State of Georgia Job Description

	Job Title: Admissions Coordinator 
Job Code: 11212 
Last Update: 8/1/2002 
Salary Plan: DTAE Support Staff Salary Plan (SUP) 
Pay Grade: 03 
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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under general supervision, coordinates the processing of applications for admission and readmission of students for a technical college. Coordinates the entry of application information into the student information system. May assist with the planning and implementation of student recruitment activities. Serves on various committees. May supervise subordinate employees. 




Job Responsibilities & Performance Standards:
1.
Coordinates the processing of applications for admission and readmission of students at a technical college. (Performed by all incumbents)
1.
Provides information to students in a professional manner regarding the admissions process, application deadlines, transfer of transcripts, financial aid and various programs offered.
2.
Establishes and maintains open communication channels between the students and the Admissions Office.
3.
Assists with coordinating the development of brochures/handouts and compiles information for future use by students and the general public according to established guidelines.
4.
Promptly, accurately, and professionally responds to or ensures response is given to students' questions.
5.
Evaluates applicant files to ensure that specific admission criteria have been met.
6.
Notifies applicants of their admissions status, including information on developmental studies, if applicable, registration dates, and procedures. May schedule placement tests.
2.
Coordinates the entry of application information into the student information system. (Performed by all incumbents)
1.
Ensures names and addresses of students are entered into the student information system accurately and according to established procedures.
2.
Ensures high school transcript information is entered accurately.
3.
Identifies and corrects problems as they arise.
4.
Applies appropriate internal procedures and processing methods to best accomplish the application process.
5.
Recommends appropriate changes to policies and tests new procedures.
3.
Creates and maintains a high performance environment characterized by positive leadership and a strong team orientation. (Performed by some incumbents) 
1.
Defines goals and/or required results at the beginning of the performance period.
2.
Communicates regularly with staff toward defined goals and/or required results, providing specific feedback and initiating corrective action when defined goals and/or results are not met.
3.
Evaluates employees at scheduled intervals; obtains and considers all relevant information in evaluations.

4.
Motivates staff to improve quantity and quality of work performed and provides training and development opportunities as appropriate.
4.
Assists with the planning and implementation of student recruitment activities. (Performed by some incumbents)
1.
Assists in developing effective outreach programs to communicate with secondary school personnel, community organizations and the general public.
2.
Serves as representative of the technical college at PROBE sessions, career day programs, community festivals, etc.
3.
Develops and coordinates an effective program of high school visitations utilizing faculty resources and student participation.
4.
Acquires supplies/materials needed to successfully implement recruitment events.
5.
Makes changes/adjustments to recruitment event plans based on input from senior staff and supervisor.
6.
Schedules and hosts campus tours and visits for potential students. Follows up appropriately with correspondence by phone and/or mailings.
5.
Maintains knowledge of current trends and developments in the field by attending staff development training, workshops, seminars and conferences and by reading professional literature in the related technical field. (Performed by all incumbents)
1.
Attends internal and external educational programs and professional meetings as requested.
2.
Participates in regular meetings of available and applicable professional organizations.
3.
Reads professional literature and translates complex or technical information into a manful format that may be understood by others.
4.
Actively recruits members of advisory committee.
5.
Readily serves on various committees and teams.
6.
Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior. (Performed by all incumbents)
1. Demonstrates eagerness to learn and assume responsibility; seeks out and accepts increased responsibility; displays a "can do" approach to work.
2. Shows persistence and seeks alternatives when obstacles arise; seeks alternative solutions; does things before being asked or forced to by events.
3. Works within the system in a resourceful manner to accomplish reasonable work goals; shows flexibility in response to process change and adapts to and accommodates new methods and procedures.
4. Accepts direction and feedback from supervisor and follows through appropriately.
5. Works when scheduled; begins and ends work as expected; calls in according to policy when arriving late for work or when absent; observes provisions of Fair Labor Standards Act; observes policies on break and lunch periods; uses work time appropriately.



Minimum Qualifications:
Associate degree from an accredited college or technical college *and* three years experience in a post-secondary institution, preferably in admissions or registrar office. Excellent written and verbal communication skills. Experience in Microsoft Office Suite. 

Preferred Qualifications:
(In addition to minimum qualifications) Experience in BANNER student information system. 

	
NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 

The information presented, while not an exact or exhaustive listing, describes the work, performance standards, and qualifications typically required of positions or employees in this job. A specific position description or employee performance plan may differ as long as it is consistent with the core Responsibilities, Standards and Qualifications of that job. 




For questions or comments, please contact us or read our disclaimer. 

© 1998-1999 The State of Georgia & The Georgia Merit System
ALL RIGHTS RESERVED. 
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