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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  DIRECTOR OF ENROLLMENT MANAGEMENT
1.00  
GENERAL STATEMENT

1.01  
Position Scope

a. The Director of Enrollment Management oversees and executes strategic initiatives to attract, enroll, and retain a diverse and high-quality student population at Allen Community College. 
b. This position develops and implements comprehensive recruitment, admissions, and retention plans while collaborating closely with academic, marketing, and administrative units to enhance the student experience and support the College’s mission.
2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category

a.  Reporting Relationship:  Vice President for Student Affairs
b. Function/Category of Position:  Student Affairs Supervisor

c.
Length of Contract:  12 months (July 1 – June 30 annually)

2.02
Supervision

a. Supervision Received:  
The Director reports directly to the Vice President for Student Affairs.
b. Supervision Exercised:  
The Director supervises all Admissions Counselors, Academic Advisors, support staff, and student staff. 
2.03
Key Areas of Responsibility

a. Admissions & Recruitment:
1. Develop and implement an annual strategic recruiting plan targeting various student populations and modalities.
2. Manage the pool of prospective students by coordinating inquiries, campus visits, and recruitment events (e.g., Senior Day, Junior Day, 8th Grade Day, New Student Enrollment, and New Student Orientation).
3. Train, supervise, and evaluate Admissions Counselors and support staff, ensuring effective communication and follow-up with prospective students.
b. Collaboration with Marketing & Communications:
1. Work closely with the Director of Public Relations and Marketing Communications to align recruitment efforts with the College’s overall marketing strategy.
2. Collaborate with various college departments to integrate marketing insights into enrollment initiatives and ensure consistent messaging.
3. Provide feedback on advertising needs and recruitment materials, partnering with the Director of Public Relations and Marketing Communications to uphold the College’s brand standards.
4. Participate in relevant committees and meetings to ensure marketing initiatives effectively support enrollment management objectives.

c. Advising & Enrollment Services:
1. Design and implement academic advising and enrollment systems that facilitate seamless matriculation and enhance student success.
2. Provide guidance and training for Academic Advisors and collaborate with faculty to ensure effective support for students.
3. Oversee student orientation programs, placement testing processes, and registration procedures.

d. Retention and Special Services:
1. Develop and implement orientation programs for new students and target retention strategies.

2. Lead campus-wide events promoting student success, retention, and completion, including Transfer and Career Fairs. 
3. Provide specialized guidance and services in degree planning, career planning, and transfer processes.
4. Coordinate services for international students and those with disabilities.
5. Oversee placement testing processes and support retention efforts.
6. Create specialized workshops and intervention programs for students, including those on academic probation or suspension, offering targeted academic support and skill-building resources to enhance student success and retention.
e. Data Analysis and Reporting:
1. Leverage data analytics and CRM systems to monitor enrollment metrics, predict recruitment outcomes, and assess the effectiveness of admissions and retention strategies.
2. Compile regular reports and present updates to senior leadership, including the Board of Trustees, regarding enrollment trends and strategic outcomes.

f. Team Leadership and Collaboration:
1. Offer leadership, oversight, and professional development for the enrollment management team.
2. Engage in institutional committees, standing task forces, and the Student Affairs Council to contribute to overall College policy and strategic planning.
3. Cultivate positive relationships with external stakeholders, including high schools, colleges and universities, community organizations, and other educational institutions.

g. Additional Responsibilities:
1. Act as a key liaison in cross-divisional efforts related to enrollment, recruitment, and retention initiatives.
2. Assume other enrollment management-related duties assigned by the Vice President for Student Affairs.
2.04
Position Requirements and Qualifications

a. Education:  
1. Master’s degree in Higher Education Administration, Enrollment Management, Marketing, Business Administration, or a related field is required; a Doctorate is preferred.
b. Experience:
1. A minimum of 5-7 years of progressively responsible experience in admissions, enrollment management, or a related field within higher education.
2. Demonstrated success in strategic planning, recruitment, and retention initiatives, along with proven leadership and supervisory experience.

c.  Skills and Abilities:
1. Exceptional written, verbal, and interpersonal communication skills.
2. Expertise in data analysis, CRM systems, and enrollment forecasting tools.
3. Strong organizational, analytical, and decision-making skills, with the ability to manage multiple priorities in a fast-paced environment.
4. Proven ability in strategic planning, budget management, and data-driven decision-making.
5. Capacity to work independently, exercise sound judgment, and collaborate effectively with diverse teams.

d. Work Environment and Physical Demands:
1. This is primarily an office-based position with occasional travel required for recruitment events, meetings, and professional development activities. The role requires regular use of computers and office equipment and participation in extended periods of standing or walking during on-campus events.
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