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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  ADMISSIONS COUNSELOR 

1.00
GENERAL STATEMENTS

1.01 Position Scope
a. The Admissions Counselor is responsible for recruiting new students to the College and promoting Allen County Community College and its programs and activities.
b. The Admissions Counselor will participate in the formation of general college policies through assignments on Standing Institutional Committees.

2.00
SPECIFIC STATEMENTS

2.01 Position Function and Category

a. Reporting Relationship:  Director of Enrollment Management
b. Function/Category of Position:  Management/Supervisory

c. Length of Contract:  12 months

d. Salary Category:  III

2.02 Supervision

a. Supervision Received:  Director of Enrollment Management.
b. Supervision Exercised:  The Admissions Counselor may supervise work-study students for particular projects.
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2.03 Key Areas of Responsibility

a. Promote all locations and modalities (onsite, online, dual credit) to prospective students.  

b. Implement recruitment-marketing plan for the successful enrollment of students to Allen Community College.
c. Manage applicant and inquiry pool to convert prospective students to applicants and enrolled students.
d. Represent the college at business, educational and community events such as high schools visits, college fairs, job fairs, and business expos.
e. Establish positive relationships with high school counselors, prospective students, their parents, and businesses and employers in the surrounding area.

f. Host campus visitors and recruitment events.
g. Utilize a variety of methods (phone, email, social media, texting, etc.) to contact and recruit prospective students.
h. Assist in the implementation of the admissions communication plan to prospective students.
i. Assist in the development of recruitment materials and manage the distribution of inquiry packets and other admissions information.
j. Facilitate placement testing and enrollment for concurrent and dual credit students.

k. Refer students to appropriate support services.
l. Cross-train with academic advisors and assist the director when necessary.
m. Perform other duties as assigned by the Director of Enrollment Management.
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Allen Community College is committed to a policy of nondiscrimination on the basis of race, sex, color, national origin, religion, age, and disability in admissions, educational programs or activities, and employment; all as required by applicable laws and regulations under the Title VI Civil Rights Act of 1964, the Title IX Regulations of 1972, Section 504 of the Social Rehabilitation Act of 1973, and the Americans with Disability Act of 1990. Responsibility for coordination of compliance and receipt of inquiries has been delegated to the Vice President for Student Affairs, Allen Community College, 1801 North Cottonwood Street, Iola, Kansas 66749, 620-365-5116, vpsa@allencc.edu.
