 
JOB DESCRIPTION

POSITION TITLE

Admissions Counselor



REPORTS TO:

Dean of Admissions/Vice President and Dean of Enrollment

PRIMARY FUNCTION: 


This position includes responsibility for all recruitment efforts within a designated geographic region including public speaking, visiting high schools and college fairs/programs, application review, interviewing and handling special projects.  

AREAS OF RESPONSIBILITY:


1. Recruit and interview prospective candidates for admission

2. Develop, coordinate and implement a recruitment plan for an assigned geographic territory to include:

a. correspondence (letters, notes, phone contact, e-mail, etc.) from to and from prospective students and their families

b. meeting with prospective students and their families during campus visits

c. travel within the assigned geographic territory to include visits to high schools, college fairs, programs and receptions

3. Generate and review applications for admission

4. Five to eight weeks of travel visiting high schools, hosting events and receptions and attending college fairs

5. Financial aid and financing counseling and advising

6. Other duties as assigned.

SUPERVISORY RESPONSIBILITIES: 
Student workers

CONTACTS:




Prospective students; parents/guardians; all 

members of the St. Olaf community; external admissions contacts.

EDUCATION: 
Essential:
A bachelor's degree


Desirable:
Degree from a liberal arts college

EXPERIENCE:
Desirable:
Admissions experience in a selective liberal arts setting; experience as an admissions intern or college tour guide is highly desirable.

PREREQUISITE: 

A valid driver's license and possess own transportation. 

KNOWLEDGE, SKILLS, ABILITIES:

· Excellent interpersonal and communication skills

· Strong sense of initiative and self-direction.

· A positive attitude, sense of humor, service orientation and an awareness of the needs and concerns of a selective, church-related institution

· Ability to relate to people from a wide variety of backgrounds and a sensitivity to multicultural issues

· Ability to communicate the value of a residential, church-related liberal arts education.

· Knowledge of and enthusiasm for the mission of St. Olaf College and its niche in higher education.

· Ability to function well in an atmosphere that promotes teamwork as well as independence.

· Ability to travel regionally and nationally.

PHYSICAL DEMANDS:
Extensive travel, lifting items for events

WORKING ENVIRONMENT:

Office environment; travel to various off-campus

sites.

WORK SCHEDULE:
FTE:
(Full-time Equivalent): 1.0



Term:
12 months



Shift: 
Campus office hours: 8:00 A.M. – 5:00 P.M.; evening and weekend hours as duties require.

APPROVAL:                                                
Michael Kyle
DATE:




April 2007

