


QUALIFICATIONS, SKILLS, AND ABILITIES 

• Excellent written and verbal communication skills, especially when responding to non-technical

users of college jargon

• Experience in advanced admissions technology and applications

• Ability to work together with a team serving a diverse student population

• Self-motivated, creative, customer-service focused, and detail-oriented

• Ability to self-initiate project tasks after accepting an assignment under general supervision

• Demonstrated ability to work in a fast-paced, multi-tasking environment

• Extensive knowledge of the various steps for enrollment from application to enrollment

• Ability to work with large data files while interfacing with a central backbone administrative

system

• Knowledge of internet and conventional office technology tools is required (These tools include

e-mail, internet search engines, and software applications such as Microsoft Word, Excel, and

Access as well as Colleague and Workday) 

• Knowledge of Family Educational Rights and Privacy Act (FERPA)

• Ability to organize multiple tasks and documents that have been concurrently assigned

• Ability to maintain cohesive working files and documentation of project tasks

• Ability to attend out-of-town conferences to gain insight to serve the needs of the department.

• Bachelor's Degree required.

Physical Demands and Work Environment:
While performing the duties of this job, the employee is regularly required to sit, talk, hear, and use 

hands to finger, handle, or feel objects. The employee must occasionally walk, reach with hands and 

arms, and kneel or crouch. Specific vision abilities required by this job include close vision and distance 

vision. The employee will be required to work in a high traffic area, with frequent public contact. The 

noise level in the work environment is usually moderate. The employee must be willing to work in an 

office that utilizes overhead LED lighting. Some travel is required.

Base Salary: $45,760.00 to $48,830.00.  Salary commensurate with experience. 

What We Offer: 
A generous benefits package with 100% health insurance paid for employee. Family coverage and vision 

insurance offered for an additional premium. Paid life insurance and long-term disability insurance, 

tuition waivers for employees and their families, a healthcare spending account, catastrophic leave 

bank, and paid maternity or parental leave.  

Paid holiday leave 11-13 days annually; 8 hours sick leave per month; and a sliding scale of vacation 

(annual leave) ranging from 8 hours per month to 15 hours per month depending on years of service. 

The opportunity to contribute to a fun, student-centric organization and to engage in meaningful work 

in service of others alongside other good people.

Please submit an EACC application, cover letter, resume’ and transcript(s) to EACC Office of Human 

Resources, 1700 Newcastle Rd, Forrest City, AR 72335, via email to humanresources@eacc.edu, or 

complete an online employment application located at www.eacc.edu/employment. Review of 

applications will begin immediately and continue until the position is posted. EACC is an AA/EO 

employer.




