POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
CHRP ADMISSIONS OFFICER
Class Code:
0B22
Immediate Supervisor/Title:  

Position Summary (briefly describe the general purpose of the position)

The Director of Student Admissions will work closely with the College Registrar in maintaining student records from application to graduation, and will preform the duties of the Registrar on a substitute basis when the Registrar is absent.
Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

The Director of Student Admissions will process all applications to CHRP undergraduate programs.  This will include reviewing the applications for completeness, collecting and depositing application fees, corresponding with applicants regarding the status and completeness of their application, responding to questions from the applicants, and corresponding with the appropriate AHRP departments regarding the progress of the applicants through the system.
The Director evaluates transcripts submitted by applicants to ensure prerequisite courses have been completed and satisfactory grades and grade point averages have been earned; evaluate letters of reference; and evaluate and document completion of appropriate standardized tests.  The Director will document all applications by preparing and collating application materials for student files.

The Director develops and maintains a computer database that tracks all applicants from the time the application is received until the applicant has been accepted or rejected by the program to which he/she has applied.  If the applicant is accepted, the Director will transfer the appropriate information into the University OASIS database system.  The Director will work closely with the Associate Director of the Office of Student Affairs (ADOSA), who serves as the college’s principal student recruiter, to develop and maintain a database on applicants identified through recruitment efforts, assisting there from the ADOSA, the Associate Dean for Academic and Student Affairs, and the Dean of the College of Health Related Professions in  the analysis of the recruitment strategies of the college to determine which of them are the most effective in yielding applicants who are ultimately admitted.
Position Directly Supervises/Leads (name/title) 

The College Registrar ensures accuracy of transcript evaluation and orients the Director of Admissions with the college policies and procedures for admissions.
Decision Making:   

Budget Responsibility: 
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
Registrar, individual department chairmen, Associate Dean for Academic and Student Affairs, college staff, applicants, and other potential students, support staff and general public.
 

Accountability (direct responsibility for outcome of projects or decisions made) 

Detailed knowledge and experience with admissions procedures at the college and/or university level.

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)______Standing  (%)______Walking  (%)______Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

Equipment Used In Position (type and percent time)

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

Ability to Follow Oral Instruction, Read and Write

High School, GED or formal educational equivalent

Baccalaureate Degree, Major: Baccalaureate or significant progress toward baccalaureate
Advanced Degree, Type/Major: MACROBUTTON NoMacro [Click here and type degree]
Professional License/Certification: Active membership in the American Association of College Registrars and Admissions Offices.
Work Experience, (Length of Time, General and Directly Related):   At least three years admissions experience with bachelor’s degree or at least seven years admissions experience without the bachelor’s degree.  Other job related education and/or experience may be substituted for all or part of these basic requirements upon approval of the Qualifications Review Committee.
