Admissions Coordinator

The Admissions Coordinator is responsible for planning and executing campus visit programs for prospective students and their families by serving as the point of contact for visitors before, during, and after both personalized visits and open house programs. 

[bookmark: _GoBack]Responsibilities:

· Respond to visit inquiries, serving as the consistent point of contact throughout the pre-visit process
· Greet prospective students and families, and schedule tours and interviews for new students
· Communicate with internal school constituents to arrange their participation in visit activities 
· Maintain records and contact lists for prospective students, their families, and faculty and staff involved in the visit process. 
· Manage inquiries and applications systematically and efficiently
· Establish and maintain effective work relationships with parents, students, faculty, staff and the community
· Enter and maintain the integrity of the admissions data in several school data bases
· Work collaboratively with all school divisions
· Work occasional weekend hours attending school sponsored community events
· Respond to and track reservations for on-campus admissions events, including Open Houses and SSAT testing.
· Maintain the office’s inventory of office supplies, marketing materials, etc. and coordinate ordering of additional supplies as needed.
· Other duties as assigned by supervisor

Qualifications:

· Bachelor’s degree required
· At least 3 years experience in an admissions or marketing office
· Able to work in a fast-paced, team environment. Strong written and oral communication skills, excellent clerical/general office skills; high ethical standards and professional behavior; must have excellent interpersonal and communication skills (verbal and written); be able to work independently; proficiency with enterprise information systems (Zoho CRM, Skyward, SEATS, InfoSnap, etc.), databases, spreadsheets, email, and web-based software.
· Demonstrate the ability to be a team player, flexibility, an ability to respond to last minute visit requests, and a willingness to assist other co-workers as needed.  
· Ability to make decisions and extremely detail oriented with strong interpersonal skills
· Ability or organize work effectively, conceptualize and prioritize objectives and exercise independent judgment based on an understanding of departmental and school policies and processes
· Display an engaging, positive, creative, and personable attitude
· Ability to engage with those of other cultures or backgrounds is required
· Ability to work effectively both independently and collaboratively.
· Bi-lingual (Spanish, Portuguese, Mandarin) is strongly preferred
· Proficiency in MS Office and Google Drive
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