Recruitment Specialist

SUMMARY:

Assist with recruitment of new students to UNM. May include giving and receiving accurate information in person and/or over the telephone and scheduling and conducting campus tours.

DUTIES AND RESPONSIBILITIES:

1. Take reservations for and conduct campus tours for potential students and their families.

2. General office duties such as filing, inventory, and form preparation.

3. Processing outgoing and incoming mail, including labeling, zip code sorting, and information fulfillment to prospective students and to other educational entities.

4. Answering questions over the telephone and/or in person and fulfilling requests from prospective students.

5. Gather and verify prospective student information.

6. Follow-up over the course of the recruitment cycle.

7. Campus deliveries, stocking supplies, and assisting staff with projects as necessary.

8. Other job-relate duties as assigned.

MINIMUM JOB REQUIREMENTS


Enrollment in a specific school or program may be required (i.e. Law School).

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:

· Ability to provide visitors with detailed and accurate information about multiple UNM campus aspects (i.e. dorm life, courses, instructors, extracurriculars, etc)..

· Must be able to follow specific procedures.

· Good speaking and interpersonal skills.

· Basic computer skills.

· Ability to work independently.

· Ability to focus in an active environment.

· Ability to speak Spanish preferred, but not required.

· Knowledge of specific department, school or course material may be required for some positions.

