OAKWOOD UNIVERSITY
EMPLOYEE SERVICES/HUMAN RESOURCES

NOTICE OF AVAILABLE POSITION

POSITION: Office Manager/RecordBrocessor
DEPARTMENT: Registrar
STATUS: Full-time; Regualr(38)

QUALIFICATIONS:
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Bachelor'slegreerequired

Minimum 3 yearsoffice managemengxperience

Posses&nowledgeof registraroffice policies

Must befamiliar with FERPAregulations
Possessrganizationahndhumanrelationsskills

Must haveexcellentcommunicatiorandinterpersonaskills

Ability to handlemultiple tasksandvarioussituationsin a calmandprofessionatmanner

*Must successfullypassthe clericalexamwith 70%accuracyon Microsoft Office &
typing speedf 45 wpmwith 70%accuracy*

Processall formsof verificationrequests

Scandocument@andverify informationin Office repository
Receiveanddistributeincomingmail andhandleoutgoingmail
Manageoffice suppliesandprocessequisitions
Procesandupdateincomingformsasneeded
Supervisestudentassistantgprovidetrainingandsubmittime
Assiststudentswvith adding/droppingoursesandprocesgerminalleaves
Managethe Griggs,Dual EnrolimentandSummeiinstituteapplicants
Retrieveandrespondo emailswithin 24 businesiours
Otherdutiesasassigned
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	DEPARTMENT: Registrar
	POSITION: Office Manager/Records Processor
	STATUS: Full-time; Regualr (38)
	PURPOSE: 
	QUALIFICATIONS: Bachelor's degree required
Minimum 3 years office management experience
Possess knowledge of registrar office policies
Must be familiar with FERPA regulations
Possess organizational and human relations skills
Must have excellent communication and interpersonal skills
Ability to handle multiple tasks and various situations in a calm and professional manner

*Must successfully pass the clerical exam with 70% accuracy on Microsoft Office & typing speed of 45 wpm with 70% accuracy*
	DUTIES: Process all forms of verification requests
Scan documents and verify information in Office repository
Receive and distribute incoming mail and handle outgoing mail
Manage office supplies and process requisitions
Process and update incoming forms as needed
Supervise student assistants, provide training and submit time
Assist students with adding/dropping courses and process terminal leaves
Manage the Griggs, Dual Enrollment and Summer Institute applicants
Retrieve and respond to emails within 24 business hours
Other duties as assigned
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