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Committee Assignment/Attendance 

• Student Services Committee meeting of the board of trustees, to take minutes 

• Support Staff meetings 

• Admissions Team meetings 

• Department meetings  

• Financial Aid Committee meetings 
  
Experience and Qualifications  

• An associate’s degree at minimum; bachelor’s degree preferred  

• Previous experience working with student accounts, billing, or similar work 

• High attention to detail and ability to multitask 

• Familiarity and experience with current information technology, including word processing and 
database software, and a willingness to learn new skills 

• Ability to organize and manage a complex workload and set priorities 

• Ability to respond to requests in a friendly encouraging way with a congenial phone voice and 
personality 

• Comfort with phone and e-mail interactions with prospective and current students 

• Ability to work independently 

• Ability to handle confidential materials appropriately 

• Willingness to support the mission of Admissions and Student Services with a variety of tasks 
 
Required Relationships 

• Interact with students, prospective students and employees 

• Be responsive to the director of student development and admissions counselor under the supervision 
of the executive director of admissions and student services 

• Work creatively alongside the Lilly grant project director on Bethany’s programs to address student 
indebtedness 

 
Direct Reporting Positions 

May supervise student assistants on occasion 
 
Work Environment 

Normal office setting 
 
Physical Requirements 

• Ability to use a computer in a desktop environment 

• Ability to lift twenty-five pounds 
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