
JOB DESCRIPTION

POSITION TITLE

Information/Inquiries Coordinator





Student Work Supervisor




REPORTS TO:

Assistant Director of Admissions/Office of Admissions

PRIMARY FUNCTION: 
Provide essential support for the recruitment and enrollment activities of the department in a manner that ensures excellent customer service is provided to our external and internal constituencies.

AREAS OF RESPONSIBILITY:


1. Respond to all inquiries, domestic and international, from prospective students and their families, athletic recruits, schools, churches, faculty, staff and all other sources:  

· Enter prospective student data into Recruitment Plus; coordinate and prepare initial mailings and follow-up correspondence; monitor all on-line requests, enter and correct missing information and address corrections; provide general and specific departmental information to all interested parties; gather all on-line application pieces from various websites; assist with the decision letter process, coordinate and compile information for admitted student packets.

2. Supervise student work:

· Supervise and schedule all student workers in the Office of Admissions for the general office, counseling staff, campus visit program and the summer student work program; maintain monthly student payroll and budget; process letters of recommendation and all necessary student work forms and paperwork for the offices of Admissions, Financial Aid and Payroll; maintain confidential student files; responsible for scheduling and supervision of student workers during all special events on campus, including but not limited to Fall Open House, Junior Days, Scholars’ Day, Spring Open House and MPCW.

3. Maintain publications inventory:

· Coordinate and maintain all publications deliveries with internal and external agencies; generate periodic publication inventory reports; provide office with sufficient publications materials for all mailings, counselor travels and general office use; provide college brochures to all off-campus agencies; organize and rotate college publications; responsible for the proper storage of files, documents and confidential materials and instruct with the proper disposal of the same.

4. Assist with scholarship programs:

· Assist the Associate and Assistant Directors with the Buntrock, Service Leadership and Community & Church, and TriO scholarship programs; enter all scholarship applications; process all scholarship correspondence including scholarship decision letters; coordinate all scholarship mailings.

5. Coordinate communication flows:

· Produce and deliver mailing lists to our off campus mail house for mass mailings; coordinate shipments of publications for timely processing of admissions mailings.

6. Provide athletic and music recruitment support:

· Process all athletic inquiries both from prospective students and coach requests; code athletic recruits in Recruitment Plus data base; ensure that music faculty and staff correspondence is entered into prospective student files in Recruitment Plus.

7. Serve as office email coordinator:

· Receive all incoming office emails; compile and deliver emails to appropriate person(s), respond to routine questions via email or phone, provide direction to Admissions websites.

8. Print and compile all online applications for Admissions:

· Print submitted online applications from various website locations; deliver applications to appropriate applications team member for further processing.

9. Organize outgoing mail:

· Assure accurate and timely delivery of all outgoing mail to the campus mailroom; receive mail and special deliveries.

SUPERVISORY RESPONSIBILITIES: 
Responsible for hiring, training, supervision and assigning of daily work, evaluating, disciplining, and terminating 15-20 student workers (approx. 4-10 hours per week per student during the academic year) and 6 full-time summer student workers.  Review and submit monthly time sheets for 70+ student workers.

CONTACTS:
Daily contact with Vice President and Dean of Enrollment, Associate Directors of Admissions, Assistant Directors of Admissions, Admissions Counselors, faculty and staff members, as well as St. Olaf students, prospective students and their parents and the general public.
EDUCATION: 
Essential:
High School diploma or equivalent.


Desirable:
Associate Degree in office administration.

EXPERIENCE:
Essential:
2 or more years administrative/office experience; previous supervisory skills.


Desirable:
3 years administrative/office work, preferably in a college setting; previous supervisory experience.

PREREQUISITE(S):
Must possess a valid drivers license and a good driving record.
KNOWLEDGE, SKILLS, ABILITIES:

Strong interpersonal, organizational, oral and written communication skills; excellent typing and computer skills, word processing and data entry experience; knowledge of Microsoft Word, Excel, and Access programs, email and internet required; ability to work in a team environment; attention to detail, accuracy and confidentiality essential; ability to work under pressure and with frequent interruptions; ability to work independently, prioritize and meet deadlines with minimal supervision; interest in and empathy with students; knowledge of college organization and culture.

PHYSICAL DEMANDS:
Heavy lifting of supplies; ability to lift 25-50 pounds on a regular basis.

WORKING ENVIRONMENT:
High traffic office environment with frequent interruptions. 
WORK SCHEDULE:
FTE:
.91 


APPROVAL:                                                
Jill Lynch, Associate Director of Admissions
DATE:




March 2009
