
Job Posting 
 

Position Department Reports to 
Admissions Support 

Specialist 
School of Professional and 
Online Education (SPOE) 

Executive Dean, SPOE 

 
 
Grace College and Seminary welcomes diversity, and makes employment opportunities available to all 
applicants and employees without regard to race, color, pregnancy, age, ancestry, national origin, 
disability, citizenship status, military status, genetic information, or any other legally protected category. 
 
Scope of Responsibilities: 
Assist with the data entry of prospective student inquiries and applications for admission, including file 
development and organization.   
 
General Responsibilities:  

1. Enter application data received in the SPOE office as needed for all SPOE programs. 
2. Support the creation and updating of admissions files with information received. 
3. Evaluate transcripts for initial decisions regarding credits that will transfer to Grace College. 
4. Assist in the preparation of admission decision letters and related materials. 
5. Assist with the storage and removal of application materials for students. 
6. Assist with all processes related to student admissions. 
7. Maintain weekly enrollment reports. 
8. Communicate as needed with enrollment team. 
9. Communicate as needed with other student services offices on campus. 
10. Other duties as assigned and needed. 

 
Other responsibilities:  

1. Assist Academic Support Coordinators with application file review. 
2. Assist with file transmission to the registrar’s office. 

 
Qualifications:  
Minimum:  

1. Associate degree. 
2. Data entry skills. 
3. High level of accuracy and attention to detail. 
4. Excellent interpersonal communication skills. 
5. The ability to work quickly yet effectively under time constraints. 
6. Willingness to work longer hours to meet a specific deadline. 
7. Reflects a Christ-like spirit in work ethic and interpersonal relationships.  Willing to empathize with 

students and work in the best interest of all students, staff, and faculty. 
8. Should be able to handle stress in a fast paced environment. 
9. Should communicate effectively one to one and in small groups. 

 
Preferred:  

1. Bachelor’s degree 
2. Experience in a related field. 
3. Strong interpersonal skills. 
4. A working knowledge of MSOffice and Jenzabar EX. 
5. Familiarity with the college admissions process. 
6. Knowledge in computer database management. 
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Status: Full Time; Non-Exempt 
 
A completed employment application, 2 employment references and a spiritual life reference must be 
submitted in order to be considered for employment. Applications are available in the Human 
Resource Office or can be downloaded at http://www.grace.edu, Employment. Applications are 
submitted by email to employment@grace.edu. 
 
Posted:  10-25-18 
 

http://www.grace.edu/about/employment/faculty/staff-applications

