OFFICE OF ADMISSIONS AND RECRUITMENT

Job Description

Position Title:

Recruiter/Admissions Counselor – LU Oklahoma City

Department: 


Admissions, Recruitment and Outreach Programs

Reports To:


Director

Job Status:


Non-Exempt

Probationary Period:
90 days

Job Function:     

This position serves as a member of the Admissions Team in the Office of Admissions, Recruitment and Outreach Programs at LU-OKC.  This position is primarily responsible for recruiting students to achieve enrollment goals.
Qualifications:

Bachelor’s degree (Business, Mass Communications, or Education preferred)

Excellent communication skills (verbal, written, interpersonal, and listening)

Excellent organizational and time management skills

Knowledge of enrollment and admission policy and guidelines 

Job Duties:

1. Serves as a member of the Admissions Team managing  recruitment territories to assist in achieving enrollment goals for the university. 

2. Implement recruitment strategies as outlined in the admissions plan in the assigned territory to include community college and some high school visits, attends college fairs, area receptions, and events. 

3. Initiates, plans, and executes special projects in conjunction with the goals and objectives of the office. 

4. Works with students, parents and/or alumni organizations that assist with the recruitment of students. 

5. Provides admission presentations to visitors during campus tours and at on campus and off-campus events. 

6. Advises students and families of admission requirements, transfer guidelines, financial aid and scholarship information, Associate Degree program, and residence life, etc. 

7. Provides follow-up to students and parents via phone, letters, email, and scheduled appointments in specific recruitment territory. 

8. Reviews admission applications, evaluates credentials, and makes admission decisions. 

9. Serves as an admissions college liaison, assigned to a specific college. 

10. Completes routine reports related to recruitment, projections, personal schedule, travel, special programs, and professional development. 

11. Evaluates program effectiveness, assesses outcomes, and develops improved programming to achieve goals, complete cost analyses, for programs/events. 

12. Adhere to University policies and procedures regarding travel and procurement. 

Special Skills:

1. Excellent oral communications skills

2. Excellent computer skills

3. Excellent problem solving abilities

4. Clear, correct and effective communication using the English language

Work Conditions:

1. Inside and Outside work conditions.

2. Standard office hours are 9:00 a.m. to 6:00 p.m., evenings and weekends will be required

3. May be exposed to steady and fairly loud noise caused by telephone and office machine.

4. High travel is required.

Physical Requirements:
1. Must be able to lift and carry equipment and supplies weighing up to 40 pounds.

2. Must be able to bend, stoop reach.

3. Manual dexterity to efficiently operate a computer keyboard and other business machines.

4. Near vision sufficient to read written communications and computer display screens.

5. Adequate hearing to communicate effectively in person and by phone.

