
UNIVERSITY OF SOUTHERN CALIFORNIA

Academic Integrity Coordinator, Office of Academic Integrity, 
Provost’s Office

Job Code: 137641

OT Eligible:

Comp Approval:

Investigates, processes and resolves reported incidents of conduct of an academic nature by 
students in violation of university policy. Promotes and ensures accountability to and understanding 
of university practices and policies related to academic integrity through educational intervention 
and disciplinary action and serves as a primary point of contact for student, faculty, staff, and 
external parties and witnesses.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

2/7/2022

______ Meets with students through informal and formal processes to discuss reported 
incidents of alleged academic misconduct. Conducts investigations, when 
necessary, as outlined in the university’s student handbook and other university 
policies. Determines and processes investigative plan and timeline. Identifies and 
interviews faculty, respondents, and witnesses, and serves as the primary case 
processor and point of contact for all interested parties. Gathers, reviews, and 
analyzes information/ evidence as outlined in the student handbook and other 
university policies.

______

______ For formal resolutions, convenes and conducts hearings with student respondents 
and advisors to inspect and review all information/evidence and allegations brought 
against respondents. Conducts further investigation as appropriate. Weighs 
information/evidence from various sources, determines credibility, makes a 
determination of responsibility when supported by the information/evidence, and 
proactively identifies conduct or academic work violating the student handbook, the 
course syllabus and other university policies.

______

______ Prepares and maintains necessary reports based on investigative determinations, 
documenting the chronology and content of the investigation and 
information/evidentiary review process. Resolves cases, renders findings of 
responsibility when supported by the information/evidence and determines 
violations of policy. Determines outcomes as appropriate that support the mission, 
values, health, safety and wellbeing of the university community and the mission of 
the office. Ensures students complete assigned outcomes. Provides information as 
needed to the appeals coordinator.

______

______ Communicates and provides information about the disciplinary review process. 
Provides guidance and support resources to students involved in the investigation 
and disciplinary review process. Tracks case developments, completion and follow-
up including outcome compliance. Identifies trends in student academic integrity 
incidents in various campus communities for education and outreach.

______



Academic Integrity Coordinator, Office of Academic Integrity, Provost’s 
Office - Job Code: 137641

Page 2

______ Provides consultation when appropriate to faculty and other members of the USC 
community regarding academic integrity expectations and the conduct review 
process. Provides training to individuals or groups relevant to policies governing 
academic integrity and other university guidelines as appropriate. Develops, plans, 
and presents student, parent, and faculty/staff educational programs. Assists in 
preparation or updates of publications. Provides training and guidance to graduate 
and undergraduate workers.

______

______ Collaborates and coordinates with campus partners, faculty, and staff as 
appropriate to mitigate threat and increase student support. Addresses and 
responds to student behavioral problems and mental health concerns. Guide 
students in examining their decision-making process within the context of their 
health, safety and wellbeing, and adjustment to campus life. Educates students 
about community expectations related to academic integrity standards at USC. 
Guides students in identifying problems, resources, and developing strategies to 
best address issues that pose challenges to students’ personal and educational 
success; helps students refining conflict resolution and decision-making skills; 
refers students to appropriate resources to address issues of concern.

______

______ Maintains compliance with federal and state laws regarding privacy. Maintains 
compliance with university policy and legal mandates regarding fair process and 
student procedural rights. Maintains statistical data, department and student 
records, documentation of procedural compliance, communication, and case 
management.

______

______ Assists with hearing panel recruitment and training and website updates and 
communications; works with various student populations on the campus, as 
assigned.

______

______ Engages proactively in the USC community in outreach, prevention and education 
efforts related to academic integrity expectations.

______

______ Participates in campus activities, events, and celebrations to enhance office 
visibility (e.g., New Student Orientation, move-in, Homecoming, Commencement, 
etc.)

______

______ Serves as a Campus Security Authority (CSA) and mandatory reporter under the 
Clery Act based on university responsibilities. Has responsibility and is required to 
receive reports of crimes or criminal incidents from victims of crimes and/or third 
parties; notifies Department of Public Safety immediately of any reported serious 
crime or criminal incidents that indicates the presence of an ongoing threat to the 
university community; and notifies the Clery Compliance Coordinator in the 
Department of Public Safety.

______

______ Promotes an environment that fosters inclusive relationships and creates unbiased 
opportunities for contributions through ideas, words, and actions that uphold 
principles of the USC Code of Ethics.

______

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 
each job function to position.

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.

EMERGENCY RESPONSE/RECOVERY:

Essential: No
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JOB QUALIFICATIONS:

SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

The above statements are intended to describe the general nature and level of work being 
performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 
duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those plans 
is required.  During or immediately following an emergency, the employee will 
be notified to assist in the emergency response efforts, and mobilize other staff 
members if needed.

Yes

Supervises:  Level:

May oversee student, temporary and/or casual workers.

Minimum Education:

Master's degree

Combined experience/education as substitute for minimum education

Minimum Experience:

3 years

Preferred Education:

Master's degree

Minimum Field of Expertise:

Directly related experience in student support services. Demonstrated interpersonal, critical 
thinking and communication skills. Demonstrated analytical and/or problem-solving 
capabilities. Ability to deal objectively and tactfully with sensitive, confidential information. 
Ability to conduct interviews and investigations. Ability to present ideas clearly and 
effectively, both orally and in writing.


