Job Posting for Temporary, Casual or Interim Position

	Job Title
	Recruitment Assistant

	Interim Job Code
	INT113
	Pay Grid
	Temporary

	Student Work Program Job Code
	WPS113
	Pay Grade
	Level 2



Department, Unit or Project Description:

	Provide relevant background that will help the applicant understand how the job fits in your area and the context within which it operates. 



Job Summary:

	Assists in the development of presentations to a targeted audience to support recruitment initiatives for the University, Faculties’ and/or Programs.


Accountabilities:

	1. Participate in the development of presentations to potential applicants, families and guidance counsellors.

2. Respond to inquiries from prospective students in person, telephone or electronically.

3. Liaise with other related programs that support recruitment initiatives. 



Qualifications:

	Education: 
· Currently enrolled in a relevant post-secondary school program. 
Experience: 
· Knowledge of secondary school systems. 
· Valid G-License is required.


Assets:

	· Knowledge and experience within Indigenous education,  and the Indigenous  community at McMaster University  

· Relevant knowledge to support  Indigenous  learners  considering  a transition  into  a post-secondary environment  

· Excellent oral communication and public speaking skills  

· Strong organization and interpersonal skills  

· Strong attention to detail while working in a fast-paced environment, including ability to complete reports in a timely manner  

· Ability to identify with and relate to Indigenous learners  

· Ability to think and react quickly, especially in situations where things are happening quickly and  

· Ability to problem solve  

· Knowledge of the current secondary school systems, as well as First Nations school systems  

· Basic computer skills to generate confirmation letters and visit report sheets, update existing database records, respond to email inquiries, etc.  

· Valid driver’s license  


Additional Information:

	State any additional information pertinent to the role.  This section should not include any Accountabilities outside the scope of what is listed above. 
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