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* Provide executive support to the Chancellor/Executive Vice President and Provost in all
his internal and external supervisory and leadership roles

* Research, design, draft, edit, and prepare a variety of confidential and sensitive materials
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* Engaged in a thorough review of the university’s undergraduate, graduate, and
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* Managed the collection and analysis of information provided by the work groups
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* Created a comprehensive resource database encompassing past program reviews and
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* Contributed to the writing and editing process of the final report
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* Managed staff, fiscal matters, and all daily aspects of the Self-Study Office
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*  Worked in collaboration with the Office of Institutional Assessment and Evaluation on
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