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Associate Director for International Enrollment
Updated:  05/20/2008
FLSA:  Exempt



Dept or Office: Institute for International Studies 
Summary Description

Full-time, 12monthprofessional employment to manage the Office of International Admissions, including supervision of counseling prospective students and current applicants for degree and/or English Language programs, evaluation and decision on applicant admissions, facilitation of application review process with relevant academic units, and support of accepted students to enroll.
Responsibilities & Duties

Of highest priority is managing and implementing the mandate to increase the enrollment of qualified international students in MSU degree and ESL programs. This overall responsibility includes implementation of external and internal measures to facilitate enrollment growth to a level of 600 in five years. Specific duties include:

· Managing the international enrollment office .

· In close coordination with international recruitment coordinator, insure necessary information, advisement, and support of international student applicants throughout the admission review process.

· In cooperation with relevant academic units and the Provost's office, review, revise, and facilitate admissions standards, policies, and practices as circumstances warrant.

· Provide guidance for decisions about international records, determining eligibility for admission, tracking application data, preparing regular reports on admitted and enrolled students, counseling with students, and supervision. 

· Establish and maintain relations with international advisement study centers that refer students to MSU.

· In cooperation with international recruitment specialist, administrators, faculty and professional staff, plan and conduct visits to student and advisement education fairs.
· Advise recruitment and relevant MSU personnel on contacts and agreements with agents and advisement services and centers located in targeted countries.
· Oversee and insure full, prompt, and individualized responses to inquires from prospective students, recruiting agencies, and advisement centers. 
Requirements – Education and experience
At least two years' experience evaluating international student application documents and credentials for admissions to an accredited university in the United States; Master's Degree in international field; demonstrated effective communication and intercultural skills; previous international work -related travel, preferably to recruit international students; demonstrated commitment to international education and professional growth; and knowledge of educational systems and active contact with educational institutions in other countries required. Teaching, study, or other educational work outside the United States; familiarity with centralized ~ management information system such as Banner or equivalent preferred.
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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