
 
 

 
 

 
Job Description 

 
DIVISION/DEPARTMENT: Institutional Research DATE TO BE FILLED: Immediately 
SALARY: Commensurate with Experience 

+ 
 

 

 
 

SUMMARY 
The Administrative Coordinator for Institutional Research provides primary administrative and operational support to 
the Office of Institutional Research and related Title III activity objectives. This position is responsible for coordinating 
office functions, managing records and documentation, processing purchase requisitions, scheduling meetings and 
calendars, answering office communications, and supporting reporting, compliance, and institutional effectiveness 
activities. The Administrative Coordinator reports directly to the Executive Director of Institutional Research and 
Sponsored Programs and serves as a key support professional in maintaining efficient daily office operations. 
 
QUALIFICATIONS 

Associate’s degree required; bachelor’s degree preferred  
     Minimum of two (2) years of administrative, office support, or clerical experience preferred  

Strong organizational, communication, and time-management skills  
Proficiency in Microsoft Office Suite, including Word, Excel, Outlook, and calendar management tools  
Ability to maintain confidentiality and manage sensitive institutional records and information  
Strong attention to detail with the ability to manage multiple priorities in a fast-paced office environment  
Experience with recordkeeping, filing systems, and document management preferred  
Experience with purchase requisition processes and general office procedures preferred  
Previous experience in higher education or an academic office setting is preferred 

 
RESPONSIBILITIES 

Provide administrative support to the Office of Institutional Research. Manage calendars, meetings, and office 
communications. Process purchase requisitions and maintain records and files. Assist with document preparation, 
copying, filing, and general office operations. Support reporting, compliance, and Title III administrative activities. 
Perform other duties as assigned by the Executive Director of Institutional Research and Sponsored Programs. 
 

 
SPECIAL INFORMATION 

The Federal Government requires that every individual hired since May 31, 1987, complete the I-9. This requirement is 
in response to the Immigration Reform and Control Act of 1986. Form I-9 has been developed to verify that persons are 
eligible to work in the United States. 
 
ABOUT US 
Rust College is a historically black college located in Holly Springs, Mississippi. Rust is a private, coeducational, four-
year, residential, comprehensive Liberal Arts institution affiliated with the United Methodist Church. Founded in 1866, 
the college faculty, staff, and students are comprised of diverse social, cultural, ethnic, racial, and national 
backgrounds. The college is located 35 miles east of Memphis, TN, with forty-seven buildings on a one hundred twenty-
six-acre campus. Often referred to as the "citadel on the hill," the campus and historic town provide the perfect 
backdrop for fulfillment of the mission to equip and inspire students for excellence and service in their communities 
and throughout the world. 
 

RUST COLLEGE IS AN EQUAL OPPORTUNITY\AFFIRMATIVE ACTION EMPLOYER 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

TO APPLY 
Persons interested in the above position should submit a cover letter, resume, unofficial transcript of the highest 
educational level completed, and three references, including contact information, to careers@rustcollege.edu.  
 
(Please put the job title in the subject line; you may attach your materials as Word or PDF documents). 
 
 
Mrs. Angela Williams, HR Director 
Rust College 
150 Rust Avenue 
Holly Springs, MS 38635 
Closing Date:                                                                                                                                                                  Posting Date: 
Open Until Qualified Applicant is Found                                                                                                                          06/2025 

mailto:careers@rustcollege.edu

