Director of Admissions – Paul Smith College

Duties & Responsibilities:

1. Oversee the successful and complete execution of the admissions outreach and recruitment plan, and provide timely assessment of admissions activities and strategies.
2. Manage and participate in travel responsibilities as they relate to recruiting for the College and representing the College on admissions issues. 
3. Manage the file review process, following institutional admissions guidelines.
4. Establish, review, and enforce appropriate office protocols as they pertain to processing applications, information and electronic data.
5. Responsible for the successful coordination of recruitment events.
6. Responsible for the recruitment, development and evaluation of admissions office staff, as well as appropriately allocating their responsibilities.
7. Responsible for producing statistical analysis of entering students for internal and external constituencies.
8. Manage the admissions office budget according to institutional practices and responsible spending.
9. Participate in enrollment planning with the Vice President for Enrollment Management and other staff.
10. Other duties as assigned.

Requirements:

1. Master's degree preferred and three to five years of progressively responsible experience in college admissions. 
2. Knowledge of the principles and practices of student enrollment, admissions, and computer-based data management.
3. Experience in personnel supervision and budget management, and market research preferred.
4. Exceptional interpersonal, managerial and communication skills. 
5. Requires ability to lift and carry 20 lbs., walk, climb stairs, and work at a work station.

To Apply:

Applicants may submit a letter of intent, resume and contact information for three professional references. For optimal consideration please submit application materials on or before December 11, 2009. Electronic submissions are strongly encouraged and should be sent in Word format to: employment@paulsmiths.edu Mailing address: Director of Human Resources, Paul Smith's College, PO Box 265, Paul Smiths, NY 12970. Faxed to: (518) 327-6161. 

