
JOB DESCRIPTION

POSITION TITLE:
Director of Enrollment Information and Research

REPORTS TO:
Vice President and Dean of Enrollment

PRIMARY FUNCTION: The Director of Enrollment Information and Research, a member of the Enrollment Division’s senior leadership team, provides planning and administrative leadership for the enrollment management and data analysis systems in the Enrollment division.  Additionally, this position works with the Assistant Vice President for Enrollment and the Dean of Admissions to promote a data-driven culture throughout the division, training and leading the Admissions and Financial Aid staffs to develop analytical skills to enhance decision-making, productivity, and efficiency.

AREAS OF RESPONSIBILITY:


Strategic Data Analysis and Tools for Productivity and Efficiency

· Recognize, quantify, and evaluate risks and opportunities in the College’s enrollment plan, and collaborate with Division leadership to devise data-supported solutions to advance strategic goals.  Synthesize institutional priorities into concrete recruitment and enrollment strategies, and work with divisional leadership to implement them during the course of the enrollment cycle.

· Develop reporting and analytical tools that provide relevant and timely data to identify trends, provide data readily to internal stakeholders and external constituencies.

· Educate and engage the Admissions and Financial Aid staff in the optimal use of data throughout the recruitment and enrollment cycle, working closely with colleagues across the division to promote best practices.

Information Management and Reporting

· Design and institute a network of reports for use and analysis by Admissions staff, Vice President, Dean of Admissions, Assistant Vice President for Enrollment, Treasurer, President, and other constituents.

· Identify and provide data analysis to meet and advance strategic goals and objectives set by the Enrollment division in the areas of recruitment strategy, enrollment projections, and merit and need-based financial aid.

· Develop and implement appropriate strategies for the long-term management of divisional information, and perform periodic audits of processes and procedures used to maintain the security and integrity of data.

· Ensure the integrity and seamless integration of electronic enrollment communication and data,.

· Prepare admissions and financial aid data requests for annual surveys, working with the Office of Institutional Research & Evaluation, and other internal and external constituencies.

Recruitment PLUS and PowerFAIDs Management

· Administer the division’s use of Recruitment PLUS and PowerFAIDs, including query development, data organization and standards, user access, permission and security settings, and external data manipulation in Microsoft Access and Excel.

· Oversee the maintenance, system upgrades, enhancements and all technology-related issues in consultation with the Instructional and Informational Technologies department.

· Manage all data imports and export processes.

· Work with IIT, Advancement and College Relations, Business Office, and the Academic Advising Center to prepare and coordinate data delivery to other systems and offices on campus.

· Serve as the technical liaison to the College Board, ACT, Common Applications, and other external constituents.

Staff  Management

· Assist in monitoring and evaluating admissions and financial aid system processes, policies and services.

· Provide training and support to admissions and financial aid offices on systems and reporting needs.

 Other Duties:

· Prepare and manage the data, research and technology budget line items to ensure alignment with strategic priorities.

· Participate in the work of the College via committees and special projects.

SUPERVISORY RESPONSIBILITIES: 
Student work and some project direction with operations staff.

CONTACTS: The Director of Enrollment Information, Research and Planning interacts with division staff on a daily basis.  He/she also interacts with staff, faculty, department/office heads, Vice Presidents, and the President, as needed.  He or she also serves as a primary contact with The College Board and as the staff representative to vendors, other institutions, etc.

EDUCATION: 
Essential:
B.A. or B.S. degree


Desirable:


EXPERIENCE:
Essential:
5 - 7 years experience with data management in relational databases, in data reporting and analysis, and in leading initiatives or projects.  

Desirable:
5 - 7 years experience with Recruitment PLUS desired; experience with PowerFAIDs a plus.

KNOWLEDGE, SKILLS, ABILITIES: 

· Excellent analytical and problem-solving skills to develop systems and reports.

· Excellent communication and interpersonal skills with the ability to communicate and collaborate effectively

· Proven ability to interpret, adapt, develop and apply guidelines and procedures

· Effective organizational skills

· Ability to work effectively in a fast-paced, team-oriented and goal-centered environment

· Extensive experience programming and reporting with MS Excel and Access

· Fluent in relational database structures and queries; experience with SQL desired

· Ability to work with confidential data

· Fluent in the MS Office Suite of software

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Normal Office Environment

WORK SCHEDULE:
FTE:
1.0



Term:
Full Year



Shift: 
Campus office hours with evening and weekend hours required during special Enrollment events and operational peak times.

APPROVAL:
Michael Kyle

DATE:

May, 2010

