OAKWOOD UNIVERSITY
EMPLOYEE SERVICES/HUMAN RESOURCES

NOTICE OF AVAILABLE POSITION

Must have a strongly expressed commitment to Jesus Christ and the teachings of the SDA Church as

evidenced by regular SDA Church membership.

POSITION: Asst. Data Analyst

DEPARTMENT: Office of Institutional Research and Effectiveness (IRE)
STATUS: Full-time regular 38 hours

QUALIFICATIONS:

Bachelor’s degree or commiserate experience.

Comfort working with quantitative data and understanding of basic statistical
concepts

Preferred: Experience working with SPSS or other statistical software
package

Strong organizational skills, attention to detail, the ability to work
independently, and excellent written and verbal communication.
Preferred skills include proficiency with Microsoft Office (Word, Excel,
PowerPoint, etc.)

Experience within higher education and data handling policies (FERPA,
HIPAA, GDPR).

BRIEF DESCRIPTION OF DUTIES:

Collect and maintain statistics obtained from public datasets, publications, government
reports, market research showing trends and conditions based on the higher education
landscape.

Assist with institutional survey administration and report preparation.

Maintain awareness of federal, state, and local higher education laws

Serve as the de facto office manager — coordinating items such as schedules, deliverable
dates, identified production timelines, and communications.

Assist in the coordination of monitoring and reporting key student success metrics such as
student achievement, graduation, and retention.

Perform other duties as assigned.
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SALARY: Commensurate with education and experience

POSTING DATE:
October 9, 2024
CLOSING DATE:
Opened until Filled
HOW TO APPLY: Interested persons must submit employment documents

electronically: to hrdoffice@oakwood.edu

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 to confirm Employee
Services has received your documents

Required documents: Completed Employee Application,
Vita/Resume, Copy of Degree and Official Transcript(s)

Oakwood University participates in E Verify

**QOAKWOOD UNIVERSITY IS AN EQUAL OPPORTUNITY EMPLOYER**
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