
Western Kentucky University

Position Description

Position Title: Assistant Director of Admissions
FLSA Category: Exempt
Date: May 2007
Salary Grade: 109
Purpose of Position 

The Assistant Director of Admissions is responsible for the transfer credit articulation of an audit system.
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.

· Assist with the implementation of the transfer credit articulation component of an audit system to include project leadership and planning of the Miami Degree Audit Reporting System (DARS) and Course Applicability System (CAS).
· Train staff and students to use the systems.

· Maintenance of the systems following implementation.

· Provide leadership to the admissions processing area.

· Serves as the primary liaison with Administrative Computing Services for transfer credit articulation audit system implementation, maintenance and future enhancements.

Secondary Job Functions

None. 
Minimum Training and Experience Required

Bachelor’s Degree; Master’s Degree, Bachelor’s Degree in Computer Science or Information Technology, or equivalent combination of training and experience preferred; experience in project or program development and implementation; previous supervisory experience; previous experience working with transfer credit articulation audit systems.

Knowledge and Skills Required
Excellent computer skills including demonstrated ability to understand application business rules and data relationships; knowledge of university academic programs and policies related to transfer credit articulation, CLEP and AP credit; exceptional analytical and organizational skills; excellent written and oral communication skills; strong working knowledge of Banner student information system; policy and procedure documentation and development skills.

Physical and Mental Abilities Required

Ability to train internal and external constituencies, including creation of training materials; ability to work both independently and in an academic team environment to meet deadlines; successful record as a detail-oriented, self-starter and multi-tasker.
Organizational Relationships

Position reports to the Director of Admissions.
Assistant Director of Admissions
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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