
Our growing company is searching for experienced candidates for the position of
admissions advisor. We appreciate you taking the time to review the list of
qualifications and to apply for the position. If you don’t fill all of the qualifications,
you may still be considered depending on your level of experience.

Responsibilities for admissions advisor

Serves as a point of contact between applicants to academic programs with
selective admissions requirements and program directors throughout the
admissions process
Review and adjudicate student applications for admission to the faculty’s
graduate programs and apply relevant policies, practices and procedures to
the admissions processes and all related activities
Provide information to current, former and prospective students and other
university stakeholders on university and faculty policies, practices and
procedures as it relates to graduate admissions
Contacts and meets with prospective and new students to answer questions
and provide information on admission requirements, academic programs
including those with selective admissions requirements, and general
expectations
Provides information to prospective and current students on selective
admissions academic programs requiring specific pre-requisites, test scores,
and/or other requirements (specifically Health Science programs)
Conducts thorough and timely review of selective admissions applications
and supporting documents for specific programs to ensure proper
completion and submission in compliance with program’s enrollment
requirements
Prepares various reports regarding admissions and enrollment activities
Input all activity into database management system in a timely and accurate
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In order to service our student's needs

Qualifications for admissions advisor

At least one year experience recruiting and advising diverse populations in an
educational setting
Must be dependable, accurate, have attention to detail, be a good team
member, and a positive attitude
Experience w/CampusVue or other higher education database mgmt system
preferred
Ability to communicate accurately & positively w/students & internal
customers
Time mgmt skills, ability to multitask, meet deadlines
Must be able to work days, some evening and occassional Saturday shifts as
these are required


