










































































Accrediting Council for Independent Colleges and Schools
POSITION DESCRIPTION

May 2618

Position: Vice President of Accreditation

Type:

Full time, Exempt

Reports to:  President
Supervises:  Accreditation Coordinators, Program Analysts, Manager of Policy and
Institutional Compliance, Accreditation Support Coordinators and contract staff as assigned

Position Summary:

The Vice President of Accreditation is the senior administrator of the Department of
Accreditation and i1s responsible for the systematic and consistent implementation of policies,
procedures and ACICS accreditation standards pertaining to assessment of institutional
compliance, quality assurance, policy, and quality enhancement. The Vice President of
Accreditation ts also responsible for ensuring Agency compliance with USDE regulations and
reporting requircments.

Responsibilities:

Direct and implement the Accreditation Criteria

Provide membership information, statistical data, institutional reports, budget
information, and support to other ACICS departments as requested for technology
support systems development and electronic data management

Supervise manager responsible for institutional quality assurance and provide executive
direction to all aspects of the accreditation/visit process

Supervise manager responsible for the recruitment, training and development of
evaluators

Supervise manager responsible for screening, guiding, and developing initial applicants
for accreditation; training and development of accreditation coordinators: and continued
development of institutions through accreditation workshops

Supervise manager responsible for coordinating and providing all institutional services,
including processing of all requests for approval of institutional changes and expansion of
campuses

Manage complaints and investigation of adverse information. as well as the ARIG
Supervise staff responsible for the implementation and menitoring of the PVP

Manage all campus development operations and development of internal processes and
internal quality assurance

Direct the development of criteria related to distance and non-traditional education;
cvaluation of international educational institutions; and assessment of consortium and
contractual arrangements proposed by member institutions






























Position Description
Accounting Manager

Page 3

Run an unapplied cash report, research unapplied items, properly apply the cash to A/R or
create a check request for the cash to be refunded.

Prepare for and assist in the annual financial audit

Send out collection letters to any institution carrying a balance hitting the 90-day mark
signed by the President and CEO.

Maintain detailed records of all collection efforts to include phone calls and emails. |
Maintain a spreadsheet for all workshops hosted and onsite to include (dates, type of
workshop, cost, number of participants, total of payments, and total revenue).

Generate visit cycle invoice, annual sustaining fee invoices and workshop invoices review
and mail. |
Respond to all inquiries on invoices from institutions via email or phone.

Accounting Manger -

AFR -

Perform internal month-end close procedures including but not limited to reconciliation of bank.
accounts and maintenance of schedules and monthly reconciliations for investments and other
various general ledger accounts.

Oversight of all accounting and budgetary functions, including cash receipts, A/R, A/P,
reconciliation i
Preparation of monthly financial statements for the President and CEO

Annual financial audit (will serve as a company contact to an independent auditor)
Strategic financial input and leadership on issues of contracts and investments
Asset inventory control

Supervise the collection and analysis of institutional financial data through the Annual
Financial Report (AFR)

Review of audited annual financial reports from ACICS accredited institutions, financial reports
submitted in connection with new applications for accreditation, business plans in connection
with institutional reorganization and growth, financial information provided through the
Department of Education and all other financial/business information that supports
accreditation decisions made by the Council

Monitor cohort default rates

Serve as the lead source for the Council on financial/business analysis of educational
institutions and as Primary Staff Liaison to the Council’s Financial Review Committee

Advise Council on financial and business matters of ACICS accredited institutions, particularly
as they relate to sustainability of those institutions

Advise AID department/Council on financial suitability of institutions aspiring to initial ACICS
accreditation or currently accredited institutions considering expansion, change of ownership or
control, or other business strategies

Communicate with member institutions to provide guidance on financial aspects of ACICS |
accreditation ;
Conduct special financial on-site visits as directed by Council i

Qualifications: '















ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND

SCHOOLS
POSITION DESCRIPTION
Position: Senior Program Analyst
Type: Part-Time, non-exempt

Reports fo:  Vice President, Accreditation

Position Summary:

The Senior Program Analyst provides leadership in the review and executive consideration of
applications submitted electronically from ACICS member institutions, and researches and
evaluates the contents of the application for compliance with ACICS policies and procedures for
subsequent action by the Council. The individual presents to the Executive Committee, on behalf
of staff, the recommendations for substantive change applications as well as other procedural
matters requiring the Council’s attention.

