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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00485

	Pay Grade:
	9

	Title:
	Administrator, Recruitment and MBA Admissions

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Administrator, Recruitment and MBA Admissions, is responsible for the recruitment and admission of candidates to the faculty's undergraduate and graduate programs. Develops strategies and policies that serve to improve the effectiveness and efficiency of the faculty's strategic recruiting and admission initiatives.

	Purpose and Key Functions:
	· Develop creative methods for raising the profile of the faculty's graduate and undergraduate programs in the media. 

· Research international student markets and analyze information in order to develop strategies to increase the faculty's exposure in foreign markets.

· Complete an annual needs assessment and write a business plan which includes the development of recruitment, admission and strategic plans and objectives.

· Research and conduct analysis of comparable educational systems domestically and internationally.

· Interview potential candidates for admission.

· Notify applicants that they have been declined admission into the program and advise them of alternate educational opportunities and approaches to take for future admission into the program.

· Develop cost-recovery budgets and submit to manager for review and approval. Administer and monitor budgets approved by manager.

· Attend education fairs across the country to promote programs and recruit applicants.

· Participate in national and international listservs with recruiting and admissions staff.

· Assess ghs and Graduate Management Admission Test (GMAT) results to determine the admissions eligibility of applicants.

· Conduct surveys of newly admitted students and analyze data.

· Develop detailed analyses of the programs and activities that summarizes the qualitative and quantitative evaluations of materials, instructors and student comments.

· Create statistical reports and profiles of new students.

· Interpret transcripts from various domestic and international institutions.

· Plan and coordinate an orientation program for international students and Transition to Campus activities.

· Oversee technology implementation of new application and offer generation systems in coordination with the School of Graduate Studies (SGS). 

· Coordinate admission processes by setting admission and scholarship cutoffs.

· Negotiate pricing and terms with internal and external vendors.

· Coordinate the successful completion and submission of student applications for a variety of internal and external scholarship opportunities.

· Plan and coordinate various recruiting events.

· Coordinate editing and production deadlines for marketing and admissions materials.

	Supervision:
	Provide lead hand supervision and is responsible for the quality and quantity of work of others.

	Requirements:
	Bachelor's degree in Business Administration or related field.

Requires 3.5 years of relevant experience.

	Assets:
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	Additional Information:
	     


