The Associate Director of Admissions has overall responsibility for the day to day direction and management of the Office of Admissions and reports directly to the Associate Dean of Admissions and the Director of Enrollment Services.  The Associate Director will work closely with the Medical School and the Graduate School to develop and implement a comprehensive strategic recruitment and admissions plan designed to recruit, admit, and enroll qualified Medical/Graduate students. This position oversees all technology driven projects related to admissions; Serves as liaison between staff, Associate Dean for Admissions, Director of Enrollment Management and all medical/graduate Program Directors; and Serves as a key representative for current and prospective students, their families, alumni, and undergraduate college faculties and administrators. In general, that Associate Director provides leadership for the Office of Admissions to ensure that the School’s Mission Statement and strategic initiatives provide the foundation for the output of the Admissions Office.  
Primary job responsibilities:

· Manage all day to day operations in the Office of Admissions and have oversight of staff attendance/payroll

· Monitor and review and tracking of over 7500 applications annually

· Work directly with Associate Dean of Admissions, Dean of the Graduate School and Directors of all Master's and dual degree programs to organize and track decision process for applicants
· Work with the Associate Dean of Admissions and the Director of Enrollment Management to implement changes in policies and procedures to ensure accuracy and efficiency throughout the admissions process
· Work closely with the student information systems administrator to make changes as needed
· Oversee management of existing online applications for all degree and non-degree granting programs under the degree-granting umbrella of the School of Medicine
· Design, implement, and maintain all admission related information on the MSSM website
· Plan and implement the annual medical school Revisit Weekend
· Chair the "Enrollment Committee" and ensure communication throughout both the Medical School and Graduate School as well as contributing departments (Financial Aid, Housing, Student Health, etc.)
· Represent Mount Sinai School of Medicine Admissions office at the regional and national professional meetings

· Perform other duties as needed

Qualifications/Requirements:
· Bachelor’s degree required, Masters degree preferred
· Two years of progressive responsibility in an admissions office or other area of higher education administration

· Strong interpersonal, supervisory and leadership skills, including the ability to develop and maintain effective, collaborative professional relationships with staff and faculty

· Ability to interact with a variety of constituencies both on- and off-campus

· Strong listening, organizational and communication (both written and oral) skills

· Strong customer service orientation

· Ability to think creatively and strategically

· Exceptional planning, problem-solving, motivational and analytical skills

· A strong commitment to diversity in higher education

· Knowledge of and experience in enrollment planning strategies, recruitment/admission policies, procedures and applicable regulations

· Knowledge of student information systems and strong computer skills:  Microsoft Office, Excel, and/or Access skills
The ideal candidate should have experience working in a fast-paced Admissions Office and be familiar with database software. He/she should be comfortable with public speaking while displaying a high degree of professionalism and tact at all times. Should be able to effectively balance customer service and critical decision making skills and be detail-oriented.

We offer a competitive salary and benefits package. Please apply online to requisition number 09-53096 at: www.mountsinai.org/careers. EOE
