Admissions Representative

SUMMARY: 

Assists with the admissions review process for potential students, including reviewing admissions materials, maintaining prospective student files, and recruiting potential students.

DUTIES AND RESPONSIBILITIES: 

1. Reviews, verifies, and assesses applications and supporting documentation in accordance with established guidelines to determine admission eligibility; reviews documents to ensure accuracy and completeness; interacts with students and/or families to follow up on missing or deficient information; resolves problems related to admissions process by clarifying complaint, determining cause of the problem, and advising the best solution.

2. Maintains departmental calendars for student advisement appointments; may coordinate between the student and Admission Officer's availability and time, and/or walk-ins.

3. Creates and maintains manual and computerized records; establishes and maintains logs, filing and record-keeping systems; prepares documents and composes routine correspondence.

4. Provides other information and assistance to prospective international students as necessary.

5. Assists with recruitment through database management and working at college fairs.

6. Performs miscellaneous job-related duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Ability to communicate effectively, both orally and in writing.

· Knowledge of Admissions policies, and eligibility requirements.

· Experience with basic office equipment.

· Skills in database management, records maintenance, word processing and data entry.

· Ability to maintain confidentiality of student information.

· Ability to follow set standards for interpreting documents.

· Desire to busy and work independently.

· Fluency in Spanish preferred, but not required.

· Knowledge of immigration rules and regulation pertaining to various visa types and study restrictions.

