
JOB TITLE: Data Coordinator

DEPARTMENT: Enrollment Division

SUPERVISOR: Director TUG Admissions

FLSA STATUS: Non-Exempt

MAJOR PURPOSE:

As part of the Enrollment Management team, the Data Coordinator ensures the

accuracy and consistency of information. The Data Coordinator’s primary role is to

collect, organize, and manage data in a way to help the University make informed

business decisions. This position is minimum of 80% in person, on campus.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

1. Responsible for monitoring, collecting, and reporting all data associated with the

recruitment process for the enrollment division.

2. Executes best data business practices for the enrollment division.

3. Manages prospective student records in contact management system and student

information system.

4. Under the direct guidance of the Data Administrator, implements process

improvement strategies, and contributes to developing innovative and

streamlined automated processes.

5. Monitors and updates reports and dashboards to maintain accurate data for the

enrollment team.

6. At the direction of the Data Administrator, implements new software tools for the

enrollment department.

7. Trains new staff, including student staff, by conducting ongoing training as well

as ensuring appropriate data protocols are followed.

8. Follows best practices and protocols for accurate data reporting and prospective

student file processing.

9. Partners with Data Administrator, Enrollment Directors, Assistant Registrar,

Academic Advisors and Admission Counselors to ensure accurate processes and

monitor students for registration in CRM/SIS

10. Ensures accurate capture of lead source data, analyzes, and reports on

effectiveness of various lead generation efforts.

11. Collaborates with Marketing as needed to ensure digital lead generation data

integrity and availability

12. Other duties as assigned.

QUALIFICATIONS

EDUCATION/CERTIFICATIONS:

● Bachelor’s degree preferred

REQUIRED KNOWLEDGE/EXPERIENCE:

● Experience with a CRM or other databases, preferably in a higher education

setting.



● Microsoft Office suite (excel, word, outlook, PowerPoint); contact management

software programs; phone; copiers; fax machines; printers; and other office

related equipment/technology.

SKILLS/ABILITIES:

● Detail-oriented individual with strong organizational support skills and

quantitative skills.

● Interpersonal communication skills to interact with students, faculty, vendors,

other University departments and the general public

● Organization skills with attention to accuracy and detail

● Self-motivated and able to work with others with minimal supervision

● Desire to lead and train and willingness to be mentored and developed in

leadership

● Experience evaluating and preparing data

WORKING ENVIRONMENT:

The employee agrees to promote the values and mission of WJU as a private

Christ-centered University and live a life consistent with biblical principles. The

employee shall conduct himself/herself in a manner consistent with the Community

Covenant and Statement of Faith. Additionally, the employee may play a formative role

in the spiritual lives of students in a manner consistent with the Community Covenant

and Statement of Faith. This may include leading devotions and/or spiritual formation

groups and seeking other opportunities consistent with a biblical spiritual formation

role.

WORKING CONDITIONS:

The employee is regularly in a typical, air-conditioned office environment with adequate

light; moderate noise levels; and tile, concrete, and carpeted floors. There are no

hazardous or significantly unpleasant conditions.

PHYSICAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION:

While performing the duties of this job, the employee is regularly required to talk or

hear and frequently required to stand, walk, sit, and use hands to handle files,

computers, and phones; reach with hands and arms; stoop, crouch and kneel. Frequent

and regular repetitive movements required using the wrists, hands, and/or fingers. The

employee will occasionally lift and/or move up to 20 pounds. Specific vision abilities

include close vision, distance vision, color vision, peripheral vision, depth perception,

and the ability to adjust focus.

The above statements and job description are intended to describe the nature and level

of work being performed within this job. They are not intended to be an exhaustive list

of all responsibilities, duties and tasks. Other similar or additional duties are to be

performed or assigned. Job descriptions are not intended as and do not create

employment contracts. William Jessup University maintains its status as an at-will

employer.  Employees may be terminated for any reason not prohibited by law.



I acknowledge I have reviewed the content of this job description and understand that to

perform this job successfully, I must be able to perform the essential duties with or

without accommodation. If I am requesting any reasonable accommodations in order to

perform my job, I must immediately inform my supervisor or Human Resources.

_____________________________         ___________________________

Employee Signature Date


