
JOB DESCRIPTION

POSITION TITLE

Admissions Administrative Assistant




REPORTS TO:

Assistant Director of Admissions

PRIMARY FUNCTION: 
Provide essential support for the recruitment and enrollment activities of the department in a manner that ensures that excellent customer service is provided to our external and internal constituencies.

AREAS OF RESPONSIBILITY:


1.  Process admissions applications as part of the Applications Team:  review applications for completeness, record in Recruitment Plus parts of the application that have been received, and notify staff of any special circumstances that may apply so that the appropriate follow-up action may be taken. 

2.  Maintain and monitor all admissions application files throughout the application and acceptance           process.

3.  Answer Admissions phones serving as an information resource and directing calls as appropriate.

4.  Monitor and oversee the Admissions budget with direction from the Vice President and Director.

5.  Maintain and order office supplies/furniture/equipment as necessary.

6. Assist with on-campus recruitment events and open houses.

7. Support the Campus Visit Team and other team members by helping to perform job duties in their absence or periods of overload.

SUPERVISORY RESPONSIBILITIES: 
Provide work direction to student workers assigned to the general office.

CONTACTS:
V.P. of Enrollment, Admissions and Financial Aid Staff, parents and students (current and prospective), St. Olaf Community and general public. 

EDUCATION: 
Essential:
High School Diploma or equivalent.


Desirable:
Associate Degree in office administration 

EXPERIENCE:
Essential: 
2-3 years of related work experience in word processing and data entry.


Desirable:
Organizational/management experience to help manage workflow for director; prior data entry experience helpful but not required.

KNOWLEDGE, SKILLS, ABILITIES:

Skills: Must be efficient and accurate with data entry and maintain confidentiality. Must have strong interpersonal skills (answering phone calls, meeting with visitors).

Abilities: Ability to learn the various budgetary, travel, and data entry procedures for the Admissions office.  Ability to juggle multiple tasks, make decisions in the Director’s absence and work independently with little or no supervision. 

PHYSICAL DEMANDS:
Repetitive hand/arm motion required performing data entry. Heavy lifting of supplies: ability to lift 25-50 lbs. on a regular basis. 
WORKING ENVIRONMENT:
High traffic office environment with frequent interruptions.
WORK SCHEDULE:
FTE:   .875 




Term:
Full-time Sept-May, Half-time June-August


Shift: 
Monday – Friday, 8am- 5pm

APPROVAL:                                                

DATE:




April 2005




