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West Virginia State University 

and 
West Virginia State University Research and Development Corporation

  Institute, WV 25112

Job Title:  EEO Compliance Officer/Title IX Coordinator 

Department/ Office: Office of Research and Public Service

Reports to: Associate Vice President of Business and Finance
FLSA Status: EXEMPT 
Job Description Summary 

An Equal Employment Opportunity (EEO) Officer has the essential function of ensuring that the organization does not discriminate against employees based on race, color, religion, sex, national origin, gender, disability, veteran status or other legally protected groups in any form of the University’s programs and activities. 
The Title IX Coordinator collaborates across campus constituencies to foster a safe, welcoming, and respectful environment for all members of the University community. The Title IX Coordinator provides institutional leadership in ensuring the University is in compliance with federal law and state statutes; oversees the centralized review, investigation and resolution of all complaints related to sexual assault, gender-based harassment, dating or domestic violence, and stalking; and ensures a fair, equitable, and prompt process for all involved. All disclosures or reports of violations of the University’s sexual assault, sexual misconduct, or sexual harassment policies will be directed to the Title IX Coordinator. 

General Duties, Responsibilities and Objectives
· Ensure compliance with federal and state laws and regulations, including Title VI, VII, IX, the ADA, the Clery Act, and other state and federal laws that prohibit discrimination, as well as university policies prohibiting discrimination, harassment, sexual violence, and retaliation.
· Coordinate the institutional response to complaints of unlawful discrimination by students, faculty, staff, and guests and oversee all unlawful discrimination complaint investigations, including sexual violence complaint investigations, to ensure prompt, fair, and equitable resolutions.
· Assist with the implementation of equal opportunity and affirmative action policies of the University/Corporation Affirmative Action plan.
· Advance the University/Corporation commitment to institutional equity and equal opportunity within the University's campus community, including academic and athletic programs.
· Provide leadership and direction for University/Corporation initiatives and activities and coordinate strategic efforts aimed at the prevention of and response to unlawful discrimination, including sexual violence.

Specific Duties and Responsibilities
Compliance:

· Coordinate and oversee development and revision of institutional policies and procedures related to equal opportunity, affirmative action, unlawful discrimination, and sexual violence to ensure compliance with WVSU, state and federal policies, regulations, Executive Orders and statutes.
· Coordinate and enforce consistent, accurate, and effective implementation of University/Corporation policies and procedures relating to equal opportunity, affirmative action, unlawful discrimination, and sexual violence.
· Assume primary responsibility for the annual preparation of required institutional reports and documentations related to equal opportunity, affirmative action, unlawful discrimination, and sexual violence, as required by external bodies such as the West Virginia State Department of Education and the United States Department of Education.
· Serve as institutional liaison to state and federal government compliance or investigation officers.
Oversight of Investigation and Response to Complaints of Unlawful Discrimination and Sexual Violence:

· Oversee prompt, effective, and equitable intake, investigation, processing, issuing of findings of fact, and resolution of all instances of unlawful discrimination known to the University.
· Receive reports/complaints of unlawful discrimination, including sexual violence, and coordinate a prompt, equitable, and impartial administrative investigation and response to such report/complaint; track and identify patterns and, if necessary, develop action plans to address areas of concern.
· Appoint, oversee, train, and provide leadership to EEO/Sexual Misconduct Complaint Investigators.
· Develop and maintain investigation procedures, including a case management plan for each reported incident of unlawful discrimination and sexual violence.
· Support efforts of all University offices that adjudicate, or otherwise respond to students, faculty, or staff who are parties to complaints of unlawful discrimination to ensure fair, equitable, and neutral processes for all.
· Coordinate with campus units and community partners to ensure reporting individuals and accused/responding individuals are informed of and have access to support services and appropriate institutional accommodations.
Education, Prevention, and Assessment:

