Information Center Coordinator
Life University is currently accepting applications for Information Center Coordinator.  This position is responsible for managing, supervising and maintaining all incoming and outgoing communications.  Candidates should possess the following skills:  Self directed and able to perform work independent of direct supervision.  Able to organize work, engage in a variety of tasks simultaneously and consistently meet deadlines.  Strong attention to detail.

This position will supervise work study students and part time workers.  
Required qualifications:  
· A B.S. Degree in Business or a related field 
· At least three (3) years of related experience is required.

· Valid GA driver’s license required.  
Preferred qualifications:

· Knowledge or experience with Datatel/Colleague highly desired.

Life University is committed to diversity, and encourages the development of multicultural perspectives.  We are an Equal Opportunity Employer that encourages applications from women, ethnic minorities and persons with disabilities.  Underrepresented minority and bilingual candidates are strongly encouraged to apply.

Life University is a certified drug-free workplace employer.  All applicants being considered for employment are required to submit to substance screening as a condition of employment.  

Qualified candidates should submit their resume and cover letter to hr@life.edu
