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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00493

	Pay Grade:
	5

	Title:
	Admissions Team Processing Member

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Admissions Team Processing Member is responsible for the timely and accurate processing of undergraduate applications.

	Purpose and Key Functions:
	· Provide applicants with their offer of admission or decline and ensure that the appropriate conditions, scholarship information and transfer credit are included in the offer. Request and run the production of admission letters.

· Review files of all new undergraduate applicants to determine whether or not all required documentation in support of the application has been received.

· Process all new undergraduate applications. Update applicant data and grades in the database.

· Monitor admission systems error reports and correct data errors.

· Provide orientation to staff on the use of the admissions system.

· Update and maintain major code tables.

· Create and compose condition codes for letters of acceptance templates.

· Write and maintain a variety of procedure manuals.

· Write and edit routine QMF queries.

· Compose and forward replies to applicant, staff and faculty inquiries.

· Calculate applicant admission, scholarship and residence averages. Calculate final averages on foreign transcripts for scholarship and admission purposes.

· Download data files from the Ontario Universities' Application Centre (OUAC) and use data to update tables.

· Set up and maintain filing systems both electronic and hard copy.

· Analyze and resolve problems related to student applications and data.

· Assign student numbers to undergraduate and exchange students.

· Provide information and clarification regarding admission rules and regulations.

· Attend and participate in various University recruitment activities and events.

· Compile and assemble admission packages.

· Maintain and safeguard student application information.

	Requirements:
	1 year Community College diploma in Office Administration, or related field.

Requires 2 years of relevant experience.

	Assets:
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	Additional Information:
	     


