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Job Title:  Director of Institutional Equity   Wage/Hour Status:  Exempt 
 
Reports to:  Vice President of Student Services    Pay Grade:  198 
 
Department:  Student Services      Date Revised:  7/2019 
 
CLASS SUMMARY: 
 
The Director of Institutional Equity will oversee the College’s compliance, diversity and inclusion 
programs.  Work will involve various aspects of Equal Educational and Employment Opportunities; Title 
VI of the Civil Rights Act of 1964 preventing discrimination based on a student’s race, religion, color, 
sex, or national origin or other protected classes; Title IX of the Educational Amendment Act of 1972 
prohibiting discrimination on the basis of sex; Violence Against Women Act (VAWA) of 2000 
addressing dating violence, domestic violence, sexual assault, stalking and other types of sexual 
misconduct.  In addition, this position ensures compliance with Section 504 of the Rehabilitation Act of 
1973 that guarantees certain rights to people with disabilities; Family Educational Rights and Privacy Act 
(FERPA) compliance.  Responsible for student policy development and compliance.  The Director is 
responsible for the implementation of best practices to ensure the College of the Mainland is following 
regulatory agencies’ rules and regulations and College policies and procedures as they relate to equal 
educational and employment opportunities.  

 

DUTIES AND RESPONSIBILITIES: 

1. Oversee, develop, initiate, maintain, and update compliance programs relating to equal 
educational and employment opportunities and other institutional equity programs. 

2. Serve as Title IX Coordinator and be responsible for developing the College’s primary prevention 
and educational awareness programs to prevent sexual misconduct.  

3. Develop and implement case management plans for discrimination complaints to ensure a 
prompt, fair and impartial process from the initial investigation through the final outcome 
consistent with the law. 

4. Conduct investigations of civil rights complaints through case resolution, including making 
findings, drafting reports, and making appropriate recommendations.  

5. Recruit, annually train, and provide leadership to College officials involved in the civil rights 
processes. 

6. Create comprehensive Title IX and Civil Rights Standard Operating Procedures (SOP) Manual 
for use by College officials to provide prompt and equitable resolution of student complaints.  
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7. Lead work with Student Services departments to create primary prevention and awareness 
programs and ongoing prevention and messaging awareness campaigns as required by law and 
best practices.  

8. Ensure compliance of distribution notifications under Drug-Free Schools and Campuses 
Regulations to students and employees; conduct biennial review of the College’s Alcohol and 
Other Drug (AOD) prevention program to determine effectiveness and the consistency of 
sanction enforcement, in order to identify and implement any necessary changes.  

9. Develop College’s Annual Affirmative Action Plan and assist in creating a multicultural 
organization by offering cross-cultural competency training and completing campus climate 
analysis.  

10. Collaborate with various campus departments in the proper interpretation, and application of, 
policy and relevant educational initiatives. 

11. Work collaboratively with College partners, as appropriate, on the status of initiatives, case 
management, trends, and challenges to foster awareness and appreciation of diversity, inclusion, 
and global interdependence for students, employees and the community. 

12. Assist Human Resources in the disposition and/or resolution of employment matters related to 
diversity. 

13. Represent the College at external professional organizations to support the mission of the office. 
14. Develop and publish procedures for processing discrimination complaints under §38.79 and 

ensure that those procedures are followed; 
15. Serves as FERPA compliance official. 
16. Other duties as assigned. 

QUALIFICATIONS: 
 
Master’s Degree from an accredited college or university and 5 years of experience in roles related to the 
implementation of equity and diversity initiatives required.   
 
PREFERRED QUALIFICATIONS: 
 
JD or equivalent degree from an accredited law school and higher education experience preferred. 
 
 
KNOWLEDGE, SKILLS AND ABILITIES: 

• Strong interpersonal and emotional intelligence skills with an ability to remain neutral and ability to 
work effectively with a wide range of constituencies in a diverse community; 

• Demonstrated knowledge of state and federal civil rights laws and regulations; 
• Knowledge of best practices as they relate to institutions of higher education compliance with the 

law, such as Title VI, Title IX, VAWA, and Drug-Free Schools and Campuses Regulations;  
• Ability to guide, advise and support the training and learning process with respect to Title VI and 

Title IX, VAWA and Drug-Free Schools and Campuses Regulations; 
• Ability to manage multiple on-going and complex caseload of Title IX and other related incidents and 

complaints; 
• Ability and experience in investigating discrimination and harassment complaints; 
• Ability and experience in overseeing and coordinating investigations conducted by others; 
• Effective project management, organization and analytical skills; 
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• Strong presentation and facilitation skills with an emphasis on education and training for a variety of 
constituencies; 

• Strong written and oral communication skills; 
• Excellent attention to detail, strong problem-solving skills and the ability to deal with highly 

confidential and sensitive information; 
• Ability to build relationships and establish collaborative partnerships across the institution and peer 

institutions; 
• Demonstrated commitment to diversity and inclusivity, as well as the ability to work with a wide 

range of constituencies (staff, students, faculty, parents, administrators) with diplomacy and tact; 
• Maintenance of professional qualifications through on-going training and professional development; 

and; 
• Ability to act independently, take initiative and exercise sound judgment. 

WORKING CONDITIONS AND PHYSICAL EFFORT: 

• No or very limited physical effort required. 
• No or very limited exposure to physical risk. Work is normally performed in a typical interior/office 

work environment. 


