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Our company is growing rapidly and is looking for a mercy college. Please review
the list of responsibilities and qualifications. While this is our ideal list, we will
consider candidates that do not necessarily have all of the qualifications, but have
sufficient experience and talent.

Responsibilities for mercy college

e Serves as back up to the Student Affairs Associate, including answering
phones and assisting students

o Gathers information and data, including, but not limited to, enrollment
projections, enrollment outcomes, student progression letters, retention and
graduation data

* Assists in the preparation and development of reports for College and
Nursing Program accreditors

e Develops formatting for recording and reporting on grants, loans, fees and
other money

e Manages the School of Nursing Admission process

e Maintains program admission files and records in compliance with School
policies

e Prepares, completes, and distributes faculty workload reports to College
administration

e Develops and distributes faculty and students surveys

e Supports special projects by conducting research, developing content,
planning updates, preparation and distribution of project status reports and
maintaining files

e Responsible for the day to day operations of the Gift Shop

Qualifications for mercy college



Coordinates Admissions events including new student orientation, campus
visits and special recruitment activities

Coordinates staffing for Admissions events and activities

Develops and writes inquiry and applicant recruitment materials and
communications, such as e-mail, mail and presentations

Develops training manuals to assist new Admissions Counselors and

Ambassadors with campus tours, events and recruitment activities



