
JOB DESCRIPTION

POSITION TITLE:
Receptionist and Campus Visit Assistant

REPORTS TO:

Assistant Vice President for Enrollment

PRIMARY FUNCTION:  The Receptionist and campus visit assistant is the first primary contact person for students and families visiting the St. Olaf College campus; this individual provide collaborative and engaging assistance to families during their campus visit.

· Greet all visitors to the Admissions Office, providing them with a warm and informative welcome to St. Olaf College. Assist in orienting them to their schedule, which could include meeting with an admissions officer, taking a tour of the campus, visiting with faculty or staff, attending a college class, or staying overnight with a current student host. Provide relevant introductions to admissions personnel and other administrative staff or faculty, and accurate directions for campus appointments.


· Assist the campus visit program by greeting visitors, answering visitors' questions and directing them to scheduled appointments; taking phone requests for information from parents, students, and other stakeholders in the enrollment process.

· Assist the Campus Visit Coordinator, admissions staff members and individual coordinators of campus programs to ensure a smooth and seamless production of recruitment activities

· Provide timely and accurate data entry: visit day registration, student inquiry information into Recruitment Plus, and data entry for applications and campus visit forms as directed.

· Respond efficiently, courteously, professionally and accurately to prospective students, parents, professors, coaches, and other staff who inquire about admissions and financial aid at St. Olaf College.

· Other duties as assigned

SUPERVISORY RESPONSIBILITIES: 
Provides direction to student workers

CONTACTS:
Vice President and Dean of Enrollment, Assistant Vice President for Enrollment, Dean of Admissions, Associate Dean of Admissions, St. Olaf community members, parents, students, prospective students and parents
EDUCATION: 
Essential:
Relevant post secondary course work or Associate Degree in office administration


Desirable:
College degree

EXPERIENCE:
Essential:
Previous work and significant interaction with the public in person and by phone


Desirable:
Office or customer service environment where contact with the public is valued and imperative; similar type work in a higher education setting.

KNOWLEDGE, SKILLS, ABILITIES:

· Must possess team oriented work ethic.

· Intermediate computer skills, to include data entry, word-processing, and spreadsheet management

· Ability to multi-task in a dynamic and fast-paced environment.

· Ability to maintain composure and good humor during periods of high traffic (telephone and visits).

· Must be friendly and outgoing – willing to visit and engage people with a wide range of backgrounds and expectations. A sense of humor is a must.

· Possess excellent customer service/interpersonal communication skills

· Strong interpersonal and communication skills

· Interact successfully and professionally with all contacts.

· Knowledge of the St. Olaf community and higher education in general is a plus.

· Ability to establish a professional and comfortable tone with a wide range of people.

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Office environment; high traffic office

WORK SCHEDULE:
FTE:
0.75 


Term:
Full-time September through May

Shift: Campus office hours 8:00am – 5:00pm Monday – Friday; some evening and weekend hours for special events.

APPROVAL:                                                
Michael Kyle
DATE:





May, 2010

