Admissions Coordinator
Purpose:

This position involves working with students, potential students, families and the general public in the implementation of South Georgia College and Board of Regents admissions policies.  Work involves dealing directly with students, potential students and their families to recruit, enroll and retain.  Excellent customer service skills, telephone skills, accurate data entry and a high level of organization are requirements of this position.  Employee is also required to participant in recruitment activities as necessary which may require travel, including overnight travel.  Position requires some flexible work hours including occasional nights and weekends, as needed.
Nature of Work:
· Advises students and public regarding College admissions, required paperwork and other information
· Maintains student admissions records in paper form and in BANNER
· Accurately enters student data into BANNER system and assists in filing of paperwork
· Assists students, faculty and staff from the Valdosta and Waycross programs as well as high school joint enrollment students in addition to Douglas campus students
· Responds to telephone, mail and electronic inquiries 
· Determines accuracy of documents and interprets these documents 
· Evaluates college transcripts to determine transferable credits and reports that information to the student
· Assists in planning, implementation and scheduling of joint enrollment students
· Assists the Director in admissions decisions through interviews, review of portfolios and other methods as determined by the Director
· Assists in preparation of bulk mailings
· Assists with campus tours, meetings with potential students and their families and high school counselors
· Assists in the recruitment of students when necessary
· Actively works toward recruiting every student who contacts the office
· Assists in coordinating activities of Tiger Senators
· Assists in implementing retention strategies
· Assists in planning and implementation of recruitment activities such as Open Houses, Parent nights, Plant Their Feet program, etc
· Communicates effectively with students, faculty and staff to implement recruitment and retention strategies
· Assists new and returning students with scheduling
· Performs research and writes reports as assigned by the Director
· Actively works with staff to cross-train in all areas 
· Reports to work as scheduled by immediate supervisor
· Performs other job-related duties as assigned by the supervisor
Required/Desired Knowledge, Abilities and Skills:

· Considerable knowledge of enrollment policies and procedures
· Effective organizational and communication skills
· Excellent customer service skills
· Refined people skills
· Ability to operate efficiently within a complicated computer software program
· Working knowledge of Microsoft Office programs
· Ability to travel when necessary
· The ability to multi-task in a high stress environment
· Ability to establish and maintain effective working relationships with students, parents, administrators, faculty and the general public
Required/Desired Education, Experience and Necessary Qualifications:

· Bachelor’s Degree in Business, Marketing, Education or related field is required

· At least one year experience working in a college setting

· Knowledge of Articulation Procedures helpful

Supervision:

The Admissions Coordinator reports to the Director of Enrollment Services.
