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Job Purpose

Reporting to the Director, Recruitment & Admissions is responsible for overseeing the staff, processes, training and activities directly related to admitting domestic and international undergraduate students to the University in a timely, effective and efficient manner.  As a member of the Recruitment & Admissions team, the Manager is a team leader in the development and implementation of strategies to attract high quality students and support the overall strategic enrolment management goals of the University.  Has a key role in meeting targets through timely admission of new, qualified students.  The Manager, Admissions facilitates and implements institutional policies as established by Senate, and reviews global educational systems to draft new policies for Senate review
Key Activities
1. Assist with the development, and lead the implementation and evaluation of the overall vision, strategy and operational plans for all functions within the Recruitment & Admissions portfolio that support the university’s strategic and academic plans.  Identify systemic issues for consideration and improvement and opportunities for strategic change.

2. Monitor trends and best practices within postsecondary education provincially, nationally, and internationally and interpret how forces and factors at play influence the university in general, and admissions functions specifically.  Ensure that Recruitment & Admission steadily enhances operational practices
3. Responsible for overseeing all specific activities of the admissions process and team including, but not limited to, timely response and acknowledgement letters, requests for further information and documentation, the evaluation of applicant credentials and files, the actual offer of admission, assessment of transfer credits, and the smooth and effective transition of the student from applicant to registrant.

4. Responsible for hiring, training and supervision of staff: 

a. Maintains day-to-day responsibility for coordinating the timely evaluation of all undergraduate applications – domestic and international.

b. Responsible for ensuring that the early admission process at Trent is conducted within the spirit and letter of all rules governing co-operative agreements amongst Ontario’s Universities.

c. Responsible for ensuring that staff carry out duties in a manner consistent with the overall goals of admitting students to the University.

5. Reviews and analyzes educational system from around the world to ensure Trent’s policies and procedures are accurate and up to date. 

6. Ensures that all admissions staff and student workers have thorough familiarity with the Peterborough and Durham campuses, are well versed in all academic programs, policies and procedures, including admissions requirements and financial aid; and that all are trained in working with needs of diverse populations.

7. Acts on behalf of the Director and provide support and leadership to other staff in Recruitment & Admissions as needed.

8. Oversees the assessment of internal transfers to professional and specialized programs.

9. Responsible for development and management of the Admissions budget.

10. Is the primary Trent contact with the Ontario University Applications Centre to establish and set up codes for Trent University academic programs; close application options and receive reports.  

11. Responsible for identifying and implementing, all business processes which may be streamlined and targeted for automation and is responsible for working closely with IT to implement same; is also responsible for ensuring annual audits and testing to ensure constant progress relating to the automation of admissions processes, including the “Applicant Portal”.

12. Acts as a key member of the senior administrative team in the Recruitment & Admissions portfolio who advises senior administration, the Strategic Enrolment Management Committee and the Senate Committee on Admissions and Scholarships.  The advice includes, but is not limited to, proposed cut-off averages, establishing the appropriate number of offers of admission and the mix of applicants selected from each category of admission.

13. Analyses, prepares and distributes data about applications and other admission statistics which are critical in establishing, monitoring and altering admissions strategies.  Reviews application data and flags concerns to the Director and other senior staff as appropriate.

14. Responsible for communicating with prospective students, applicants, counsellors and parents regarding the application process, important deadlines, required documentation and academic requirements for admission.  Responsible for responding to a substantial number of inquiries from applicants, specifically about admission decisions and deadlines.  In day to day contact with applicants, potential applicants, parents, the incumbent can and will be called upon to interpret University policy and must provide knowledgeable, consistent information in a way that shows good judgement and speaks well for Trent.

15. Ensures that staff in the admissions unit (full-time and casual) distribute the appropriate correspondence and information to applicants in a timely, effective and efficient manner.

16. Ensures that information is made available and effective communication takes place between the admissions unit and other campus offices such as the Dean, VP Communications and Enrolment, VP Academic, AVP of Student, AVP Trent International , Finance, etc.

17. Responsible for determining academic eligibility of applicants and ensuring the effective delegation of resources to assist  in the process of selecting, admitting and refusing applicants in an effective and sensitive way.

18. Responsible for determining admissibility to the Diploma programs in Indigenous studies and works closely with the Indigenous Studies department to ensure that enrolment targets are met.

