Joining Our Team

Washington & Jefferson College (W&J) is searching for staff members to contribute their talents to
our campus community. W&J seeks to create a transformative learning experience for its
increasingly diverse student body, and bolster an inclusive environment in which everyone’s voice
is heard and appreciated, and individuality is celebrated. W&/ is dedicated to the values of a liberal
arts education that is both liberating and practical, and supports a community committed to
multicultural and global understanding.

Manager of CRM Administration & Data Analytics

Summary

The Manager of CRM Administration & Data Analytics position functions as a vital
member of a high performing enrollment team. Enrolling a diverse group of new
students, the incumbent is the lead strategist of the Slate CRM team, while ensuring
appropriate data management; efficient and effective operations, coordination of the
communication flow and user training, and reporting within the CRM module.

Duties and Responsibilities

e Manage all-data integration-between CRM, SIS, and other relevant systems
for Enrollment division.

e Collaborate with the Vice President for Enrollment, Dean of Admission, Sr.
Manager of Operations, and Director of Financial Aid to ensure priorities are
met with the ongoing deployment of the Slate CRM in conjunction with the
SIS — Colleague.

e QOversee and implement all Slate system updates and maintenance

e Support Enrollment Management initiatives on campus toinclude providing
operational and ad-hoc reporting capabilities for data-driven decision making

e  Work across campus to ensure the accuracy of reporting and promotion of a
data informed environment

e Knowledge of modern statistical methods and analysis, with direct experience
in researching, developing, and maintaining statistical models

e Demonstrated knowledge of Relational databases, Big Data, and associated
tools (SQL, PL/SQL, and Cloud hosted databases)

e Technical expertise regarding data models, data mining, and
Extract/Transform/Load (ETL) procedures and tools

e Proficiency with retrieving data using SQL, PL/SQL, and familiarity with data
warehousing and data governance issues.
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Our Community

e 30 miles south of Pittsburgh

e 1,400+ students

e 300+ members of Alumni
Mentoring Network

Our Students

e 25+ states and 10+
countries represented

e 95% of graduates complete
degree in four years

e 40% study abroad each
year

Our Academics

e 40+ academic programs

e 35 study abroad programs
e 10:1 student-faculty ratio

Equal Opportunity Employer
Washington & Jefferson College
(W&J) is committed to
increasing diversity in our
community and actively pursues
individuals from all
backgrounds. Additionally, W&J
College complies with all
applicable federal, state and
local laws and provides equal
opportunity in all educational
programs and activities,
admission of students and
conditions of employment for all
qualified individuals regardless
of race, color, sex, religion, age,
disability, sexual orientation,
protected veteran status, gender
identity, or national origin.

Office of Human Resources
60 South Lincoln Street
Washington, PA 15301

P. 724-503-1001 x 6509
W. hr@washjeff.edu
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Assist Admissions, Strategic Recruitment, Visitor Services, and Financial Aid
with all data analysis and design projects

Lead and Coordinate annual cycle prep in advance of each recruitment
campaign

Train and lead the Slate users in daily functions within the system—data
entry, query and report generation, and analysis— essential to complete their
responsibilities and meet their goals with great accuracy, efficiency, and
effectiveness

Develop mechanisms to help track and report metrics related to setting,
forecasting, and attaining enrollment goals

Responsible for building and distributing all enrollment-related reports using
Slate and Colleague.

Serve as division expert regarding data tracking and important metrics for our
enrollment success.

Model leadership skills for the undergraduate recruitment team and entire
enrollment division that creates a culture of creativity and accountability
Demonstrate technical expertise regarding data models, data mining, and
Extract/Transform/Load (ETL) procedures and tools

Oversee and manage the data transfers between Colleague (SIS), Slate (CRM),
Front Rush, and other systems

Serve as a member of the Data Integrity Group (DIG) and other committees
relevant to enroliment technology

Liaison to ITS division on campus for entire enrollment division

Assist with building and maintaining queries.in Slate for various initiatives,
including but not limited to deliver mailings, counselor and student call team
contacts, campus visits, and decision creation.

