
 

 

 

 
 

OFFICE MANAGER-OFFICE OF ADMINISTRATIVE SERVICES  
 

SUMMARY 
Reporting to the Director of Student Financial Services, the Office Manager coordinates, oversees, and/or 

performs a wide variety of administrative support activities for the Office of Administrative Services 

(Accounting, Financial Aid, Accounts Payable, Student Accounts/Billing, and Registrar). The primary role will 

be to provide clerical and public relations support to maintain efficient and effective operations of the office.   

This position is a non-exempt, full-time position with full benefits.  

 

DUTIES AND RESPONSIBILITIES  
1. Administrative Support – provide support for the Office of Administrative Services including but not 

limited to screening and handling telephone calls, processing transcript and grade requests, data entry 
on student accounts, financial aid verification procedures, correspondence, copying, maintenance of 
files and forms, supervision of work-study students and distribution of mail.   

2. Public Relations – Primary contact for students/visitors.  Analyze student needs and assists or 

coordinates with other areas of the office for assistance. 

3. Cash Collection – Primarily responsible for cash collections to include daily reconciliation and 

classification of on-line payments.  Responsible for distribution of checks to vendors and students.   

4. Accounts Payable - Assist in the processing of accounts payable and employee credit card accounts.   

5. Other duties as assigned 

 

SKILLS AND ABILITIES 
• Experience working with Microsoft Office Word Pro, Excel, Powerpoint 
• Excellent organization ability, high level of accuracy, attention to detail 
• Effective interpersonal and communication skills in dealing with others to ensure that requests 

or needs are met. 
• Problem solving skills including the ability to acknowledge and clarify inquiries, requests, or 

complaints to ensure that needs are identified, documented and addressed 
• Ability to prioritize and manage multiple tasks simultaneously and with minimal supervision 
• Enjoy working with college students 

 

QUALIFICATIONS 

• Required:  High School Diploma or GED 

• Preferred:  Vocational, Associate or Bachelor’s Degree  

 

University of the Ozarks reserves the right to consider an equivalent combination of education, training, and/or experience 

necessary to perform successfully the major duties and responsibilities of the position. 

 

APPLICATION PROCEDURES 
Send a letter of interest, résumé, and three to five professional references to Karen Schluterman, Director of 

Human Resources. 

• E-Mail, with MS-Word or pdf attachments (for applications): HumanResources@ozarks.edu 
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• Mail: Attn: Director of Human Resources, University of the Ozarks, 415 N. College Ave., Clarksville, AR 
72830 

 

Applications received by Wednesday, July 31, 2019 will be assured of full consideration. 

 

ABOUT UNIVERSITY OF THE OZARKS 
Ranked in the top ten of southern region comprehensive baccalaureate institutions by U. S. News & World 

Report, the University of the Ozarks is a Presbyterian-related institution that blends the liberal arts and 

professional preparation in a student-centered environment emphasizing quality teaching and student learning. 

The university serves a diverse group of approximately 870 students from the United States and abroad on a 

beautiful campus in Clarksville, Arkansas, located along I-40 approximately 90 miles northwest of Little Rock, 

nestled between the Arkansas River and the Ozark Mountains. Recent major gifts have enhanced the 

academic program and other campus initiatives. For more information about the University of the Ozarks, visit 

www.ozarks.edu. 

 

http://www.ozarks.edu/

