutional Accreditation and Compliance  
Multiple Campus Locations
(FULL TIME)
MINIMUM QUALIFICATIONS: 
We are seeking a qualified candidate with the following minimum qualifications:
Bachelor’s degree in a related field *and* Two (2) years of experience in data analysis, planning and evaluation • Note: Experience may substitute for the degree on a year-for-year basis
PREFERRED QUALIFICATIONS: (In addition to the minimum qualifications) 
The ideal candidate will possess the following preferred qualifications:
Master’s Degree and at least five years professional experience in related field, preferably in higher education. Demonstrated experience in reporting compliance with accreditation standards, including writing effective and articulate responses to standards. Demonstrated experience managing an accreditation reaffirmation process or other similar projects. 
RESPONSIBILITIES: 
The Coordinator Institutional Accreditation and Compliance provides institutional oversight of processes and systems to ensure compliance with institutional and programmatic accreditation standards. This position collaborates with academic departments and programs, educational and administrative support units, campus committees, and other stakeholders to identify, develop, and document data and information that serve as evidence of compliance. The role manages report development, progress monitoring, and quality assurance processes that support ongoing accreditation compliance and continuous improvement. The Institutional Accreditation Manager oversees multiple facets of accreditation requirements review and coordinates with administrators, colleges, faculty, and staff across the institution.
Your key responsibilities will include:
OVERSIGHT AND COMPLIANCE: Maintain an up-to-date understanding of accreditation standards, policies, and reporting requirements from institutional and programmatic accreditors and relevant government agencies. Monitor institutional compliance with accreditation criteria and proactively identify areas needing improvement. Identify accreditation-related trends and gaps to support continuous improvement efforts. Provide training and guidance to faculty and staff on accreditation expectations, evidence collection, assessment, and documentation standards. Support and advise the Institutional Accreditation Liaison on coordinating communications, requests, and required documentation for institutional accrediting bodies.

REPORTING AND DOCUMENTATION: Lead the development, writing, editing, and submission of accreditation reports (e.g., self-studies, mid-cycle reviews, annual updates, substantive change requests). Oversee evidence collection and ensure documentation is accurate, current, and aligned with accreditation standards. Maintain organized electronic repositories for evidence, institutional data, and historical accreditation materials. Support programs undergoing specialized or programmatic accreditation. Monitor follow-up actions resulting from accreditation feedback, recommendations, or findings.

ACCREDITATION PROJECT & PROCESS MANAGEMENT: Develop and manage timelines, task lists, and project plans for accreditation activities across the institution. Coordinate cross-functional teams involved in accreditation work, including faculty, administrators, and staff. Manage logistics for site visits, including schedules, materials preparation, and communication with visiting teams. Develop resources and tools (templates, guides, checklists) to support accreditation and assessment work.

COMMUNICATION AND STAKEHOLDER ENGAGEMENT: Communicate accreditation requirements, progress updates, and outcomes to institutional leadership and campus stakeholders. Prepare briefings, summaries, and presentations for internal audiences. Promote a culture of compliance, transparency, and quality assurance.
Perform other duties as assigned.
COMPETENCIES: 
To excel in this role, you should possess the following competencies:
· Excellent interpersonal, written, and verbal communication skills, including the ability to craft persuasive narratives and present data effectively.
· Detail-oriented with strong prioritization and organizational skills.

· Ability to maintain confidentiality.

· Ability to organize work effectively, manage multiple priorities, and meet deadlines in a fast-paced environment.

· Ability to identify opportunities to enhance processes, improve efficiency, and strengthen compliance-related workflows.

· Strong ability to coordinate, facilitate, and support complex initiatives involving stakeholders from varying levels and backgrounds.

· Demonstrated ability to establish and maintain effective working relationships with faculty, staff, and administrators.

· Commitment to the development, implementation, and management of processes that support ongoing compliance and continuous improvement.
SALARY:  
Salary will be commensurate with education and work experience. Additional benefits include paid state holidays, paid annual and sick leave, and participation in the State of Georgia Flexible Benefits Program.
SPECIAL NOTES: 
All applicants must complete an online application and provide a resume, unofficial transcripts, and cover letter. Official Transcripts are required upon employment. Only candidates scheduled for an interview will be notified of the status of the position. Successful candidates must complete a criminal background investigation and motor vehicle screening.
To apply, please submit your application through our website: www.sctech.edu, or click the following link: https://www.easyhrweb.com/JC_SouthernCrescent/JobListings/JobListings.aspx. We look forward to welcoming an enthusiastic and qualified individual to join our team and contribute to the academic excellence and success of our students in the Nursing program at Southern Crescent Technical College.
It shall be a condition of employment to submit to a background investigation. Offers of employment shall be conditional pending the result of the background investigation.  
  
Federal Law requires ID and eligibility verification prior to employment.  
  
All male U.S. citizens, and male aliens living in the U.S., who are ages 18 through 25, are required to register for the military draft and must present proof of Selective Service Registration upon employment.  
  
Applicants who need special assistance may request assistance by phoning (770)229-3454.  
  
Position contingent upon receiving sufficient funding.  
  
Applicants scheduled for interviews will be notified of the status of the position.  
  
Only those who are scheduled for an interview will be notified of the status of the position.   
Candidates must successfully complete a criminal background investigation and motor vehicle screening.   
  
 
 
 
 
 
 
A Unit of the Technical College System of Georgia
  
  
The Technical College System of Georgia and its constituent Technical Colleges do not discriminate on the basis of race, color, creed, national or ethnic origin, sex, religion, disability, age, political affiliation or belief, genetic information, disabled veteran, veteran of the Vietnam Era, spouse of military member, or citizenship status (except in those special circumstances permitted or mandated by law). This nondiscrimination policy encompasses the operation of all technical college-administered programs, programs financed by the federal government including any Workforce Innovation and Opportunity Act (WIOA) Title I financed programs, educational programs and activities, including admissions, scholarships and loans, student life, and athletics. It also encompasses the recruitment and employment of personnel and contracting for goods and services.  
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