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1. GENERAL POSITION INFORMATION  

Position Name Director of Diversity, Equity, and Inclusion 

Classification Exempt 

FTE  1.0; Full-Time; Benefitted 

Work Hours 8:30 am to 5:00 pm  

Department/Division  University Affairs  

Supervisor Executive Vice President  

 

2. POSITION SUMMARY  

Provide 3 to 5 descriptive statements to summarize the overall purpose of the position. 
The Director of Diversity, Equity, and Inclusion (DEI) leads university efforts to create and 
promote an accessible, equitable, and inclusive culture at the institution. In support of this 
culture, the Director of DEI is responsible for leading the development and implementation of 
key diversity, equity, and inclusion initiatives in support of the University’s mission, core 
values, and strategic priorities. The Director of DEI collaborates with academic and 
administrative leadership, faculty, staff, students, external partners, and community 
stakeholders to shape and sustain a university environment where all employees and 
students have an opportunity to realize their goals. The Director of DEI develops and 
implements initiatives, trainings and learning opportunities to create a shared understanding 
of the connection between an equitable and inclusive culture to student and employee 
success. The Director of DEI serves as an advisor and resource to faculty and staff in 
assuring practices and policies inside and outside the classroom are equitable and inclusive.  

 

3. KEY RESPONSIBILITIES 

List key position responsibilities/duties by category and estimate the percentage of time spent on each 
responsibility. The total percentage of duties must equal 100%.  

Key Responsibilities/Duties % of Duties 
Leading the Development, Implementation, and Coordination DEI Initiatives  

• In partnership with university leadership, lead and facilitate efforts to cultivate 
a university culture of equity, accessibility, and inclusion.  

• Participate in strategic planning and advance university strategic priorities 
related to DEI by coordinating the development and implementation of key 
initiatives and supporting action plans.  

• Lead the university DEI committee, including convening regular meetings and 
utilizing committee meetings and sub-committees to facilitate the 
development and implementation of DEI initiatives.  

• Report the status of DEI initiatives and identified needs to the Executive Vice 
President, President, and other members of the executive leadership team. 

• Serve as a consultant to faculty, staff, and administration on best practices in 
creating and promoting of an equitable, accessible, inclusive, culturally 
responsive environment for students to learn and employees to work. 

• Collaborate with academic and operational departments to develop policies, 
practices, and programs that help students from marginalized and 
underrepresented populations feel welcomed, connected, and supported at 
UWS.  

50% 
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• Collaborate with academic programs and the office of student serves to 
develop policies, practices, and programs that improve the student 
recruitment, retention and graduation of black, indigenous, people of color, 
and underrepresented communities. 

• Partner with the Office of Human Resources to create policies and practices 
that help employees feel welcomed and connected and promote an inclusive 
culture. 

• Partner with the Office of Human Resources to create strategies for 
recruitment and retention of black, indigenous, and people of color, and 
underrepresented employees. 

• Identify and engage other diversity, equity, and inclusion professionals and 
community resources to explore opportunities for collaboration and mutual 
support. 

• Represent the university to external community organizations and agencies 
and be the liaison to key external stakeholder groups. 

Facilitating DEI Training and Learning Opportunities   

• Lead efforts to educate all employees in culturally relevant practices.  

• Partner with university leadership, to build capacity among all employees and 
students to view topics or issues from multiple perspectives and cultural 
vantage points. 

• Provide consultation to staff, faculty, or departments in the identification of 
challenges or barriers to providing inclusive, accessible, equitable, and 
culturally responsive services to students; Provide consultation on strategies 
to address these challenges or barriers.  

• In partnership with the College Deans and the Center for Teaching and 
Learning, coordinate training and learning opportunities that support 
accessibility in educational offerings and build cultural understanding and 
mindfulness. 

• Provide consultation to faculty in how to integrate best practices.  

• Identify and work with external partners or consultants to bring learning, 
training, speakers and/or diversity opportunities and events to the university.  

• Develop and implement evaluation instruments to collect participant feedback 
and assess training/learning outcomes; Use data to modify trainings and/or 
supportive materials. 

20% 

Participating in the Evaluation, Analysis, and Reporting of DEI Efforts 

• Work with the Office of Institutional Effectiveness to identify and design 
measures to track and monitor equity and inclusion initiatives.  

• Participate in analyzing and reposting of student and/or employee 
demographic data.  

• Participate in the development of written reports including the university’s 
Annual Appraisal Report outlining the university’s DEI efforts and 
demonstrated progress in implementing such efforts.  

• Contribute to the development of accreditation self-studies, reports, and other 
materials as related to the institution’s DEI efforts.  

• Support the disaggregation of data as needed to assess the impacts of 
programs, policies, practices, and processes on students or employees from 
marginalized and underrepresented populations.  

