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Upward Bound Data Specialist

Job Description

SUMMARY

Under the supervision of the Director of College Access & Pre-College Programs, the Data Specialist collects, maintains, verifies, and reports
participant and program data for Upward Bound while providing essential administrative and operational support. The position ensures records are
accurate, current, organized, confidential, and maintained in accordance with institutional policies and federal grant requirements.

RESPONSIBILITIES

DATA MANAGEMENT, REPORTING & COMPLIANCE:
e Collect, enter, update, and verify participant information in program databases and reporting systems.
¢ Maintain accurate participant records, including demographics, eligibility, academics, attendance, services, participation, and outcomes.
e Review records for missing, incomplete, duplicate, or inaccurate information and resolve discrepancies.
¢ Maintain complete electronic and physical participant files and documentation for grant reporting, audits, monitoring visits, and program
evaluation.
o Assist with the Annual Performance Report (APR) and other required federal or institutional reports.
e Generate reports and spreadsheets to monitor student progress, participation, and grant objectives.
¢ Maintain confidentiality and data integrity in accordance with FERPA, institutional policies, and applicable federal requirements.
ADMINISTRATIVE & PROGRAM SUPPORT:
¢ Provide administrative support to the Director and Upward Bound staff, including correspondence, reports, presentations, forms, calendars,
scheduling, filing, and general office operations.
e Respond professionally to inquiries from students, families, schools, campus departments, and community partners.
o Assist the Budget Specialist with purchasing documentation, invoices, travel paperwork, inventory records, and related administrative
processes.
e Support recruitment, application processing, eligibility documentation, enrollment, and collection of required student records.
¢ Provide logistical support for workshops, college visits, orientations, parent meetings, field trips, summer programming, and special events;
prepare rosters, attendance sheets, permission forms, packets, and registration materials.
STAFF & DATA COORDINATION:
¢ Work with Academic Counselors to ensure participant data and documentation are submitted accurately and within established deadlines.
¢ Track missing information, follow up with appropriate staff, and communicate data discrepancies or compliance concerns to the Director.
o Assist staff with data-entry procedures, documentation requirements, and program data systems; provide basic technical assistance as needed.
e Work collaboratively with program staff, campus departments, partner schools, students, families, and community organizations.
PROFESSIONALISM AND QUALITY CUSTOMER SERVICE:
¢ Demonstrate professionalism, accountability, positive communication, quality customer service, and attention to detail.
¢ Exhibit flexibility, initiative, willingness to learn, and the ability to manage multiple responsibilities with minimal supervision.
¢ Maintain confidential information, accurate records, and an organized working environment.

REQUIREMENTS

¢ High school diploma required; associate or bachelor’s degree preferred.

¢ Experience in data management, administrative support, education, higher education, nonprofit organizations, or student services preferred.

e Demonstrated ability to accurately enter, organize, maintain, verify, and retrieve data.

¢ Proficiency in Microsoft Office, particularly Excel and Word, with the ability to learn databases and student information systems.

e Strong attention to detail, organization, time management, communication, customer service, and follow-through.

¢ Ability to maintain confidentiality, manage multiple deadlines, work collaboratively, and demonstrate initiative and professionalism.

* Experience with student information systems, federally funded programs, grant reporting/compliance, or college-bound student populations
preferred.

SPECIAL INFORMATION

The Federal Government requires that every individual hired from 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.
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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 represents diverse,
social, cultural, ethnic, racial, and national backgrounds. The campus is located 35 miles east of Memphis, TN.

RUST COLLEGE IS AN EQUAL OPPORTUNITY\AFFIRMATIVE ACTION EMPLOYER
Rust College values diversity and seeks talented students, faculty, and staff from diverse backgrounds. The college does not
discriminate based on race, color, sex, sexual orientation, religion, national or ethnic origin, age, disability, or status as a disabled or
Vietnam Era veteran in its activities, programs, or employment practices.

TO APPLY

Persons interested in the above position should submit a resume along with a letter of interest
to: careers@rustcollege.edu

Shonika Nixon, HR Manager
Rust College

150 Rust Avenue

Holly Springs, MS 38635

Closing Date: Open Until Filled Posting Date: August 2026




