
 

 

JOB DESCRIPTION 

TITLE:    Tri-Cities Campus Coordinator 

DEPARTMENT:   Tri-Cities Regional Campus  

REPORTS TO:   Associate Vice President for Strategic Initiatives 

FLSA:    NON-EXEMPT 

SALARY:   $60,000 – $70,000 

POSITION SUMMARY: 

Under the direction and leadership of the Associate Vice President for Strategic Initiatives, the Tri-Cities 

Campus Coordinator provides day-to-day campus coordination and student support at the Kennewick Regional 

campus. The Coordinator carries out campus priorities established by the Associate Vice President and works 

collaboratively across University departments to support students, coordinate campus events, strengthen 

communication, and ensure effective delivery of University services at the Tri-Cities Campus. The Coordinator 

demonstrates initiative, sound judgment, and the ability to independently address routine day-to-day campus 

needs within the scope of the position while maintaining close communication with the Associate Vice 

President. 

DUTIES AND RESPONSIBILITIES: 

• Keeps the Associate Vice President informed of significant student, operational, and community matters 

and seeks direction on issues affecting campus strategy, institutional commitments, or University policy. 

• Provides regular updates to the Associate Vice President for Strategic Initiatives regarding student needs, 

operational concerns, emerging opportunities, and progress on campus priorities. 

• Carries out institutional initiatives and campus priorities established by the Associate Vice President for 

Strategic Initiatives. 

• Provides direct supervision of front desk personnel at the Tri-Cities Campus, including day-to-day guidance, 

scheduling, training, performance feedback, and coordination of front desk responsibilities. 

• Assists the Associate Vice President in developing processes and practices that support continued campus 

growth. 

• Coordinates with Advising, Financial Aid, Registrar, Student Affairs, Admissions, Academic Affairs, and 

other University departments to facilitate timely and effective student support. 

• Identifies student needs and service gaps and collaborates with the Associate Vice President and 

appropriate University departments to develop solutions. 

• Fosters a welcoming, inclusive, and student-centered campus environment. 

• Coordinates and escalates complex student concerns to the appropriate University departments and 

leadership as necessary. 

• Under the direction of the Associate Vice President and Operations, coordinates classrooms, student 

spaces, offices, common areas, and other campus resources. 

• Supports campus scheduling, events, visitors, and community use of campus facilities. 

• Identifies operational issues and coordinates timely communication and resolution. 

• Helps ensure appropriate campus coverage and coordination during established operating hours. 



 
• Builds collaborative working relationships with faculty and staff serving the Tri-Cities Campus. 

• Facilitates communication and coordination between the Tri-Cities Campus and the University’s main 

campus. 

• Collaborates with Admissions and other University departments to support the visibility and presence of 

Heritage University throughout the Tri-Cities region. 

• Represents Heritage University at community events and meetings as assigned. 

• Upholds the Heritage University Mission Statement. 

• Performs other functions as necessary and as assigned by the Associate Vice President for Strategic 

Initiatives. 

KNOWLEDGE, SKILLS, AND ABILITIES: 

• Excellent oral and written communication skills. 

• Strong interpersonal and relationship-building skills with the ability to work effectively with students, 

faculty, staff, University leadership, and community partners. 

• Excellent organizational and time-management skills. 

• Ability to manage multiple priorities while accurately attending to detail. 

• Ability to work independently, use initiative, exercise sound judgment, and resolve routine campus 

matters within the scope of the position. 

• Demonstrated commitment to student success and providing high-quality student support. 

• Ability to identify problems, coordinate resources, and develop practical solutions. 

• Ability to work collaboratively across departments and organizational boundaries. 

• Ability to work effectively in a dynamic and growing campus environment. 

• A record of inclusive conduct and evidence of multicultural skills is expected. 

• Basic computer proficiency is required. 

• Some work outside of normal office hours may be required to support campus operations, students, and 

events. 

• Some travel between University locations and throughout the Tri-Cities region may be required. 

MINIMUM REQUIREMENTS: 

• Bachelor’s degree from an accredited institution is required. 

• Three or more years of professional experience in higher education, student services, campus operations, 

educational administration, program coordination, or a related field is required. 

• Demonstrated experience supporting students, coordinating programs or operations, and working 

collaboratively across departments is required. 

 

 BENEFIT PACKAGE (benefit eligible is at least .75 FTE): 

• Health Benefits - medical, dental, and vision  

• No cost life insurance. 

• Paid Time Off  

• 21 Paid Holidays 

• Matching 403(b) Contribution after a year of service. 



 
 

• Tuition Waiver Program  

• Additional plans are available for purchase. This includes AFLAC and additional life & ADD insurance. 

• Many other employee engagement programs. 

 

APPLICATION INFORMATION AND DEADLINE (Applications should include the following): 

• Cover Letter  

• Resume  

• List of References (names, addresses & phone numbers of 3‐5 current professional references).  

• HU Employment Application      LINK: HU Application  

 

Review of applications will begin immediately and will continue until the position is filled. 

To apply, please email application material to: Humanresources@heritage.edu OR Heritage University Office of 

Human Resources 3240 Fort Road Toppenish, WA 98948 

 

We thank all applicants for their interest; however, only those selected for an interview will be contacted. 

 
Heritage University is an equal opportunity/ equal access/ affirmative action employer fully 
committed to achieving a diverse workforce and complies with all Federal and State laws, 

regulations, and executive order regarding non-discrimination and affirmative action. 
 

https://heritage.jotform.com/240716670287057

