
Western Kentucky University

Position Description

Position Title: Admissions Counselor-Nashville, TN
FLSA Category: Exempt
Date: May 2007
Salary Grade: 107
Purpose of Position 

The Admissions Counselor-Nashville, TN is responsible for recruiting students from High Schools and Community Colleges in the Nashville and Tennessee region.
Primary Job Functions

The following duties are customary for this position, but are not to be construed as all-inclusive.  Duties may be added, deleted, and assigned based on management discretion and institutional needs.

· Recruit students from High Schools and Community Colleges in the Nashville and Tennessee region via school visits, recruiting events, correspondence, publications, and telephone.

· Counsel diverse students and their parents about matriculation procedures.

· Serve as liaison with High School and College personnel and with alumni involved with the recruitment, admissions and scholarship processes.

· Interact with main campus staff, know office personnel and be familiar with university structure.

· Visit assigned High Schools/Community Colleges to meet with interested students and school personnel.

· Represent Western Kentucky University at college fair programs.

· Follow-up on inquiries generated from visits.

· Counsel prospective students and their influential via conferences, correspondence, and telephone calls.

· Coordinate open house(s)/receptions(s) for prospects and their influential in the Nashville area.

· Assist with conference planning for High School counselors.

· Assist with mailings to prospective students and their influentials.

· Assist with the preparation and dissemination of recruitment publications.

· Identify and recommend persons for the Student Representatives and Hilltopper Associates programs.

· Maintain records of contacts with prospects, school personnel and alumni.

· Meet with Planning Team from the Nashville Alumni Association.

· Assist with the Spring Preview Day by coordinating travel for students in the Nashville area.

Secondary Job Functions

· Admissions:
· Conducts interviews as needed for admission decisions or when requested by applicants.

· Scholarships:
· Collects relevant information about scholarship candidates.

· Assists with awarding academic scholarships to beginning freshmen.

· Attends Awards Programs to present Western Kentucky University Scholarship certificates.

· Serves as a member of the Western Kentucky University Scholarship Committee.

Admissions Counselor-Nashville, TN
· Team Membership:
· Remains abreast of academic program offerings and administrative changes that may affect students.
· Shares information with team members about perceptions of Western Kentucky University and about enrollment strategies and trends.

· Seeks ways to improve procedures, materials and data systems.

· Assists with visits to High Schools or Community Colleges, open houses/receptions, Focus on Western Days, and other special events as needed.

· Serves as a member of the Admissions team in fulfilling the responsibilities of the office and maximizing each member’s effectiveness.

· Serves as liaison with faculty, staff, alumni and school personnel involved with recruitment, admission and scholarship processes.

· Fulfills special assignments from the Director and/or Associate Director.

· Attends periodic meetings and training sessions on campus as required.

Minimum Training and Experience Required

Bachelor’s degree is required; must possess a valid Driver’s License and a dependable personal vehicle; history of collegiate recruitment experience is preferred; public speaking experience is desirable.
Knowledge and Skills Required
Demonstrated effective oral and written communication skills; demonstrated knowledge of Western Kentucky University is preferred.
Physical and Mental Abilities Required

Ability to pay attention to details and establish rapport quickly; ability to travel extensively and available for evening and weekend work.
Organizational Relationships

Unknown.
Performance Expectations

The duties and responsibilities of this position must be performed in a competent manner following the highest standards of professionalism, integrity, accountability, responsibility, cooperation, and customer service. 
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