Responsibilities:

o Prepare and present all materials relevant to a substantive change application for the
consideration of the Executive Committee, in their capacity as the Substantive Change
Review Committee

e Draft and transmit substantive change action letters following the EC meetings as well as
prepare Substantive Change Mecting minutes

e Participate in Policy Review as it relates to Institutional Change processes and procedures.

« Understand the agency’s Accreditation Criteria as it relates to the specific application
processes and provide guidance to other program analyst staff

» Manage the updates made for all Substantive Change actions in the Department’s DAPIP
portal.

« Provide leadership in the review and revision of the requirements and tempiates for
Applications to ensure currency with ACICS expectations

e Manage the program-level updates in the CRM (Personify) and Member Center to ensure
accuracy in all records

« Analyze and evaluate the application with the relevant Criteria and procedural expectations
and apply policies pertaining to standard requirements for various applications

e Maintain effective communication with institutions concerning the application materials and
expectations to ensure a thorough review

e Prepare application review communication to institutions including those needing additional
information, approvals, revisions, and denials, as appropriate

« Routinely communicate issues and concerns to the supervisor as needed









Assisted in developing, planning—n\d follow-up of requirements for functiong«agecial events, open houses, orientations,
displays, tours, etc. '

Worked to ensure that the local initiatives were accomplished within NextCare’s marketing budget.

Initiated a systematic schedule and process that accomplished quantifiable goals.

MedicAlert Foundation Nonprofit Outreach Specialist July 2007-May 2009

-

Honorably selected as the first outreach representative in MedicAlert’s 53-year nonprofit history.

Developed and implemented key and effective marketing/communication plans for ail of Arizona.

Influenced/counseled case managers, hospital staff, neurologists, endocrinologists, nurses, condition associations, the
Alzheimer’s Association, and the general public to use and promote MedicAlert and the MedicAlert+Safe Return Program.
Worked independently from home office to successfully create and execute weekly sales calls and weekly status reports.
Created a grassroots approach to marketing/sales for MedicAlert Foundation.

Conducted weekly lectures, presentations to key decision makers/general public that helped drive MedicAlert’s sales.
Averaged 7+ physician office stops/calls each day while continuously promoting MedicAlert's life saving services.
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e  Develop, program, test u.... implement complex stored procedures, triggers and .. ucesses as needed to satisfy client
requirements.
*  Compile advanced reporting tools utilizing SQL, Crystal, Access and soflware specific programs to deliver required
reports, exiracts and data analysis.

s Install, configure and document backend software to support the implementation including but not limited te: NT, SQL,
Cold Fusion, 118, and Crystal Info Server.

April 1996-July 2001 Aronson Consulting, Inc. Rockvilie, MD

Senior Technical Consultant

s Senior Technical Consultant certified in iMIS, a customer relations management, web and content management tool for
the Association industry.

s  Completed full-scale conversion programming from legacy systems into new formats utilizing advanced SQL
programming,.

¢ Developed, programmed, tested and implemented complex stored procedures, triggers and processes as needed to satisfy
client requirements.

¢  Compiled advanced reparting tools utilizing SQL, Crystal, Access and software specific programs te deliver required
reports, extracts and data analysis.

¢ Installed, configured and documented backend software to support (he implementation including but not limited ta: NT,
SQL, ColdFusion, IIS, and Crystal Info Server.

1992-1996 Jackson and Tull Seabrook, MD
Finance Manager

Managed employees in the financial unit of the Aerospace Engineering Division.

Developed proposals in response to government and commercial RFPs.

Developed financial procedures and directives to ensure acceptable and sound fiscal planning and control.

Developed and monitored the execution of the financial program; reviewed and analyzed contract program objectives and
the effective ulilization of contract funds; developed maintained and monitored financial reporting and accounting system.
®  Prepared contract budgets; developed expense projections; and was responsible for the processing, preparation,
adminisiration and control of $260+ million in NASA contracts.

