
Western Kentucky University
Position Description

Position Title: Orientation Specialist
FLSA Category: Exempt
Date: June 2007
Salary Grade: 107
Purpose of Position

The Orientation Specialist is responsible for performing a variety of supervisory, training, and recruitment duties to support the Orientation programs at Western Kentucky University and is responsible for all matters related to preparation and implementation of on-going Orientation dates.

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.

· Orientation:
· Reviews and revises all publications for 18 Orientation programs.

· Recruits and assists with training of Peer Assistance Leaders (PAL) by doing the following: 

· Contact campus organizations for suggested leaders.

· Invites student leaders and conduct interest sessions.

· Trains selected student leaders as Peer Assistance Leaders (PAL).

· Assigns specific tasks for PALs for Orientation dates.

· Coordinates information fair, advisement, and registration times for Orientation programs.

· Prepares reports and written correspondence related to the Orientation program.

· Plans and implements Orientation events by doing the following:

· Check all facilities.

· Set up check-in area.

· Presents agenda for the day to students and parents.

· Monitors registration for all students attending.

· Plans and implements an Orientation event for scholarship recipients.

· Reviews and coordinates activities for Parents’ Program with Admissions office representative.

· Analysis and Assessment of Orientation Programs.

· Other duties as assigned by the Coordinator of New Student Orientation.

· Recruitment:

· Assists in visiting high schools/community colleges to meet with interested students and school personnel.

· Represents WKU at college fair programs, open houses, and other recruitment events.

· Assists with information fairs and campus tours.

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

Secondary Job Functions

None.
Orientation Specialist
Minimum Training and Experience Required

Bachelor’s Degree is required; Experience with Microsoft Word and Excel; Must possess a valid driver’s license.

Knowledge and Skills Required

Superior organizational, time management and verbal and written communication skills; Attention to detail; Ability to work with minimal supervision; Ability to work in a team environment; Knowledge of Western Kentucky University, previous experience working in Admissions, Orientation, Recruitment and/or Registration is preferred; Knowledge of Banner student information system is preferred.

Physical and Mental Abilities Required
The ability to lift up to Heavy 40 lbs is required; Extensive walking throughout the campus during Orientation events with prospective students.

Organizational Relationships

Position reports to the Coordinator of Orientation.
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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