POSITION TITLE:  DIRECTOR OF ENROLLMENT MANAGEMENT

1.
Position Purpose:

The Director of Enrollment Management is responsible for comprehensive operations of admissions and for all aspects of student recruitment including strategic planning, advertising and promotion, publications, and day-to-day operations.
2.
Major Duties and Responsibilities:
· Leads and manages the institutional enrollment program, including marketing, undergraduate recruitment and admissions, and retention.

· Assists in setting institutional enrollment goals and assumes responsibility for developing and implementing the annual enrollment plan designed to achieve the university’s goals concerning new and returning student enrollment.

· Provides vision and leadership to the university on matters related to enrollment planning.

· Formulates and implements recruitment strategies.

· Develops market strategy for the successful recruitment of new first year and transfer students to meet university enrollment goals. 
· Establishes and implements short- and long-range organizational goals, objectives, policies, and operating procedures; monitors and evaluates program effectiveness; institutes changes required for improvement.
· Takes responsibility for budgetary recommendations and assumes accountability for use of the department's resources.

· Works closely with the Director of Financial Aid to design appropriate financial aid packaging strategies to maximize recruitment and enrollment yields.

· Travels to various venues to promote the University among prospective students. 

· Ensures that admissions standards and procedures are followed at all stages of the recruitment process.

· Directs the flow of communications, including the development of effective publications, targeted to prospective students at various stages of the application process, from initial inquiry through enrollment.

· Collaborates with technical support staff and the University’s Public Relations office to maintain an effective Web page and recruitment portal.

· Trains and supervises the professional admissions staff.
· Trains, motivates, and supervises the department staff.

· Collaborates with the Vice Rector for Student Affairs, other Directors and PMU officers to achieve the objectives of the University.
3.
Reporting Line:

The Director of Enrollment Management reports to the Dean, Student Affairs.

4.
Span of Control:

This position oversees all budgets and staff within the Enrollment Management function.

5.
Qualifications:
· Masters degree in Student Services or related field.
· The ability to speak and write fluently in English.

· Five years of professional experience, at least two of which should be in a supervisory/management capacity in the field of university admissions. 

· Demonstrated knowledge of project planning, budget planning and management, and data analysis.

· Familiarity with and ability to implement software systems that support the recruiting process.

· Excellent communication skills.

· Understanding of the role of prospect management in meeting institutional enrollment goals.
· Ability to create an effective environment for the review, evaluation and decision of prospective students throughout the application process.
· Demonstrated leadership in managing and evaluating all recruitment and admission programs including the development of publications and event planning,
