STERLING COLLEGE

Job Description
Coordinator of Online Student Services
April 2015
Reports to: Director of Admissions for Sterling College Online
Description:
The Coordinator of Online Student Services will provide services to facilitate the enrollment, tracking, and the retention of online students.  The Coordinator of Online Student Services will be a point of contact for academic and student services inquiries, will manage student enrollment, confirmation, and withdrawal processes, will organize gatherings of online students as directed, and will support students in their interactions with the Office of the Registrar, the Office of Financial Aid, and the Business Office.  The Coordinator of Online Student Services will also work closely with admissions to ensure timely evaluation of transcripts and cohesion between the two departments.  This person will also provide administrative support as needed by the Director, such as conducting research, preparing statistical reports, handling information requests, and performing clerical functions.

Qualifications:
A qualified candidate must have a personal commitment to Jesus Christ and support the Christian character and mission of Sterling College.  The candidate must also possess a clear understanding of and ability to articulate the essentials of a Christian liberal arts college.  
· Strong interpersonal skills, demonstrating patience, creativity, problem solving, and an eagerness to learn
· Dependability and respectfulness
· Promptness, personal initiative, and professional attitude
· The ability to learn and adapt quickly and efficiently
· Strong commitment to continuous professional growth in areas of responsibility
· Capacity to grasp and communicate to a broad range of constituencies
· Excellent people and communications abilities, both oral and written
· Strong organizational and management skills
· Successful skills and abilities to analyze and problem solve
· Developed computer skills with proficiency in Microsoft Office (Word, Excel, PowerPoint)
· Experience in the use of databases
· Proficiency in internet and other web-based data searches and synthesis
Responsibilities:
· Serves as primary student services representative for all programs
· Communicate as needed with current and prospective students
· Assist students to progress to graduation
· Grow enrollment of Sterling College Online
· Facilitate and carry-out retention efforts, while tracking retention data
· Serve as the liaison for online learners who are not located in proximity to Sterling College with registration, financial aid, and other related support services.
· Facilitate evaluation of transcripts and transfer credits
· Develop suggested sequence of study curriculum guides (progression worksheets) for online students, based on official transfer evaluations – work with advisors in developing degree completions plans for online students
· Maintain student data for reporting and program tracking needs
· Work with students and Sterling College offices to resolve questions regarding student services
· Assist and work closely with academic advisors to monitor student GPA’s on a session-by-session basis
· Maintain student files both in paper form and electronically
· Assure student files are complete with required paperwork in order to qualify for graduation (application, original transcripts, financial aid information, and other required paperwork)
· Assure data integrity with regards to student management systems
· Open, sort, and distribute incoming correspondence including faxes, mail, and email
· Prepare and maintain reports, files, and other business correspondence
· Conduct research, synthesize, and compile data
· Other duties as assigned
The major workflows relating to students are handled by the Coordinator of Online Student Services (COSS).  At all stages of the admitted student’s experience, the COSS is responsible for maintaining communication with the student to shepherd the student through his or her college experience.  The major workflow of the Coordinator would be as follows for new students.
· Evaluation of transcripts with registrar
· Preparation of progression worksheets
· Enroll student
· Ensure orientation to mySterling
· Monitor financial aid/account status
In each semester, the following will be overseen by the COSS.
· Review student progress
· Adjust progression worksheet as needed
· Enroll student
· Ensure that students have all institutional and educational materials needed
· Confirm attendance
· Withdraw students as needed
· Guiding students through the graduation application and commencement process

Education/Experience:
· Bachelor’s degree required\
To apply, go send a resume and cover letter electronically to Mr. Garrett Looney, Director of Admissions, at glooney@sterling.edu, and complete the online application at: https://www.sterling.edu/employment. 
