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GENERAL DESCRIPTION OF POSITION
[bookmark: _GoBack]The Director of Policy reports to the Executive Director of Policy, Risk and Compliance.  The Director of Policy is the primary facilitator of the College’s administrative policy governance framework, including working collaboratively with policy owners, senior leaders and managers to ensure the College’s administrative policies and procedures are effectively established, communicated, maintained, reviewed, and aligned with NWACC’s strategic goals, values and legal responsibilities.  
ESSENTIAL DUTIES AND RESPONSIBILITIES
Program Management
1. Develop and enhance tools and processes used in policy initiation, development, review, and maintenance (website, policy library, templates, reports, etc.).
2. Assist with the policy development process throughout the College to achieve consistency, avoid duplication or conflicts among policies.
3. Establish an ongoing process for continuous improvement of NWACC policy practices.
4. Educate the campus community on policy process and interpret policy process as needed.
5. Supervise program staff 

Policy Development and Review

1. Collaborate with policy owners and other stakeholders in assessing policy needs.
2. Assist policy owners in drafting, revising and editing policies or procedures in conformance with College policy standards.
3. Benchmark with peer institutions and research policy implications and options.
4. Serve as a resource/or project manager for various committee or workgroups established in connection with policy development.
5. Manage the process for reviewing College administrative policies on a two-year recurring cycle, to ensure that the policies remain accurate, current, effective, and aligned with the College’s broader objectives and obligations.
6. Track compliance with the policy review requirement and communicate status to the College leaders.
7. Facilitate meetings where policy plans, policies and other related documents are reviewed for clarity and consistency. 
8. Assist the College Cabinet and other senior leaders with the policy framework while maintaining policy quality standards to ensure College administrative policies align with Board of Trustees policy, meet the College’s administrative policy needs, have appropriate administration and oversight, and are effectively communicated to NWACC community members.
9. Work with the President’s assistant in the planning and preparation for the policy review by Cabinet
10. Provide support at the meetings and work with the policy owners to incorporate changes specified by the Cabinet prior to moving the policies to the next step
11. Conduct policy orientation sessions as requested.

Communication and Advocacy 
1. Develop and disseminate timely and relevant information regarding new and amended policies to the NWACC community (announcements for policy surveys, approval of policy, etc.).
2. Maintain the policy web pages and online policy manual.
3. Serve as an advocate for College policy needs by participating in appropriate NWACC committees or workgroups, consulting directly with various stakeholders, and working with the College Cabinet, Expanded Cabinet and policy owners to identify opportunities to improve the College’s policy practices
4. Partner with policy owners to identify and implement various communication strategies for their customers.
5. Present and participate in policy discussions at professional conferences.

REQUIRED EDUCATION
Baccalaureate degree from an accredited 4-year institution.   Master’s Degree in Educational Administration or similar field is preferred.

REQUIRED WORK EXPERIENCE
Experience working collaboratively in complex organization, experience working in an academic institution, familiarity with the laws, rules and regulations applicable to higher education and experience writing policies and procedures is required.  
Proficiency in Word, Outlook, Excel, PowerPoint and are essential skills.
Experience working with website applications and/or maintenance and Enterprise Resource Planning systems, such as Banner, is preferred.

KNOWLEDGE, SKILLS & ABILITIES
1. Communication Skills Required
This position requires the ability to:
a. write reports, business correspondence, and standard operating procedures.  
b. effectively present information and respond to questions from groups of
	managers, clients, customers, and the general public.

2. Critical Thinking Skills
This position requires the ability to:
a. solve practical problems and deal with a variety of known and unknown variables in situations where some limited standardization exists. 
b. interpret a variety of instructions furnished in written, oral, or diagram formats.

3. Supervision Received
This position functions under general supervision where standard practice enables the employee to proceed alone on routine work, referring all questionable cases to supervisor.

4. Planning
This position has considerable responsibility with regard to general assignments in planning time, method, manner, and/or sequence of performance of own work and frequently
assist in the planning of work assignments performed by others within a varied area of
operation.

5. Decision Making
This position performs work operations which permit frequent opportunity for impacting decision-making of major importance which would affect the work operations of other employees and/or clientele to a moderate degree.

6. Analytical Ability / Problem Solving
This position requires analytical ability and professional problem solving skills that are essential in using structured practices or policies for execution and review of decision-making.

7. Employee Contact
This position has contacts of considerable importance within the department or office, such as those required in coordination of effort, or frequent contacts with other departments or
offices, generally in normal course of performing duties. This requires tact in discussing
problems and presenting data and making recommendations.





