Western Oregon
UNIVERSITY
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Registrar Services Specialist (OS2)

WOU is an equal opportunity employer for all

Recruitment #: S2221 » : .
Review Date: Immediate Review | Open until filled regardless ofrace, color, citizenship, religion,
Department: Office of the Registrar national origin, sex, sexual orientation, gender
Minimum Salary: $2739 - $4007 [10 step Pay Range] identity or expression, age, disability, veteran or
reservist status, or any other category protected
by federal, state, or local law.
Department/ Job Summary:
Join the Office of the Registrar as a Registrar Services Specialist and support e ey [peo/ple elico O Teiseis, pRople whe
our students in achieving their goals. This role supports campus in the areas of identify as LGBTQ#+, and people with
customer service, dataentry, process management, transferarticulation, and disabilities are highly encouraged to apply for
catalog/scheduling support. This role will provide direct service to students in vacant positions at all levels, even if you don't
areas of registration, information, and assistance in obtaining studentrecords; meet every one of our qualifications listed. We

ensure timely accurate evaluation andentry oftransfer credits forstudentsto

are most interested in finding the bestfit for the
facilitate registration and graduation and support the effective managementof

job.
course scheduling and catalog management through dataentry, proofing, 1

training, and communication. This position will need to be highly productive, The university typically only considers visa

manage tasks efficiently, and effectively. support for employees placed in specialized

L. . . positions that are continuing regular university
Minimum Qualifications:

e The ability to understand, manage and communicate complex
concepts, processes, & rules
Effective communication skills

appointments for multiple years.

The ability to complete complex detailed work

Demonstrated commitment to serving the needs of a diverse population

Demonstrated experience using common office software programssuch as Microsoft Excel & Word
The ability to manage sensitive information, conduct yourself professionally, and serve with empathy
Excellent interpersonal skills

Preferred Qualifications:
e Experience in higher education
e Intermediateto Advanced Microsoft Excel experience
e Experience working in an environment requiring compliance with policy/regulatory requirements
® Experience with databasesand/orinformation systems, preferablythe Banner Student Information System (Banner SIS)

Click here for the complete position description which includes duties and responsibilities as well as any knowledge areasand special
requirements.

ApplicationInstructions:
You may submit all materials online at www.wou.edu/classified

Required application materials (PDF preferred):
1. 'WOU Employment Application formavailable here
2. Cover Letter thataddresses each qualification of the position. Please include howyour experience, education,and/or training
might help us build a more inclusive, collaborative,and diverse community.


https://fa.oregonstate.edu/classification-specification/office-specialist-2
https://wou.edu/hr/files/2022/03/PDfinal.pdf
https://wou.edu/hr/employment/employment-application-form-faculty-unclassified-professional-positions/

3. Resume
4. Contactinformation forthreereferences

NOTE: A criminalbackground checkwillbe required as a condition of employment

TOGETHER WE
SUCCEED




