JOB DESCRIPTION

POSITION TITLE

Assistant Director of Admissions, Coordinator of 

Music Admissions

POSITION REPORTS TO:

Director of Admissions

PRIMARY FUNCTION: 



This position is responsible for coordinating a recruitment and admissions program for prospective students with a strong interest and aptitude in Music, and acting as an ambassador of the college to families and related constituents on and off campus. 

AREAS OF RESPONSIBILITY:


1) Recruiting prospective students with a strong interest and aptitude in Music ( majors and non- majors) 

2) Develop, coordinate and implement a recruitment plan for these students 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. coordinating audition procedures for all entering music majors and students applying for a music scholarship

d. travel to selected college fairs and with touring music ensembles

3) Coordinate all music recruitment and financial aidactivities with the Admissions and Financial Aid officesand the Music Department Admissions and Scholarship committee

4) Coordinate Admissions open house events in the Music Department

5) Assist in training Admissions Office tour guides

6) Work with student and alumni volunteers

7) Assist in coordinating various on and off-campus events and projects.

8) Other duties as assigned.

SUPERVISORY RESPONSIBILITIES: 
Student workers, primarily during Music Scholars Days

CONTACTS:
Prospective students; parents/guardians; all members of the St. Olaf community; external admissions contacts.

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/Jerry Pope
DATE:




September 2006

