COLLEGE OF

SAINT MARY

Enrollment Support Specialist

College of Saint Mary is seeking a professional to join the Office of Enrollment Services for the role
of Enrollment Support Specialist. This position supports Enrollment Services with our technology
and software products for campus visits, texting, enrollment social media, student information
system, surveys and placement exams.

Who are we looking for as our Enrollment Support Specialist?
e Professional with previous database, data and social media experience.
e Responsive individual, able to deliver on commitments and exceed expectations.
e DPotential to develop professional relationships.
e Manages time to move between tasks.

What is a day in the life of an Enrollment Support Specialist?
e Manages the day-to-day operations of software for department.
e Generates reports for imports/exports of software systems.
e [Enters data into student information system.
e Coordinates and assists with proctoring placement exams.
e Develops and coordinates enrollment social media posts.
e Creates and manages survey software for department.

What are the hours for an Enrollment Support Specialist?
e Monday — Friday 8:00 a.m. — 5:00 p.m.
e Occasional evenings and/or weekends to support enrollment events.

What are the qualifications for this role?
e Associate degree required. Bachelor’s degree preferred.
e Atleast two years of experience working with databases, data and social media.
e Demonstrate a passion for the mission and values of College of Saint Mary.
e Proficient in using Microsoft Word, Microsoft Excel and Outlook.

Salary and Benefits
e This is a full-time position eligible for benefits.

Application
Please apply using the following link. During the application process, please be prepared to upload a
letter of application, resume, and current contact information for three professional references.

Application: Enrollment Support Specialist

College of Saint Mary is a Catholic university providing access to education for women in an environment that calls
forth potential and fosters leadership. The University is an equal employment opportunity employer and does not
discriminate against employees or job applicants on the basis of race, religion, color, sex, sexual orientation, gender
identity, pregnancy, age, national origin, disability, veteran status, marital status or any other status or condition
protected by applicable laws, except where a bona fide occupational qualification applies.



https://workforcenow.adp.com/mascsr/default/mdf/recruitment/recruitment.html?cid=f85aad22-568f-4d44-9a1f-3b56a73a395b&ccId=19000101_000001&jobId=354039&source=CC2&lang=en_US

