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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: 



♦ God First ♦ 

7000 ADVENTIST BOULEVARD NW   .  HUNTSVILLE  .  ALABAMA (256) 726-7274 .  

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


	DEPARTMENT: Institutional Effectiveness
	POSITION: Office Manager
	STATUS: Full-time; Regular (38)
	PURPOSE: 
	QUALIFICATIONS: Bachelor's Degree requiredAt least two years' experience, preferably in higher educationMust possess excellent interpersonal skills, be detail oriented and organizedMust be able to pass the clerical exam with 70% accuracy on Microsoft Office & typing speed of 45 wpm with 70% accuracy.Must possess some basic knowledge of statistics and pivot tables
	DUTIES: Collect and maintain documentation files for accreditationAssist with creating and filing faculty administrator credential filesEnter and report survey data using Excel, Access, Word, and SPSSReport and collect course syllabi every semesterAssist with fulfilling requests for external and internal institutional dataCommunicate with department chairs, deans, and directors to obtain and share informationSupport I.E. initiatives by coordination and assisting with department-sponsored events and meetingsUpdate I.E. website and I.E. annual calendarPerform other duties as assigned
	REQUIRED DOCUMENTS: Application Copy of transcripts/diplomaResume
	RESET: 
	CLOSING DATE: March 18, 2021
	POSTING DATE: Janauary 26, 2021
	Duties Cont: 


