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POSITION SUMMARY
Please state the job title multiple times throughout this job description as it helps promote visibility within search engines. According to Indeed, posts appear at the top of job search listings when titles are stated at least 3 to 4 times in the posting.   Include a purpose statement that helps to distinguish the position. 

TASKS & RESPONSIBILITIES
· EXAMPLE BULLET POINT ITEM Provides training to university faculty, staff and students…
· EXAMPLE BULLET POINT ITEM Serves on University committees as needed…
· EXAMPLE BULLET POINT ITEM Conducts additional tasks as assigned… 

QUALIFICATIONS

· EXAMPLE BULLET POINT ITEM Bachelor’s degree in… or other related fields… 
· EXAMPLE BULLET POINT ITEM Advanced proficiency in Excel & PowerPoint applications…
· EXAMPLE BULLET POINT ITEM Must have strong writing, verbal, and organizational skills 

KNOWLEDGE, SKILLS, & ABILITIES

· EXAMPLE BULLET POINT ITEM A working knowledge of…
· EXAMPLE BULLET POINT ITEM Ability to communicate…
· EXAMPLE BULLET POINT ITEM Ability to perform…

SUPERVISION 

· This position reports to the Director of… 

SALARY RANGE

· $52,000 - $60,000 Annually, plus benefits!

POSITION STATUS
· Full-time; Remote or in-person working options available given level of experience.


[FOR FACULTY POSITIONS]
Candidates should include a letter of interest, a current resume, and transcripts within the online application, accompanied by three letters of recommendation. This position is open until filled. Official transcripts can be mailed to: Director of Human Resources, Huston-Tillotson University, 900 Chicon St., Austin, TX 78702-2795.

SETTING
Founded in 1875, Huston-Tillotson University is Austin's first institution of higher education. The University is an independent, liberal arts, church-related, historically black institution located on a 23-acre tree-lined campus near downtown Austin, Texas. The University is affiliated with United Methodist Church, the United Church of Christ, and the United Negro College Fund. Undergraduate, four-year degrees in business, education, the humanities, natural sciences, and social sciences are awarded. Huston-Tillotson University is multi-cultural, multi-ethnic, and multi-faith, and welcomes students of all ages, races, and religions. All faculty are engaged in a range of activities, their primary focus is teaching. The student-teacher ratio is 15 to one, which allows an environment of personalized attention to students.
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