
Administrative Specialist III - Office of Enrollment Services and Admissions 
$12.39 per hour 
40 hours per week 
 
Applications will be accepted until 5:00 p.m., September 20, 2019, in the Office of Human Resources, Womack 209. 

The Administrative Specialist III shares responsibility for processing admissions applications and determining 
the admission status of prospective first-time freshmen in the Office of Enrollment Services and Admissions.   
In addition, this position is also solely responsible for evaluating and processing all high school concurrent 
student records, working collaboratively with the Director of Concurrent Enrollment, university faculty, and 
high school partner liaisons. The Administrative Specialist III will be responsible for communicating directly 
with high school personnel, evaluating high school student concurrent course requests and eligibility, updating 
student information in the university’s CRM and student information system, and generating communications 
to inform students of their admission and/or enrollment status. This position assists with scanning and 
indexing admission documents, processing departmental mail, composing correspondence and written 
responses to students, parents, and high school counselors, and services as a liaison to other programs, 
departments, or agencies/institutions.  The position also generates admission and enrollment reports for 
Admissions Counselors and others, as needed, and performs other duties as assigned. This position works 
under the supervision of the Associate Provost of Enrollment Services and Admissions.  

Position Qualifications:  The successful candidate should possess the following skills and knowledge: 

● Exemplary computer skills necessary to complete duties as assigned including extensive experience 
using Microsoft and Google applications 

● Excellent verbal and written communication skills 
● Ability to work collaboratively within a team environment 
● Attention to detail 
● A willingness to learn new skills and information 

Candidate must possess the formal equivalent of a high school diploma, plus one to two years of clerical 
experience. Higher education experience preferred. 

Note:  The applicant selected for this position will be required to submit to a background screening including 
criminal background check. 
 
Henderson State University is an Equal Opportunity Employer/Affirmative Action Employer with a 

significant commitment to the achievement of excellence and diversity among its faculty, staff, and 

students. 

 

 


