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Job Title: 		Admissions Assessor	 
Job Number:			A-302 | VIP: 1233			
Band:			OPSEU-6				
Department: 			Recruitment & Admissions					
Supervisor Title: 	Associate Director, Admissions
Last Reviewed:			October 22, 2025

JOB PURPOSE:
Under the general direction of the Associate Director, Admissions, the Admissions Assessor supports the efficient processing of both domestic and international undergraduate and postgraduate certificate applications to the University in support of its enrollment goals. 
KEY ACTIVITIES:
· Share in responsibilities for processing a high volume of application documentation, and correspondence through all stages of the admissions process including email, phones, and in-person communication. 
· Support the admission process for all groups of applicants (including, but not limited to a high volume of domestic, international, re-admit, and transfer), including the evaluation of applicant credentials and files, admissions decisions, and exploring options with unsuccessful applicants (e.g. upgrading, interview process, etc.).
· Handle external and internal inquiries concerning the application process, procedures, deadlines, individual applicants, admission status and related requests for information.  
· Key contact for Enrolment Advisors on responses to admissions-related applicant inquiries. 
· Collaborate with Admissions Officers to review domestic and international admission policies and requirements for undergraduate degree, Trent-ESL: English for University Program and Post-graduate certificates to meet enrolment targets. 
· Import Direct Applications from the myTrent portal into Colleague, ensuring that all fields on the application have been completed fully and accurately.
· Monitor for application process to ensure that documents are being moved to the correct applicant files and resolve errors to ensure a smooth and timely application process.
· Track prospective students for communication and follow up, involving creation and maintenance of data collection, filtering and sorting against existing applicant information.
· Enter applicant information into student information system database, Colleague, for special groups. 
· Work with Admissions Coordinator to manage duplicate records in Colleague.
· Process program changes and deferrals.
· Match incoming documents with applicant files to ensure efficient processing of applications and identification of missing information.
· Assist with the production of correspondence, updating, editing and sending of communication templates.
· Support the transfer credit process by sending requests for course syllabi, following up on key documents, populating the transfer credit database and student records with transfer credit equivalencies, and liaising with academic departments to facilitate the assessment of course-to-course equivalencies. 
· Assist with improving the internal transfer credit evaluation process by communicating with departmental heads and receiving and implementing (with direction from Associate Director, Admissions) feedback to improve current processes.
· Communicate with eligible applicants and current students to request course syllabi (from previously attended institutions) for transfer credit evaluation. Guide the student through the process and communicates outcomes. 
· Correspond and maintain positive relationships with key external international agents and organizations representing prospective students through the application process to ensure a smooth and seamless transition to Trent University by international students.
· Respond to both positive and negative admission decisions. Diffuse situations where applicant is dissatisfied with outcome, offering upgrading options or alternate offers where applicable.  
· Responsible for a wide range of knowledge of college partnerships, and specifically articulation agreements and provincial initiatives through transfer pathways. Offers guidance to students currently enrolled in these college programs.
· Communicate and provide updates regarding the admission transfer processes to internal student transfer resources to ensure maximum student success during monthly meetings.
· Prepare applicant information for evaluation including GPA calculations, academic transcript interpretation, and assessment of course eligibility and credential completion.
· Work with Associate Director, Admissions to recommend changes to the contract and Direct application forms to ensure that all necessary applicant details import into Colleague for review.
· Market Trent by establishing relationships with prospective students, their parents and the guidance community, and communicating information regarding admissibility to all academic programs and advise students where to find information on financial aid, scholarships, college admissions and residences and other services which act as major factors in the choice of a post-secondary institution.
· Prepare duplicate offer packages when an applicant requires a new package mailed.
· Participate in prospective student and applicant conversion activities and events (Open House, OUF, Transfer Days, at the Trent Durham GTA Campus) to provide admissions information and support occasionally outside of regular working hours.
· Assist with researching admissions best practices and reporting to Associate Director on admissions process and policy.
Education Required:
· Three (3) year General University Degree required, preference given to four (4) year Honours Degree.
Experience/Qualifications Required:
· One (1) year of administrative experience in a post-secondary environment required with preference for experience in evaluation of academic documentation in an admissions setting.
· Experience with a Student Information System (Colleague preferred) and CRM (Slate Preferred) in referencing and updating applicant information.
· Experience with using Document Imaging software is preferred.
· Proficiency in application of Microsoft Office Suite (Word, Access, Excel) and the use of databases for data entry, sorting and manipulation, mail merges and spreadsheets. 
· Attention to detail and ability to coordinate and track large volumes of data required.
· Excellent and professional customer service and communication skills. 
· Familiar with Canadian and International secondary and post-secondary school systems.
· Demonstrated ability to work independently and as part of a team.
· Experience working in a fast-paced environment involving time-sensitive projects and where the use and security of confidential and sensitive information is required.
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