
 

 

ACCSC Position Announcement 

Accreditation Coordinator 

The Accrediting Commission of Career Schools and Colleges (ACCSC), a 501 (c)(3) nonprofit 
organization, has been continuously recognized by the U.S. Department of Education as a reliable 
authority for quality education since 1967. ACCSC is dedicated to ensuring a quality education 
for more than 230,000 students who are pursuing a career education at approximately 730 post-
secondary institutions across the United States, Puerto Rico, and abroad. In fulfilling its mission, 
ACCSC seeks to assess and enhance the educational quality of an institution, ensure consistency 
in institutional operations, promote self-evaluation and institutional improvement, and provide 
for public accountability.  

As a way for ACCSC to continually meet its mission in a committed fashion, the Commission has 
established a values-based framework supported by the following foundational core values: 
Integrity, Accountability, Continuous Improvement, and Community.  Learn more 
about ACCSC’s Mission, Vision, and Core Values by clicking here. 

ACCSC is seeking qualified, dedicated, self-disciplined candidates to join our team, support our 
mission, and to make meaningful contributions in support of our strategic goals.  ACCSC offers 
a fast-paced, challenging, team-based learning environment that demands self-motivation, 
technical proficiency, creativity, and strategic thinking.   

Position Description 

The Accreditation Coordinator is an exempt position within the Accreditation Department and 
reports directly to the Manager of Accreditation Operations.  

Each year, ACCSC conducts hundreds of on-site evaluations to its accredited member 
institutions.  In fact in 2013 alone, ACCSC conducted 283 onsite evaluations as part of the 
accreditation process. The Accreditation Coordinator serves as the designated ACCSC 
representative during on-site team evaluations and is responsible for supporting the onsite 
evaluation team’s assessment of a school’s compliance with accrediting standards, and providing 
interpretive guidance of accrediting standards and practices as warranted. The Accreditation 
Coordinator is also responsible for managing and planning all aspects of the accreditation process 
and subsequent on-site evaluations for approximately 40 schools per year, in addition to 
synthesizing the team’s observations and school data into a summary report.  
 

Primary Job Duties and Responsibilities: 

 Schedule, plan, and execute the on-site evaluation process for assigned schools  
 Review, analyze, and evaluate applications for accreditation and write a compliance response 

letter to each assigned school 
 Provide guidance to onsite evaluation team members on accreditation standards and practices 

 
 



 

 
 

 Recruit volunteers from the organization’s existing database to be a part of the on-site 
evaluation team to the school  

 Manage the scheduling, progress, and timing of the evaluation team while on-site 
 Along with the on-site evaluation team, prepare a summary report which serves as the official 

record of the team's observations during the visit to each assigned school 
 Provide any follow-up, assistance, or interpretive guidance to the school after the on-site 

evaluation is complete 
 Become an expert on the ACCSC Standards of Accreditation and be able to discuss 

requirements with school officials 
 Keep detailed records regarding the scheduling, logistics, and volunteer information   

Qualifications 

 Bachelor’s degree required;  
 Significant travel each month is required  

o Approximately 12-14 days on the road each month 
 Must hold a valid driver’s license 
 Strong analytical and auditing skills with the ability to synthesize data and report accurate 

information 
 Must be able to communicate effectively to various audiences (team members, volunteers, 

school administration, students, etc.) 
 Ability to self-motivate and multi-task while working on various projects  
 Ability to work with confidential material in a collegial manner 
 Must be professional, team oriented, self-disciplined, and possess strong relationship and 

conflict resolution skills 
 Excellent writing, editing, and word processing skills  
 Proficiency in Microsoft Office 
 Fluency in Spanish would provide an advantage in the job 
 Additional duties and responsibilities as assigned 
 

ACCSC is an equal opportunity employer and strives to attract diverse team members. Our 
outstanding work environment fosters collaboration among team members and encourages 
personal and professional development. ACCSC offers a competitive salary and benefits package, 
commensurate with experience. 

Visit www.accsc.org for more information on ACCSC and the accreditation process. 

 


