
JOB DESCRIPTION

POSITION TITLE

Assistant Director of Enrollment


REPORTS TO:

Director of Financial Aid and Director of Admissions

PRIMARY FUNCTION: 
Serve as primary liaison between the Admissions Office and Financial Aid Office to promote a fully integrated Enrollment Division and the effective recruitment of prospective students to St. Olaf College.

AREAS OF RESPONSIBILITY:


1.   Work with visiting students and families in regards to admissions and financial aid concerns and information.  Interview prospective applicants and evaluate for admission to the College.  Recruit in one region of the country (limited travel responsibility), and assist in admissions committee decisions. Counsel students and families about the financial aid process, financing a St. Olaf education, understanding their financial aid award, and debt management issues.  Assist families with the billing process, and guide families facing financial hardships through the special circumstances process.

2.  Serve as a liaison to coordinate data sharing between the Admissions and Financial Aid Office.  Under the Director of Financial Aid’s supervision, pull data to complete required surveys/reports.   Assist the Director in managing the work of the office, which may include, but is not limited to:  managing financial aid strategies, research projects, and budget projections.

3.
Coordinate the academic merit scholarship program and the National Merit Scholarship program.  This includes the application and awarding process, as well associated events and the integration of the awards into the financial aid system.

4.   Work with communications team in Admissions to assure that Financial Aid Office communication flows for prospective students integrate well in the enrollment process.  Update and maintain financial aid communication pieces (Financial Aid Brochure, postcards, binder materials).

5.  Serve as Financial Aid Office webmaster. 

SUPERVISORY RESPONSIBILITIES: 
Indirectly supervise/assign duties to part-time clerical staff member/student workers.  

CONTACTS:
Student, staff, faculty, vendors, general public.
EDUCATION: 
Essential:
Bachelor’s degree.


Desirable:
Same.

EXPERIENCE:
Essential:
Minimum of three years’ experience as an admissions and/or financial aid counselor,  and demonstrated proficiency using Microsoft Excel and Access.


Desirable:
At least one year of experience in a college setting.

KNOWLEDGE, SKILLS, ABILITIES:

Strong communication skills and the ability to provide exemplary service to families applying to St. Olaf College. Knowledge of admissions and financial aid/billing policies and processes. Knowledge of regulations and legislation governing federal and state financial aid programs.  Knowledge of Microsoft Word, Excel, and Access required.  The ability to think creatively and analytically to best utilize existing software to continuously improve service and information provided to our students and families.

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Fast paced office environment.
WORK SCHEDULE:
FTE:
1.0 



Term:
Full year.



Shift: 
Campus office hours, Monday-Friday.

APPROVAL:                                                Katharine Ruby and Jerry Pope
DATE:




May 4, 2006.

