State of Georgia Job Description

	Job Title: Admissions Director (DTAE) 
Job Code: 11120 
Last Update: 01/01/2002 
Salary Plan: DTAE Support Staff Salary Plan (SUP) 
Pay Grade: 03 
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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under minimal supervision, plans and manages admissions activities of new and re-entering students of a technical college. Develops and implements comprehensive recruitment plan. Processes student applications for acceptance and admission. Schedules and administers tests to applicants and keys data into computer. Develops and maintains working relationships with staff and outside contacts in the community. Supervises subordinates employees. 




Job Responsibilities & Performance Standards:
1.
Plans and manages activities of admissions of all new and re-entering students. (Performed by all incumbents)

1.
Ensures admissions activities are in compliance with federal, state and local regulations and guidelines.

2.
Develops and revises admissions forms including applications, general information, program brochures, catalog, student handbook and other admissions forms as needed according to established policies and procedures.

3.
Establishes testing, test workshops and deadlines for application schedules in accordance with established policies and procedures.

4.
Prepares appropriate letters, memos and directives related to testing, acceptance, re-admission, program transfer and registration.

5.
Informs the campus community of all changes in the admissions policy.

2.
Develops and implements comprehensive recruitment plan. Assists in marketing and public relations activities. (Performed by all incumbents)

1.
Coordinates with high school counselors to attend career fairs.

2.
Participates in tours of the technical college with civic groups, high school groups, businesses and the community at large.

3.
Effectively represents the technical college at meetings, conferences, and other events in a professional manner.

4.
Provides appropriate guidance for prospects regarding vocational/program choice.

5.
Coordinates with public relations/marketing staff to ensure applications for admission, instructional program brochures, view books, videos, and radio/newspaper ads are up-to-date.

3.
Processes student applications for acceptance and admission into regular programs and special needs. (Performed by all incumbents)

1.
Develops and maintains computerized filing systems for applicants from initial inquiry to enrollment into a program of study according to established policies and procedures.

2.
Refers students to adult basic education and other agencies for assistance as needed.

3.
Initiates procedures which simplify the admissions process.

4.
Conducts interviews and provides academic counseling to students in a professional manner.

5.
Receives and processes fees received according to established policies and procedures and forwards to appropriate personnel.

4.
Schedules and administers tests to applicants as needed. (Performed by all incumbents)

1.
Serves as an alternative test administrator. Appropriately schedules, administers, scores, distributes and interprets results of placement, diagnostic and aptitude tests.

2.
Maintains an inventory of testing supplies in an orderly manner.

3.
Appropriately orders testing supplies as needed.

4.
Provides guidance to students who fail to meet minimum admissions requirements.

5.
Enters ASSET testing parameters into computer as new credit programs are added or test scores are changed.

5.
Provides information by telephone, written correspondence and in person to interested parties regarding application procedures and admissions requirements. (Performed by all incumbents) 


1.
Responds appropriately to inquiries and requests for assistance from interested parties.

2.
Responds to inquiries and requests for assistance in a timely manner.

3.
Forwards inquiries and requests for assistance to appropriate staff members for response when needed. Follows up as appropriate.

6.
Develops and maintains working relationships, communications and contacts with staff as well as other agencies, consultants, legislators, general public, etc. Promotes good public relations. (Performed by all incumbents)

1.
Develops and maintains adequate working relationships with staff and pertinent external parties to ensure necessary cooperation and support.

2.
Chairs or serves on assigned committees, properly discharging duties and completing tasks associated with such assignments.

3.
Serves as member of applicable management team, appropriately participating in team decision-making and associated activities.

4.
Speaks to departmental, governmental, civic, educational, professional, or other groups on admissions topics to effectively communicate information and/or to promote good public relations.

5.
Effectively communicates with others, representing the department in a responsible, authoritative and tactful manner in developing, handling and maintaining contacts within and outside of the department.

7.
Assists with the design and execution of special events, projects and activities. (Performed by all incumbents) 


1.
Readily assists with special events, projects and activities.

2.
Shares information with other departments regarding activities in a timely manner.

8.
Creates and maintains a high performance environment characterized by positive leadership and a strong team orientation. (Performed by all incumbents)


1.
Defines goals and/or required results at beginning of performance period.

2.
Communicates regularly with staff on progress toward defined goals and/or required results, providing specific feedback and initiating corrective action when defined goals and/or required 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.

9.
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 supervisors and follows through appropriately.

5.
Works when scheduled; begins and ends work as expected; calls in according to policy when arriving late or when absent; observes provisions of Fair Labor Standards Act; observes policies on break and lunch periods; uses work time appropriately.



Minimum Qualifications:
Bachelors degree from an accredited college or university *and* five years experience in a post-secondary institution, preferably in admissions or registrar's office. Experience in BANNER student information system. 

Preferred Qualifications:
(In addition to the minimum qualifications) Masters degree. 

	
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
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