
Western Kentucky University

Position Description

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

The Admissions Counselor is responsible for the recruitment and admissions of students.
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.

· Recruitment and admissions of students.

Secondary Job Functions

Minimum Training and Experience Required

Bachelor’s Degree is required; must have valid driver’s license and dependable personal vehicle; 

history of collegiate recruitment, knowledge of Western Kentucky University and public speaking experience is desirable.

Knowledge and Skills Required
Must demonstrate effective oral and written communication skills.  
Physical and Mental Abilities Required

Ability to pay attention to detail; ability to establish rapport quickly; Ability to work evenings and weekends along with extensive travel is required.

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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