COLLEGE OF CENTRAL FLORIDA 

JOB DESCRIPTION

JOB TITLE:
ADMISSIONS & SCHOOL RELATIONS SPECIALIST
PAY GRADE:
P-10
OVERTIME STATUS:
EXEMPT

MAJOR RESPONSIBILITY:
To provide leadership and support for articulation, new student recruitment, admissions counseling and advising, and retention activities for the Office of Admissions and records.
PREREQLJISITES FOR POSITION (Qualification Standards):
I.
Education or training: Bachelor's degree required, preferably in the field of Education or Public Relations.

2.
Years of experience in field: One or more years, in progressively responsible supervisory positions preferred.  Background in community college advising or marketing/public relations desirable.

3.
Special skills or abilities related to position: Knowledge of the College's objectives and policies relating to student development, admissions and graduation requirements.  Thorough knowledge of college activities and calendar.  Knowledge of the State University transfer requirements.  Evidence of positive human relations’ skills and ability to communicate effectively.

ESSENTIAL JOB FUNCTIONS:
1.
Provide comprehensive support for all admissions and recruiting activities for the College. (Includes but is not limited to high school visitations, career days events, Career & Colleges Expo, Preview Night, Tri-County Counselor meeting, Getting Started Sessions and workshops to prepare high school students for college.)
2.
Participate in articulation and recruitment effort between district public and private school systems and the College.

3.
Provide follow up and support with all new student inquiries leading to admission to the College.
4.
Assist with long- and short-range plans for student recruitment and retention in concert with marketing and Public Relations..

5.
Organize and supervise campus visits by student groups from within the college district.

6.
Manage all aspects of Student Ambassador leadership program.
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ESSENTIAL JOB FUNCTIONS (continued):

7.
Maintain budget; order annual promotional materials.
8.
Regular contact & communication with tri-county high school personnel and students.

9.
Assist with new student admissions advising and new student and parent orientation programs.

10.
Serve as a member of the Remediation Task Force.

(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS:
· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).

· Ability to communicate both orally and in writing.

· Driving.

ENVIRONMENTAL CONDITIONS:

· Works inside in an office environment.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)

PRIMARY LOCATION OF JOB:
Ocala Campus

SUPERVISOR OF POSITION:

Director Admissions and Records
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