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                  The Collaborative on Academic Careers in Higher Education

Job Title
	Interim Survey Manager

Employment type
4 month temporary position with the possibility of extension or conversion to permanent position. 

Hours per Week and Duration
35 hours per week/ beginning Nov 7th, 2022

Job Specific Responsibilities
The Collaborative on Academic Careers in Higher Education (COACHE) is a Research-Practice Partnership based at the Harvard Graduate School of Education with the mission of understanding faculty careers and providing its partners with data designed to make the academy a better and more equitable place to work.

The Interim Survey Manager position serves as the primary point of contact for all survey administration and reporting needs of COACHE.  This position is responsible for survey administration, reporting, and partner support for both the COACHE Faculty Job Satisfaction Study and the COACHE Faculty Retention and Exit Study.

Research Administration
· Serve as primary point of contact with regards to all survey administration and reporting logistics;
· Communicate timelines and deliverables to COACHE Partners;
· Review and clean population files according to specifications;
Data Analysis and Reporting
· Execute standard analyses and help develop customized analyses that address questions of core interest to COACHE and its partner institutions;
Partner Support and Engagement
· Serve as the primary point of contact for partner support and engagement. This includes maintaining automated workflows and improvements to business processes;
· Contribute to drafting reports and presentations for partner leadership, including college and university partners and the broader research community.
· Communicate with the Executive Director on all issues related and concerns related to partner relationships management
Office Operations
· Maintain open and clear communication with PI / project director;
· Document all processes;
Basic Qualifications
· Bachelors degree in education, political science, public policy, economics, statistics, computer science or a related field, prior to starting in the position;
· Experience with survey research
Additional Qualifications
· Expertise in the use of the following programming languages and applications: SPSS or Stata, Python, R, and SQL;
· Familiarity with Salesforce, Marketing Cloud, or other Client Relationship Management platform
· Strong attention to detail required;
· Ability to communicate with a broad range of constituent groups including academic leaders, institutional researchers, and faculty;
· Experience with project management.
To apply
To apply for this position, please submit your resume and cover letter to coache@gse.harvard.edu with the job title in the subject line. To learn more about COACHE, please visit http://coache.gse.harvard.edu.
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