UAEACC

Student Data Assistant

The University of Arkansas East Arkansas Community College (UA-EACC) is seeking a Student
Data & Admissions Support Specialist (Admissions & IE/IR) to strengthen data integrity,
reporting accuracy, and admissions operations in support of enroliment management and
institutional effectiveness.

This position combines admissions data support, institutional effectiveness/institutional research
assistance, and front-end student service coverage during peak periods. The Specialist works
collaboratively across Admissions, Institutional Effectiveness/Institutional Research (IE/IR), and
the Registrar’s Office to ensure high-quality student data, timely reporting, and a positive student
experience. This position reports functionally to the Director of Institutional
Effectiveness/Institutional Research (IE/IR) for data and reporting responsibilities and
operationally to the Registrar for admissions processing and enrollment workflows.

Job Duties

Position duties include but are not limited to:

e Assist in processing admissions applications, including data entry, document
tracking, transcript matching, and verification of required admissions
information

e Support admissions identity verification by cross-referencing application data
with transcripts and institutional records in accordance with FERPA and
institutional policy

e Track progress within the admissions and enrollment funnel, including
inquiries, applications, admits, registrants, and enrolled students

e Support admissions reporting by preparing applicant, admit, and enroliment
data summaries

e Assist with record cleanup and consistency checks related to admissions
decisions, placement, and enrollment status

e Create data-based outreach and communication lists to support recruitment,
onboarding, and yield initiatives



Provide frontline admissions support during high-traffic periods by greeting
students and visitors and responding to admissions and enrollment-related
inquiries

Assist prospective and admitted students with completing admissions
applications, forms, and online submissions accurately and efficiently
Answer phones, route inquiries appropriately, and support day-to-day
admissions operations while ensuring full compliance with FERPA
requirements

Support IE/IR Director with data review, cleaning, validation, and routine
system/report cross-checks to ensure accuracy and consistency

Assist in preparing institutional, state, federal, and grant reports by running
queries, assembling files, and verifying data elements

Provide support for ad hoc data requests, including data extracts, basic
summaries, and formatted outputs

Help prepare preliminary enrollment, completion, and credential counts, along
with term-based record verification (census, awards, end-of-term)

Maintain reporting workflows by organizing files, tracking timelines and
requests, supporting dashboards, and preparing documentation for audits and
accreditation

Assist in the development and support of institutional effectiveness initiatives
by contributing data, tracking outcomes, and helping monitor progress toward
campus goals

Support data-informed decision-making across campus by preparing and
sharing clear, accurate data summaries and insights for stakeholders
Performing other duties as assigned

Minimum Education and/or Experience

Bachelor’s degree preferred, preferably in data analytics, business, education, social
sciences, or a related field

Strong analytical skills, including experience with spreadsheets, databases, and basic data
summaries

Proficiency in Microsoft Excel and the Microsoft Office Suite required; experience with
student information systems preferred

Ability to identify data errors, inconsistencies, and missing information and communicate
findings clearly

Strong written and verbal communication skills

Demonstrated ability to work collaboratively across departments while managing
multiple priorities

Commitment to professionalism, accuracy, and student service

Salary: $35,360.00



Please submit an UA-EACC application, cover letter, resume’, and transcript(s) to UA-EACC
Office of Human Resources, 1700 Newcastle Road, Forrest City, AR 72335 or via email to
humanresources@uaeacc.edu. You may access the online application at
www.eacc.edu/employment. Review of applications will begin immediately and continue until
the position is filled. A background check will be conducted before hiring.



