Title: Admissions and Marketing Coordinator
Relationships: Reports to the Director of Admissions; works with the Admissions Coordinator; works with the Director of Institutional Advancement
Qualifications:
· Bachelor’s degree or greater in marketing, communications, or a business related degree
· Intermediate skills with Microsoft Office or Google Suite including word, excel, and PowerPoint
· Experience working with executive leadership and collaborating across multiple departments preferred
· Public speaking and presentation skills experience required
· Experience working with non-profit or sales databases and/or digital marketing platforms
· Entry level analytical, organizational, interpersonal, and problem solving skills
· Customer service oriented
[bookmark: _GoBack]Position Summary: The Admissions and Marketing Coordinator will work directly with the Director of Admissions to execute the marketing communications plan including messaging development, execute e-mail marketing campaigns and social media campaigns, and print marketing materials to ensure they align with the mission and values of Resurrection College. The Coordinator will represent Resurrection at prospective parent and student events, community events, and other events as assigned. The Coordinator will recruit prospective students and parents through fairs; presentations, and other events; assist in the execution of various admissions events; supports admissions efforts with mailings, data entry, and other tasks as needed. This position is full-time with evening and weekend commitments required, primarily from August-December. The Admissions Marketing Coordinator will represent a proud tradition of academic excellence at Resurrection where we challenge young women to find their God-given talents. 
Responsibilities:
· Work closely with the Director of Admissions to develop and execute a strategic marketing plan that drives enrollment growth and retention
· Creates and contributes to the annual design and content for admissions specific materials
· Executes digital marketing campaigns that support admission recruiting purposes including website management, social media platforms, and email marketing campaigns
· Understands and communicate the missions, values and goals of the Resurrection community
· Partners with the Admissions team to help plan and execute enrollment outreach strategy to prospective students
· Partners with the admissions team to develop new events for prospective students
· Partners with the Director of Admissions to develop and edit online content, share stories, create reels and integrate messaging for student recruitment
· Visits feeder schools to recruit prospective students to attend Resurrection through fairs, presentations and other events
· Attend RES events that involve prospective students like grammar school athletic events and tournaments
· Provides tours of Resurrection to prospective families
· Able to work evening and weekends as needed
· Able to lift more than 30 pounds and stand for an extended period of time
· Other duties and responsibilities as assigned
