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RABUN GAP-NACOOCHEE SCHOOL

Rabun Gap-Nacoochee School

Job Title: Assistant Director of Admission

Reports to: Director of Admission & Enrollment Management
FLSA Status: Exempt

Classification: Full-time, 12-month

Position Overview: The Assistant Director of Admission serves as a strategic member of the Admission
Office responsible for the recruitment, evaluation, enrollment, and successful onboarding of
international and domestic boarding students. This position manages a recruitment territory and
oversees the admissions process from initial inquiry through enrollment, while cultivating strong
relationships with educational consultants, partner organizations, and prospective families.

The Assistant Director collaborates with the Director of Admission & Enrollment Management for
international student enrollment processes, including SEVIS compliance and immigration
documentation, and works collaboratively across campus to ensure an exceptional experience for
boarding students and families. This position requires domestic and international travel and plays a key
role in achieving the School's enrollment goals.

Key Responsibilities
Recruitment & Territory Management
e Develop and execute recruitment strategies to achieve enrollment goals for assighed domestic &
international boarding markets.
e Build and maintain strong relationships with educational consultants, international recruitment
partners, feeder schools, and community organizations.
® Represent Rabun Gap-Nacoochee School through domestic and international travel, including
consultant visits, recruitment fairs, school visits, receptions, and other admission events.
e Conduct interviews, presentations, virtual information sessions, and personalized outreach to
prospective students and families.
e Collaborate with the Director of Admission & Enrollment Management to identify emerging
markets and develop annual territory plans.

Admission

® Manage a defined admissions caseload from inquiry through enrollment, serving as the primary
point of contact for prospective families and consultants.

e Evaluate applicant credentials and participate in admission committee discussions and
decision-making.

e Guide families through every stage of the admission and enrollment process while providing
exceptional customer service.

e Collaborate with internal offices to ensure a seamless transition for newly enrolled boarding
students.

e Support admission events including visit days, Discovery Days, Accepted Student programs,
webinars, Arrival Days, and yield initiatives.

International Student Services & SEVIS

e Serve as the School's Primary or Designated School Official (PDSO/DSO) or maintain eligibility to
serve in this capacity.
e Manage all SEVIS records in accordance with Department of Homeland Security regulations.
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® Prepare and issue Form |-20s and maintain accurate immigration documentation for enrolled
international students.

e Monitor compliance with federal regulations governing F-1 students and maintain required
institutional records.

e Serve as the primary resource for international families regarding visa and enrollment
documentation.

Consultant & Partner Relations

o Develop, strengthen, and maintain productive relationships with domestic and international
educational consultants and agency partners.

e Coordinate consultant communications, campus visits, contracts, and ongoing engagement.

e Evaluate consultant performance and recommend strategies to strengthen recruitment
partnerships.

Enrollment Strategy & Data

® Monitor territory performance using Finalsite Enrollment Management and enrollment data to
identify trends and opportunities.

® Prepare reports on recruitment activities, application funnel metrics, and enrollment outcomes.

e Utilize Finalsite Enrollment (or other CRM systems) to document interactions, manage
communications, and support strategic enrollment initiatives.

e Collaborate with the Director of Admission & Enrollment Management on annual enrollment
planning and forecasting.

e Perform other duties as assigned.

Qualifications:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.
The requirements listed below are representative of the knowledge, skill, and/or ability required.

Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

A bachelor’s degree required, masters preferred.

At least three years of work experience in admissions within independent or higher education.

High-energy self-starter with strong interpersonal skills.

Experience working with and supporting international students or diverse populations.

Must be highly organized, with the ability to manage a variety of programs and activities

simultaneously.

e Demonstrated ability to communicate clearly and persuasively, orally and in writing, as well as a
highly developed sense of propriety in dealing with sensitive information.

e Ability to project an image of professional competence and credibility in representing Rabun
Gap-Nacoochee School.

e Ability to effectively manage and protect confidential information shared in the Admission and

Financial Aid process.

Physical Demands:
The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
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enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to see, talk, or hear. The
employee frequently is required to stand; walk; sit; reach with hands and arms; and stoop, kneel, or
crouch. The employee is occasionally required to use hands to finger, handle, or feel, and climb or
balance. The employee must frequently lift and/or move up to 20 pounds.

While this position requires a total of 40 hours per week, which traditionally falls Monday through Friday,
the employee must occasionally be flexible in the daily and weekly schedule to allow for support for
admission events.

Work Environment:

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently exposed to outside weather
conditions. The noise level in the work environment is usually moderate.

The above statements are intended to describe the general nature and level of work being performed by
individuals assigned to this position. They are not intended to be an exhaustive list of all duties,
responsibilities, and skills required of personnel so classified.
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