
 
 
 
 
 
 
 

POSITION ANNOUNCEMENT 
 

ACCSC Accreditation Coordinator 
 
 
POSITION DESCRIPTION
 

: 

For more than 40 years, the Accrediting Commission of Career Schools and Colleges 
(ACCSC) has been at the forefront of establishing and advancing quality education at private, 
postsecondary career schools and colleges. ACCSC, recognized by the United States 
Department of Education as a private, non-profit, independent accrediting agency, is 
dedicated to ensuring a quality education for more than 220,000 students who annually 
pursue career education at 800 accredited institutions. 
 
Accreditation is a private, voluntary, non-governmental, peer-review process which provides 
a means of assisting schools and colleges to become stronger and better institutions by setting 
standards of educational quality.  Accreditation 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. ACCSC 
accreditation enhances the quality of education provided and promotes institutional 
accountability by systematically and comprehensively evaluating institutions based upon 
criteria established via the Standards of Accreditation.   
 
At ACCSC, our core values include: Integrity, Accountability, Open Communication, 
Teamwork, and Continuous Improvement.  We are committed to hiring the most qualified 
employees that also share these important values.  The Accreditation Department is primarily 
responsible for processing applications for initial and renewal of accreditation, conducting 
on-site evaluations, evaluating reports/institutional responses, preparing materials for 
Commission meetings, and scheduling and coordinating appeal activities. The Accreditation 
Coordinator is an exempt position within the Accreditation Department that serves as the 
Commission staff representative during onsite team evaluations to ensure that compliance 
with the Standards of Accreditation is maintained in our member schools. 



 
The primary duties and functions of the ACCSC Accreditation Coordinator include 
evaluating institutional self-studies and documentation for compliance with established 
standards.  It also includes providing consultative guidance and feedback with respect to the 
application of standards at the practical level in the institution.  Each position involves 
extensive travel [on average three weeks per month (8 in school days each month)].   The 
ability to work with confidential material in a collegial manner is required.  Candidates for 
this position must be professional, team oriented, self-disciplined, possess strong conflict 
resolution skills, and maintain a sense of balance between operational effectiveness and 
continuous quality improvement.  Additional responsibilities/challenges will be assigned 
depending on demonstrated growth potential.   
 
 
QUALIFICATION (GUIDELINES)
 

: 

* BA/BS in an area that supports the requirements of the position description; 
 
* Must be available to travel three weeks each month; 

 
* Should be able to communicate effectively to various audiences (team members, 

volunteers, school administration, etc.) 
 
* Experienced individual with excellent writing, editing, and computer word processing 

skills; 
 

* Strong analytical and auditing skills with the ability to synthesize data and report 
accurate information;   

 
* Must have the ability to multi-task while working on various projects at once; 
 
* Knowledge of training institutions, instructional processes, management techniques and 

business operations a plus; and                                                                                                                                                                           
 
* Fluency in Spanish would provide advantage in the job. 

 
Interested candidates should submit a letter of interest, resume and salary requirements to 
hr@accsc.org. 