19. Responsible for determining the need for casual assistance from time to time, as well as the hiring, training and primary assessment of casual help required to assist in the processing of applications to the University. 
20. Works closely with IT, and the Manager, Systems & Projects to program and implement automation of admissions processes.

21. Works closely with the Manager, Recruitment regarding admissions staff support in recruiting activities and provides oversight of all applicant data and communications.

22. Identifies, analyzes and assesses current work-flow and business processes.

23. Conducts annual audit, test, update, and/or adapt programming according to cycle requirements to ensure maximum efficient use of automation in admissions.

24. Other duties as assigned.

Education Required
Masters degree in Business Administration, Education, Management, or a related field. 

Experience Required

1. A minimum of five years’ related experience.  Knowledge of all elements of the admissions processes, plus, solid detailed knowledge of the recruitment processes. 

2. Complex technical knowledge and specialized skills in the areas of Information Systems, the Colleague Student Information Systems (SIS) and specifically with programming codes and sub-routines.

3. Proven ability to research and review educational systems form around the world and translate that to the Ontario system.

4. Training and experience in a computerized setting (ideally one that uses both state of the art office automation tools and relational database products to achieve a high level of success in the provision of services).

5. Excellent verbal and written communication skills required.

6.  Strong understanding of Canadian educational systems at both the secondary and post-secondary levels.

7. Strong understanding of International educational systems at both the secondary and post- secondary levels.

8. Ability to maintain the confidentiality of student data records.

9. Excellent computing skills including experience with student information systems; advanced MS word, Excel, Access, telnet and FTP.

10. Superior skills in the provision of customer and/ or student services.

11. Superior leadership and organizational skills.

12. Ability to work co-operatively, in a variety of settings, exercising tact, diplomacy and patience, often in stressful situations.
Responsibility for the Work of Others

Direct Responsibility for the Work of Others: 

· Admissions Coordinator


· Admissions Officers (5)


· Nursing Enrolment Advisor

· Education Enrolment Advisor
· Enrolment Officer

· Admissions Assessors (2)


· Work-study students 
Indirect Responsibility for the Work of Others:
Enrolment Advisor (5)
Enrolment Advisor – Events

Enrolment Advisor – Transfer Students 

Enrolment Advisor - Durham

Enrolment Associate
Communication

Internal:
· Position requires contact with Deans, Chairs, Faculty, Associate Vice-Presidents, Directors, Managers, Academic Advisors, staff, administrative personnel, developers and programmers within IT, advancement, and communications.
External:

· Ontario University Applications Centre (OUAC)

· Ontario University Registrar’s Association (OURA)

· Ontario Universities’ Council on Admissions (OUCA)

· Admissions officers at universities and colleges throughout Ontario and Canada

· Secondary School teachers and guidance counselors regarding the admissions process, requirements, policies and procedures.

· Students - to provide information on the application procedure, admission requirements, admissions decisions and the reasons.

· Families - to provide information on the application procedures and admission requirements.

Motor/ Sensory Skills

Fine Motor Skills – Dexterity - Data entry input, and reports requiring both speed and accuracy

Effort

Mental:
· Sustained Attention - Required in assessing hard copy and electronic educational documents amidst constant interruptions from both internal and external contacts.

· Sustained Attention - Required in data entry of admission decisions while using the grades on the student database to make the decision and amidst constant interruptions from internal and external contacts. Required for analyzing and pulling reports from complex data sets
Working Conditions
Physical:
· Required to support recruitment activities - Work is at times physically demanding, sometimes involving long hours, evening and weekend recruiting events and activities and some limited travel.

Psychological:
· Complaints/Complex inquiries - Required to respond to issues and inquiries from students, parents, guidance counselors. Complaints must be attended to with tact and patience.
· Multiple competing demands - Admissions decisions have to be made for several different groups of students, and academic departments all of which have top priority. 
· Conflicting work priorities - Constantly having to prioritize and the re-prioritize work, which is the most pressing, admitting, responding to e-mail, telephone inquiries, producing reports, assessing transfer credit or checking integrity of data on student database.
· Deadlines - Responding to all admissible Ontario High School students on a predetermined deadline which all Ontario Universities admissions office have to meet if they want to be successful in attracting to the University.
· Required to make recommendations that are time-sensitive/under pressure through analysis of complex data sets of information
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