· Provide institutional leadership on the design and development of legally compliant sexual violence related education and training, awareness campaigns, and prevention programs for students, faculty, and staff.
· Oversee and coordinate the delivery of all education and prevention efforts and collaborate with key stakeholders within the campus community.
· Maintain documentation of all training and educational programs related to compliance with state and federal law and policy; continually evaluate effectiveness of education and prevention methods.
· Provide institutional leadership on the development and dissemination of legally compliant educational materials, including brochures and posters, which inform members of the campus community of their rights and responsibilities under Title VI, VII, IX, the ADA, the Clery Act and other state and federal laws that prohibit discrimination, as well as university policies prohibiting discrimination, harassment, sexual violence, and retaliation.
· Develop and maintain a website which effectively outlines the duties of the office, the various rules, regulations, policies and laws monitored and enforced by the office, and the various avenues of reporting potential violations of these rules, regulations, policies, and laws.
· Develop a strategic plan for conducting sexual violence campus climate assessments; ensure implementation of that plan and analysis of data.
Communications and Community Outreach:

· Represent the University on EEO, institutional equity, unlawful discrimination, and Title IX/sexual violence matters and work with the Office of Communications and Marketing to inform the public about the University's efforts and successes.
· Develop, initiate, and oversee collaboration with community partners on sexual violence prevention, education, response, and policy.

Knowledge and Abilities 

· Ability to lead by example.

· Adhere to high standards of integrity and ethics in all respects of work performed on behalf of the institution.

· Ability to manage multiple projects simultaneously to accomplish goals within established timelines.

· Work ethic which includes service orientation, thoroughness, objectivity, and attention to detail.

· Previous experience with, and training in, conducting investigatory processes and responding to complaints,
· Demonstrate the ability to communicate effectively (including interpersonal, oral and written),
· Strong counseling, conflict resolution and/or negotiation skills and experience,
· Provide a track record of success in maintaining confidentiality and use of discretion,
· Ability to build relationships and work collaboratively in a high consultative campus culture,
· Computer competency and experience with Microsoft Office required, including a working knowledge of Word, Excel, and PowerPoint,
· Demonstrated effectiveness working with a diverse population of students, faculty and staff,
Supervision Given and Received 

No supervisory duties

Minimum Qualifications 

· Master’s degree in a related field from a college or university accredited by a U.S. Department of Education or an internationally recognized accrediting organization.
· Three to five years of relevant professional experience, specifically with legal, regulatory and/or policy compliance

Preferred Qualifications:

· PhD in counseling in a closely related field from a college or university accredited by a U.S. Department of Education or an internationally recognized accrediting organization

· Three to five years of progressive leadership experience in an educational setting

· Experience with sexual violence prevention education

· Five plus years of experience conducting compliance related investigations

· Experience coordinating and leading educational forums and/or training sessions

· Training in investigatory processes
Other Qualifications 
Must be able to attend meetings and other work-related events and activities; and travel to attend state, regional, and national conferences and workshops as appropriate.

Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit and reach with hands and arms.  The employee is frequently required to stand and walk.  Specific vision abilities required by this job include ability to adjust focus. 
Work Environment

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 moderate.

Other Duties

Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job.  Duties, responsibilities and activities may change at any time with or without notice.

AAP/EEO Statement 

Reasonable accommodations will be made to provide this content into reasonable alternate accessible formats upon request. Please contact our offices at (304) 204-4306 or bdillard@wvstateu.edu.

 West Virginia State University Research and Development Corporation is an Equal Opportunity/Affirmative Action institution that does not discriminate on the basis of race, color, religion, sex, national origin, disability or veteran status in any of its programs or activities.

Closing Date: January 18, 2019

Please send cover letter, resume, unofficial transcript, and recent letters of recommendation from three professional references with contact information to:

Search Committee Chair, EEO Compliance Officer/Title IX Coordinator  
West Virginia State University Research and Development Corporation, POB 1000, 204 ACEOP Administration Building,

Institute, WV 25112.

PREFERRED: Information accepted as e-mailed in Word or PDF format to

rdemployment@wvstateu.edu  
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