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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00082

	Pay Grade:
	9

	Title:
	Liaison Officer

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Responsible for attracting high school applicants to the University through a variety of centralized recruitment efforts, programs, and initiatives. Delivers information to students at events as a means to promote the various faculties and specific programs within the University and to ensure the University meets its target enrolement.

	Purpose and Key Functions:
	· Develop conceptual plans and budgets for projects.

· Implement projects and ensure adequate staffing and that projects come in on time and on budget. 

· Develop and deliver presentations to potential applicants, families, and guidance counsellors.

· Plan and coordinate various University recruitment events and campus-wide activities.

· Develop estimates of time and resources required for a variety of events and activities.

· Develop and implement market research strategies to establish and remain current with market trends.

· Develop, implement, and coordinate a marketing plan for annual recruitment activities ensuring the image and reputation of the University is maintained.

· Develop and implement a competitive and comprehensive campus visit program.

· Analyze travel reports and previous year's statistics to develop the school visit schedule.

· Monitor and reconcile accounts, prepare financial statements, calculate program costs, travel expenses and develop budget proposals.

· Negotiate terms and prices with external suppliers for services, supplies and equipment.

· Design and develop learning and training materials for temporary staff.

· Develop and deliver training sessions to temporary staff.

· Update, maintain, and verify information in a variety of databases and spreadsheets.

· Write and edit a variety of documents including, but not limited to, marketing materials, reports, correspondence and email.

· Create, monitor, and update website and electronic request forms.

· Write and modify queries to extract data from databases.

· Facilitate focus groups to determine the effectiveness of current publications and to identify areas for improvement.

· Document and provide feedback to senior staff regarding the target audience’s perception of the University.

· Meet with and respond to inquiries from prospective students.

· Liaise regularly with stakeholders across the campus.

· Attend and represent the University at recruitment events.

· Travel provincially to visit high schools and complete student registration activities.

· Ensure the confidentiality and safeguarding of student files.

· Maintain filing systems, both electronic and hard copy.

· Remain current with frequent changes in all acadmic areas, programs, admission policies and procedures, electronic media and social networking.

	Supervision:
	Ongoing responsibility for supervising up to 9 casual employees at any one time.

	Requirements:
	Bachelor’s degree in a relevant field of study.

Requires 3 years of relevant experience.

	Assets:
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	Additional Information:
	     


