[image: image1.jpg]O MURRAY \

ourWOrlld
STATE UNIVERSITY toexplore




Undergraduate Admission Counselor
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Dept or Office: Office of Recruitment 
Summary Description

An administrative position within the Office of Recruitment that would be responsible for informing, advising and counseling prospective students and their families about the university and its programs.  This includes but is not limited to evaluating, testing, and measuring the leaning potential and academic achievement of prospective students and making judgment as to whether the student and university represent a good match. Perform all significant recruiting and admissions functions necessary for the university to successfully accomplish its educational business and serve the admissions needs of the customers of the university.  

Responsibilities & Duties
· Exercise quality control initiatives:  Evaluate credentials submitted by applicants, including review of transcripts, evaluating test scores, and conducting an interview to determine whether or not a student exhibits potential for success at Murray State University and will add to the quality of the academic environment.
· Discretionary judgment skills:  Make scholarship awards based upon a student’s academic credentials and other relevant factors.  Such decision will be make in light of furthering the academic standards and quality of the university, and predicting the future success of the student.
· Marketing Services:  Create and implement and individual marketing plan – include knowledge of high school history; area alumni, ministers and friends of MSU; competitors and factors of influence  - that assist the university in successfully achieving it educational mission.  
· Public Relations Services:  Perform public relations services by representing Murray State University at high schools, college night programs, conferences and other required events as required.  Employee will serve as guest speaker, discussing a variety of higher education topics including but not limited to the college search process, financial aid issues, scholarship services, etc., to a variety of constituents, including but not limited to professional organizations, students, and parents. 
· Government Relations:  When required, represent Murray State University’s interests with representatives from Kentucky’s Council on Postsecondary Education.
· Customer Relations: Serve the university as the primary point of contact, promoting and representing the interests of both Murray State University and its customers by providing counsel for prospective students and parents regarding academic programs of study, program requirements and scholarship programs; make financial commitments on behalf of the university in the form of scholarships. 
· Employ personalized communication techniques when communicating with prospective students, parents and other constituents through written and electronic communication. 

· Conduct investigation into complaints or disputes on behalf of Murray state University management and/or prospective students, parents, and other constituents who may encounter problems during their experience with Murray State University and determine the resolutions of such issues.  Significant matters may include, but are not limited to the following: financial aid issues, scholarship issues, academic programs issues, admission credentials and documents, residence life, etc. 

· University Planning:  Participate in long range planning by serving as part of student affairs or university strategic planning bodies. 
· Participate in short range departmental planning by offering recommendations for departmental functions and goals. 

· Anticipate and investigate competitive products and services and make recommendations for distinguishing Murray State University from the competitive marketplace.

· Participate in development of university publications, student handbooks, and etc., outlining academic services and university policies. 

· Participate in development and implementation of campus recruitment programs. 

· Make large and small group presentations to prospective students regarding programs. 

· Facilitate prospective student campus visits and interview. 

· Other duties as assigned. 

Requirements – Education and experience
· Bachelor’s Degree required. 

· Experience in a higher education (academic or administrative), public relations, or marketing. 

· Must be able to life and carry equipment and supplies weighing up to 40 pounds. 

· Must be able to bend, stoop, and reach.

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

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

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

· Must have a valid driver’s license. 
· Excellent writing skills, as demonstrated in professional work samples submitted with application materials. 

· Excellent critical thinking skills. 

· Ability to use discretionary judgment.

· Excellent oral communications skills. 

· Excellent computer skills, with proficiency in Microsoft word, office suite, and the university’s Enrollment Management Action Systems (EMAS). 

· Excellent problem solving abilities. 

· Excellent leadership and time management skills. 

· Clear, correct, and effective communication using the English language.  Proficiency in one or more foreign languages in desirable, but not required. 







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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