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Coordinator-New Student Programs
Updated:  02/17/2012
FLSA:  Exempt
                                                                                                   Dept or Office: Office of Recruitment
Summary Description

Responsibilities & Duties
Coordinate campus-wide new student orientation program; select, train and supervise student orientation leaders; plan and promote Racer Days (university preview days); plan all new student events and receptions with the Office of Recruitment. Maybe required to inform, advise, and counsel prospective students and their families about Murray State University’s programs and services. In addition, you might be required to make visits to high schools and appropriate non-school programs to provide information about the university.

Requirements – Education and experience
Bachelor’s degree required. Candidate must have at least three to five years of experience working in a higher education setting. Experience with new student orientation and student recruitment-related activities. Must possess strong interpersonal skills (both oral and written), communication skills with attention to detail. Experience with event planning and promotion. Ability to work in a complex organization made up of diverse individuals including students, faculty, staff, alumni and administrators. Extensive knowledge of computers and word processing skills are required. Must be willing to travel both in-state and out-of-state.
Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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