20% 
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• Work with university leadership, to review and revise university policy 
analyses, as needed, to ensure policies and associated processes are 
inclusive, equitable, and culturally relevant. 

Managing Department Budget and Operations 

• Keep well-informed of best practices, initiatives, and changes in legislation 
or regulation as related to promoting and supporting DEI in higher 
education.  

• Develop, implement, and monitor departmental plans.  

• Complete tri-annual departmental assessment, as needed.  

• Manage department budget, including developing an annual budget and 
monitoring operational expenses. 

10% 

 

4. UWS CORE VALUES AND ASSOCIATED COMPETENCIES  

The following Core Values are integral to working at UWS. All employees, regardless of their position 
within the university, are expected uphold the Core Values and demonstrate associated competencies.  

Best Practices We maintain high standards by using and integrating evidence across 
multiple disciplines. To accomplish this, We: 
• Seek out and use relevant data to inform our decision-making.  
• Incorporate peer-reviewed research and professional experiences 

into academic discourse and patient care.  
• Promote student learning through excellence in instruction and 

assessment. 

Curiosity  We are innovative, open minded, and forward thinking. To accomplish 
this, We:   

• Approach our work with curiosity, inquisitiveness and willingness to 
think outside the box.  

• Value and consider new ideas and ask, “What if...?” 

• Remain open to change in order to advance and improve. 

Inclusiveness We are respectful, mindful, and welcoming of different ways of being, 
thinking, and doing. To accomplish this, We:  

• Actively listen to diverse perspectives and value different 
viewpoints and experiences. 

• Promote the equity of ideas, resources, power, and identity for all. 

• Gather information and input from diverse groups to develop a 
common vision, improve policies and practices, and advance 
institutional goals. 

Professionalism  We are responsible, respectful, and accountable. To accomplish this, 
We:  

• Demonstrate civility in all our interactions, especially when there 
are disagreements or differing opinions. 

• Take ownership of our speech, conduct, demeanor, and 
deliverables.  

• Adhere to established policies, procedures, agreements, and 
deadlines. 

• Act as thoughtful stewards of the university and its resources. 
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Student-Focus We work for the common good of students’ academic and professional 
success. To accomplish this, We: 
• Incorporate student feedback to improve academics and university 

services. 
• When making university decisions, we ask: What effect will that 

have on students? 
• Seek to understand the students’ experience through their eyes. 

Whole-Person 
Health  

We promote physical, mental and emotional wellness in all facets of 
the UWS experience. To accomplish this, We: 

• Intentionally cultivate environments that support work-life balance.  

• Consider personal and community wellness in decision-making. 

• Maintain rigorous academic standards while supporting the health 
and well-being of our students.  

• Include a range of health modalities in the classroom and clinic. 

 

5. POSITION QUALIFICATIONS 

 Required Preferred 

Education & Training Bachelor's degree.   Master's degree; or equivalent 
experience contributing to large-
scale initiatives within diversity, 
equity, and inclusion in education 
organizations.  

Certifications & 
Licenses 

n/a n/a  

Experience Two (2) years of experience 
coordinating diversity advocacy 
initiatives, preferably in higher 
education. 

Five (5) years of experience 
coordinating diversity advocacy 
initiatives, preferably in higher 
education.  

Related Knowledge, 
Skills, & Abilities 

The Director of DEI is required to have the following demonstrated 
knowledge, skills, and abilities:  
- Understand best practices for advancing equity, diversity and 

inclusion, including racial equity, and in providing culturally 
mindful and culturally relevant education.  

- Develop collaborative and trusting relationships with individuals 
of all identities, abilities, and diverse backgrounds. 

- Demonstrate conflict resolution strategies.  
- Engage in transparent and effective communication both verbal 

and written.  
- Demonstrate effective writing skills in the development of reports, 

documents, resources, and presentations.  
- Develop, implement, and evaluate plans, programs, policies and 

processes.  
- Create and present effective and engaging learning and training 

programs.  
- Complete job tasks with minimal supervision and staffing.  
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Other Qualifications Ability to work remotely, as needed, to align with current COVID-19 
requirements set forth for Oregon employers.  

 

APPLICATION, SCREENING AND HIRING PROCESS: 
Please submit a letter of application, a resume and the names and contact information of three 
professional references. Official transcripts from prior institutions of higher learning must be 
received prior to offer being extended to the finalist. 
 
University of Western States conducts background checks for the finalist or finalists of staff and 
faculty positions. The type of background check will vary by position type. 
 
University of Western States is an equal opportunity employer. 
 
To apply, please visit our website and click the large orange button: 
https://www.uws.edu/about/employment/ 
 
You may attach your materials as Word or PDF documents. 
 

 

 

https://www.uws.edu/about/employment/

