
Ozark Christian College
Job Description

Position Title: Office Assistant
Department: Registrar
Reports to: Assistant Registrar

The mission of the Registrar’s Office is to ensure the accuracy, integrity, and
transmission of student academic records and enrollment-related data by providing
convenient access, quality service, and timely responses to requests for information
from students, faculty, and staff. Institutional Goals supported by Department: IG 2, 4

A. Summary:

This assistant role will serve the college through assisting with the official transcript
process, updating information in the student database, and supporting the departmental
staff through office work such as filing, proofreading, etc. This position will also be the
first point of contact for students entering the office.

B. Primary Duties and Responsibilities:

1. Assist with the transcript process
2. Process digital student registration submissions each semester
3. Process submissions to grant Family Educational Rights and Privacy Act

(FERPA) permissions as requested by the students
4. Update database addresses for students
5. Clerical duties such as but not limited to filing, detailed proofreading, greeting

students, and working with them to meet their need
6. Digitize paper records as directed by the Registrar and Assistant Registrar
7. Other duties as assigned

C. Knowledge, Skills, and Abilities:

1. Ability to work with highly confidential information and maintain confidentiality
2. Strong attention to detail and desire to work in the details
3. Ability to remain highly organized when working in a fast-paced environment
4. Ability to continue to work through interruptions and changing priorities
5. Ability and desire to manage and prioritize the workload with varied deadlines
6. Must be able to communicate effectively in writing and verbally with all

constituents while ensuring a high level of customer service is maintained

D. Supervision (if applicable):

Directly: 0
Indirectly: 0
Total: 0



E. Minimum Education and Experience Requirements:

1. High school diploma or equivalent is required
2. Previous experience working in an office environment
3. Previous experience in customer service is required and previous experience

working with college students is preferred

F. Work Environment and Physical Requirements:

This position is primarily in a professional office setting working with highly sensitive
information. In this role, there will be routine use of office equipment such as a
photocopier, scanner, and telephone. There is prolonged use of a computer while sitting at
a desk. Must be able to focus and concentrate with precision on a computer screen and on
written and printed materials. Reaching, stooping, standing, kneeling, bending, twisting,
and walking are all required. At times, this position may require the ability to safely lift
up to 25 pounds. Accommodations could be made.

To apply, send OCC application, resume, and cover letter to hr@occ.edu. This position
is part-time, and applications will be accepted until the position is filled. No walk-in
applicants.


