
JOB DESCRIPTION

POSITION TITLE

Director of Admissions



REPORTS TO:

Vice President and Dean of Enrollment

PRIMARY FUNCTION: 


This position provides leadership for a variety of Admissions functions, including: strategic and tactical planning for admissions programs, process, and procedures; administering and supervising the Office of Admissions, including student recruitment activities, and admission procedures that enhance the College’s enrollment.

AREAS OF RESPONSIBILITY:


1. Member of the enrollment management team. 

2. Daily management of admissions staff and resources.

a. Adherence to and execution of elements of operational plan.

b. Knowledge of College history, culture, programs and other information.

c. Communication of points of difference with key constituencies.

d. Dependability, attitude and personal relationships.

e. 
Supervise training programs to insure both the knowledge and skill sets of all

admission personnel are at the highest possible standard.

3. Creation and implementation of an annual strategic operating plan for admissions

a. Manage operational budget 

4. As appropriate, selection of and collaboration with external vendors for the provision of specific products and services.

5. Implements strategic enrollment and recruitment efforts; focusing on the elements of the 2004 – 2009 Strategic Plan that deal specifically with the Enrollment division. 

i. Inquiry development and direct marketing activities

ii. Application processing

iii. Admitting and selection processes

iv. Yield Activities

v. Campus Visit Program

6. Collaboration within the division for the creation of financial aid policies and seamless execution of student financing options as it integrates with the admissions process.

7. Development and oversight of print and electronic publications.

8. Collaboration with other college departments and programs for student recruitment, including but not limited to:

a.
Athletics

b.
Music and performing arts

c.
Academic programs

d.
Alumni and friends of the College

9. Participation in college, professional, and community committees, events and functions.

SUPERVISORY RESPONSIBILITIES: 
Manages staffing and resources of the Admissions office.

CONTACTS:
Prospective students; parents/guardians; all members of the St. Olaf community; external admissions contacts.
EDUCATION: 
Essential:
A Bachelors degree 


Desirable:
Degree from a liberal arts college, Masters degree

EXPERIENCE:
Essential:

Seven to ten years of progressively upward 

movement in college admissions; extensive

experience managing staff; proven experience in budget management


Desirable:
Professional admissions experience work at a four-year liberal arts college.  Knowledge and appreciation of St. Olaf College as a national liberal arts college.

KNOWLEDGE, SKILLS, ABILITIES:

· A commitment to and passion for the mission of the College and a deep respect for St. Olaf’s values and traditions.

· Commitment to the benefits of inclusivity and a deep understanding of how to recruit an incoming class consistent with the college’s mission and strategic goals.

· Demonstrated ability to lead collaboratively across campus and with other stakeholders outside the College community. 

· Excellent interpersonal skills.

· Excellent communication skills; both written and oral.

· Excellent project/program management skills.

· Excellent organizational skills.

· Ability to work with a wide variety of people from varied backgrounds.

· Ability and willingness to travel locally and nationally. 

· Must possess aptitude for statistical analysis, and ability to interpret and translate data as it relates to admissions, financial aid, market positioning, etc. 

PHYSICAL DEMANDS:
na.

WORKING ENVIRONMENT:
Normal office environment

WORK SCHEDULE:
FTE:
1.0  



Term:
full year



Shift: 
Normal office hours: 8:00 A.M. to 5:00 P.M.; evenings and weekend hours are required.

DATE:




May 2005