1989-1992 Jackson and Tull Gaithersburg, MD
Sentor Financial Analyst

Coordinated all submissions into a consolidated budget and financial forecast,

s  Prepared and issued regular and special reports including NASA/GSFC Form 18-42’s and NASA Form 533Ms.

»  Reconciled all cost and budget data with accounting system.

s  Prepared estimates for cost proposal; developed and maintained financial procedures to monitor expenditures of labor,

overhead, materials and other costs on project activities.

»  Conducted special studies and analyses of financial practices and procedures and documented recommendations to
promote efficiency in the area of financial management.

*  Monitored the status of costs versus budgets to prevent cost overruns; compared costs to total budget and lo milestone
schedules; reviewed and audited operating budgets periodically to analyze trends affecting budget needs. Maintained
financial records of operation and compiled manpower and matcrial cost estimates.

Technical Applications/Programming Tools:
Skills Micrasoft SQL, MSDE, Sybase, Cold Fusion, 1S, Microsoft Word, Excel, Access, MS Project, PowerPoint, Great
Plains, Solomon, MAS90, Quickbocks, Crystal Report Writer, iMIS, Personify, BI360, Concur, and SharePoint.

Education/ University of Maryland, College Park, MD

*  Managemenl! Information Services
Howard Community College, Columbia, MD

¢ Business Management/Finance

Training

References Available on Request













I received $100 dollars on three different occasions for solely earning 100% on mystery
shops.

Education:

TC Williams High School, High school diploma (spring, 2007)
Cheyney University of PA (fall, 2007)

Volunteer: fall 2005 - spring 2007

Mount Vernon Elementary School- Taught and helped young children to read during an
after school program.

TC Williams High School- After school I stayed to clean classrooms. During lunch break
on occasion [ would help out in the office, screening calls, greeting visitors and parents,
and answering phone calls.

Software:

+ Microsoft Excel
- PowerPoint

* Word Perfect

Hobbies/Personal

* Reading

* Wnting

+ Online Exploring

» Member of the FBLA












KarlySSmith@hotmail.com ™

4" Grade Inclusion Teacher/ Team Leader/Yearbook Chair

Charles County Public Schools, Dr. Samuel A. Mudd Elementary

Waldorf, MD, August 2005-June 2007
-Created lesson plans and activities that motivated students and engaged them in the learning
process by infusing humor and other methods of intrigue
-Kept detailed records of classroom praceedings, student actions and correspondence with parents
-Compiled data on student success and program effectiveness
-incorporated technology into instruction
-Assessed, analyzed and reported educational data for multidisciplinary meetings
-Generated and implemented objectives, goals, indicators and procedures for Individualized
Education Pians to promote student success
-As Team Leader, kept grade-level team under budget and addressed needs of staff, and planned
curriculum related activities
-Managed, designed, and organized school yearbook
-PBIS (Positive Behavioral Interventions and Supports) committee member

Substitute Teacher/Preschool

Abide In the Vine Childcare Center

Owego, NY, June 2003-July 2005 (Intermittently)
-Created and planned daily instructional lessons for children ages 1-12
-Developed activities for outdoor and indoor learning experience and recreation
-Engaged various teaching strategies for working with students of different abilities
-Used principles of behavior management to work with students with emotional disorders
-Assisted supervisor with secretarial tasks

Pharmacy Associate

Eckerd Pharmacy

Owego, NY, May 2000-August 2003
-Recorded and filed confidential information using online information systems
-Problem-solved complaints in a way that suited the best interest of customers and the company
-Completed prescription and drug inventories, automation services, and other clerical duties
-Carried out customer service duties

VOLUNTEER EXPERIENCE:

American Chamber of Commerce

Taichung, Taiwan September 2007-November 2010
-Assisted in coordination of fundraising functions (book sales, golf tournaments, dinner dances)
through soliciting sponsors and participants, ticket sales, scheduling, and logistical support.

Taichung International Golf Soclety

Taichung, Taiwan, April 2008-January 2010
-Supported the Society with help setting-up and seeing to the needs of players in their Cross
Straits Challenge Tournament. Logistical support was also given for their annual year end
banguets.
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