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Senior Admission Counselor
Updated:  04/27/2005
FLSA:  Exempt



Dept or Office: Office of Recruitment 



 
Summary Description

An administrative position within the School Relations Office that would be responsible for informing, advising and counseling prospective students and their families about the university and its programs. 
Responsibilities & Duties
· Inform, advise and counsel prospective students and their families about the university.

· Make off-campus visitations to high schools and appropriate non-school programs to provide information about the university.

· Participate in the planning of the School Relations Office recruitment plan.
· Assist in the general administrative and, at times, clerical responsibilities of the office.

· Coordinate recruitment efforts between the Colleges of Science, Engineering and Technology and the School Relations Office. 

· Coordinate the recruitment activities with summer workshops and camps. 

· Coordinate all on-campus special visitation days, i.e.: Fall senior Day and Junior Jam Day.

· Coordinate recruitment activities with the Athletic Department. 

· Assistant Director of Summer Orientation. 

· Co-advise, select, train and supervise the Student Ambassadors.  
Requirements – Education and experience






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.

Finance & Admin - Exec Coord TH's template 11-1-2011
Page 1 of 1     2/9/2012

