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OAKWOOD UNIVERSITY 
EMPLOYEE SERVICES/HUMAN RESOURCES 

NOTICE OF AVAILABLE POSITION 

POSITION: 

DEPARTMENT: 

STATUS: 

QUALIFICATIONS: 

Must have a strongly expressed commitment to Jesus Christ and the teachings of the 
SDA Church as evidenced by regular SDA Church membership. 

BRIEF DESCRIPTION OF DUTIES: 
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SALARY:  

POSTING DATE: 

CLOSING DATE: 

HOW TO APPLY: Interested persons must submit employment documents 
electronically: 

• Download the application in Google Chrome
• Open application in Adobe Reader
• Save and send as attachment with required supporting

documents listed below
• You will receive an auto reply confirmation once Employee

Services has received your documents

REQUIRED DOCUMENTS: 

Oakwood University participates in 

**OAKWOOD UNIVERSITY IS AN EQUAL OPPORTUNITY EMPLOYER** 

Commensurate with education and experience

Email: Hroffice@oakwood.edu


	DEPARTMENT: Office of Admissions
	POSITION: Admissions Counselor/SLATE Captain
	STATUS: Regular Full-time - 38 hours
	PURPOSE: 
	QUALIFICATIONS: Self-motivated, self-starter, problem-solver.

Able to work independently while maintaining a high level of productivity and professionalism, 

Organized, able to work collaboratively with team members. 

Strong written and oral communication skills.

Strong interpersonal skills; excellent internal and external customer services, flexible, hard
working, and diligent.
	DUTIES: Regularly assess database usage to ensure and improve process efficiency, compliance, integration and function of SLATE in supporting departmental and University goals. 

Work collaboratively with Marketing and other campus units to develop and manage forms, letter templates, applications, queries, routine, and custom reports to support customer engagement. 

Remain current on application updates and new features, provide training and on boarding for new and current users-troubleshoot and address simple to moderate issues within the database.


	REQUIRED DOCUMENTS: Completed Employment Application
Vita/Resume
Copy of Degree/transcript
	RESET: 
	CLOSING DATE: Opened until Filled.
	POSTING DATE: September 8, 2023
	Duties Cont: Prepare and review applicant files for acceptance and updates; notifying applicants of issues (i.e., incomplete application, missing transcript (s), test scores, etc.)

Process paper and digital transcripts appropriately adding verified documents to the applicant file.

Evaluate and process high school and college transcripts, being sure to check for authenticity.

Manage admissions holds on student accounts that have not met the requirements.

Other duties as assigned.  


