[image: image1.jpg]O MURRAY \

ourWOrlld
STATE UNIVERSITY toexplore




Coordinator of Admissions Services

Updated:  03/05/2002
FLSA:  Exempt



Dept or Office: Admissions and Registrar’s Office

Summary Description
Coordinates the undergraduate and graduate admission process including the supervision of staff and

development of admission policies and procedures.   Determines course equivalencies and creates and

maintains articulation tables in DARS (degree audit system).  Serves as MSU representative on several

statewide committees mandated by the Council on Postsecondary Education.  

Responsibilities & Duties

Include but are not limited to the following:

· Interpret admission policies and make admission and residency decisions. 

· Determine MSU equivalent courses for courses at other institutions.  Create and maintain articulation tables in DARS. 

· Assist with development of statewide CAS project. 

· Develop and update general 2+2 articulation plans for all undergraduate programs and make this information available to students as well as counselors at MSU and other colleges. 

· Serve as Admissions and Registrar’s Office representative in the development of specialized departmental articulation agreements, working with representatives both on and off campus. 

· Serve as MSU’s representative on the following statewide committees:

· Framework committee.

· Statewide general education committee. 

· CAS committee.

· AAS taskforce committee. 

· Develop and maintain materials for use on MSU’s website concerning admission and articulation. 

· Advise faculty, staff and students on how to interpret articulation information and solicit feedback as equivalents are determined and entered in DARS system.

· Supervise Undergraduate Admissions Clerk, Transfer Admissions Clerk, Data Entry Clerk, International Admissions Specialist, International Admissions Clerk, Graduate Specialist and Graduate Admissions Clerk.

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.
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