Manage decision letter mail merge processing, upload, and release of
Admission, Merit Scholarship, and Financial Aid offer decisions.

Create and maintain queries and reports for data-audit purposes. Update
data when necessary foraudit purposes.

Manage creation and maintenance of Slate forms for events, request info,
and other enrollment needs. Manage language placement form process in
conjunction with campus constituents.

Create fields, prompts, templates, and interactions in Slate CRM as needed.
Represent W&J at relevant conferences and seminars

Maintain current knowledge of Slate new feature releases, as well as
technology, operational efficiencies, and student recruitment trends in higher
education

Other duties as assigned
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Qualifications

e Bachelor’s degree

e Expertise with a CRM system is essential; Slate preferred. Additional
knowledge of relational databases desired: MS Office; Colleague; SQL or
Unidata, and prefer skills in JavaScript; HTML and/or XSLT

e A propensity for detail, strong analytical skills and problem-solving
experience

e Ability to be efficient and work independently while also being able to
collaborate effectively in a group setting, organize and manage multiple
assignments and deadlines

e Ability to establish and maintain positive and productive business
relationships with others

Additional Criteria

A thorough knowledge of student recruitment trends along with the ability to apply
and measure best practices via technology: must have excellent written and oral
communication skills; desire to work in a student-centered and team-oriented
creative environment; and a willingness to work flexible hours, including evenings
and weekends

Supervisory Duties
The position does not require managing other employees.

Internal W&J Title
Manager of Enrollment Technology & Data Analytics

Disclaimer

The above declarations are not intended to be an all-inclusive list of the duties and
responsibilities of the position described, nor are they intended to be such a listing of
the skills and abilities required to do the job. Rather, they are intended only to
describe the general nature of the position.

Job Description Status

The duties and responsibilities listed in this job description are illustrative ones
anticipated for this position. Other duties and responsibilities may be assigned as
required. Washington & Jefferson College reserves the right to amend or change this
job description to meet the needs of its programs. This job description and any
attachments do not constitute or represent a contract.



Application Instructions
Apply for this job at https://washjeff.applicantpro.com/jobs/. Please submit a cover letter and
resume. It is recommended that all documents be in PDF format and uploaded at one time.

Review of applications will begin immediately.

Employee Benefits

Washington & Jefferson College offers a comprehensive benefit package for benefit eligible
employees; including health, vision, and dental coverage, group life insurance, AD&D and LTD
coverage, retirement plan, generous leave time, and the tuition benefit programs. These
benefits add significantly to the employee’s total compensation package.

Getting to Know W&J

Washington & Jefferson College is the best of both worlds: a small-town college setting in
historic Washington, Pa., with easy access to the bustling business and cultural districts of
nearby Pittsburgh, Pa. just 30 miles to the north. Founded in 1781, W&J College is a private,
residential liberal arts college that is focused on student success. Our dedicated, experienced
professors are passionate about teaching and work closely with our students to ensure that
they receive a quality, comprehensive education. For more than 200 years, our alumni have
influenced change in business, politics, medicine, and the arts and sciences as CEOs, lawyers,
doctors, researchers, writers, teachers, and in many other equally worthy professions.

Celebrating Diversity

Washington & Jefferson College welcomes people of all backgrounds and beliefs who wish to
participate in a diverse educational community. The College strives to be a place where all
students, faculty, administrators and employees are able to live, study and work in an
atmosphere free from bias and harassment. The College encourages civil debate and lively
exchange of ideas in the belief that such exchanges promote understanding that will grow
beyond simple tolerance of difference to embracing and celebrating the richness of diversity.
Our graduates acquire knowledge and learn skills that help them thrive ina culturally diverse
world.

Equal Opportunity Employer

Washington & Jefferson College (W&J) is committed to increasing diversity in our community
and actively pursues individuals from all backgrounds. Additionally, W&J College complies
with all applicable federal, state and local laws and provides equal opportunity in all
educational programs and activities, admission of students and conditions of employment for
all qualified individuals regardless of race, color, sex, religion, age, disability, sexual
orientation, protected veteran status, gender identity, or national origin.
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