
Job Posting 
 

Position Department Reports to 
Academic 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:  
To act as the Academic Support Specialist for the School of Professional and Online Education (SPOE).  This 
includes but is not limited to the school liaison to the various departments on campus to support the academic 
functions and activities of SPOE. 
 
General Responsibilities:  

1. Interact and answer direct academic questions to prospective students interested in any program 
offered by the School of Professional and Online Education in Winona Lake and/or its various site 
location(s). 

2. Speak to individuals and groups in prepared and impromptu presentations, answering questions 
and providing information related to academic programs. 

3. Collect, organize, and communicate academic check sheets, curriculum maps, and schedule of 
studies for academic programs within the school. 

4. Develop, implement, and maintain Advising and Advisee Sheets related to College Launch, Dual 
Credit, and Grace Plus.  

5. Organize, implement, and communicate admissions decisions within approved the academic 
programs of College Launch, Dual Credit, and Grace Plus.  

6. Act as the Liaison for College Launch, Dual Credit, and Grace Plus.   
7. Collects, organizes, and communicates various academic reports and accountability requirements 

for the charter schools. 
8. Assist in the planning of various logistics in the operational functions of Grace Schools Charter 

Authority, LLC.  
9. Operates school and rental vehicles with valid driver’s license and have an excellent driving record. 
10. Some evening and weekend work required. 
11. Performs other duties as assigned. 

 
Other responsibilities:  

1. Communicate both verbally and in writing with various college constituents including administrators, 
faculty, students, other staff and individuals in the college community. 

2. Attend in-services as directed to update knowledge and skills. 
3. Consistently demonstrate behaviors, attitudes, and values congruent with the college’s mission and 

values including the School of Professional and Online Education. 
4. Serve as a liaison to various service offices on campus. 

 
Qualifications:  
Minimum: 

1. Bachelor’s degree in Education, Education Management, Communication, or related field. 
2. Proficient experience with the Microsoft Office Suite. 
3. A highly self-motivated individual with outgoing personality, excellent social skills and likeable 

personality within in the framework of flexibility. 
4. Have a team-player mentality. 
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5. Must be punctual and good at following oral directions. 
6. Must have superior oral and written communication skills and a natural style of relating that puts 

others at ease quickly. 
7. Must be comfortable talking to individuals and groups, many times impromptu; therefore, should be 

good at “thinking on one’s feet.” 
8. Must be a good listener, able to sift through questions and address issues in a relevant way. 
9. Available for evening and weekend work (usually from home). 
10. Must have a notable Christian faith and commitment. 
11. Maintain a flexible disposition. 

 
Preferred:  

1. One year of experience in related field, marketing or communications. 
2. One year of experience in the use of a Jenzabar J1 computer system. 
3. Experience with adult, regional, or online education. 

 
 
 
Status: Full Time; 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: 3-8-19 
 

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

