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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  ADMISSIONS ASSISTANT
I. POLICY

1.00  
GENERAL STATEMENT

1.01 Position Scope

a. The Admissions Assistant is responsible for recruiting students to Allen County Community College.
b. The assistant will participate in the formation of general college policies as a member of the Student Affairs Division and through assignment on Standing Institutional Committees.

2.00  
SPECIFIC STATEMENTS

2.01
Position Function and Category

a. Reporting Relationship:  Director of Admissions/Marketing

b. Function/Category of Position:  Student Affairs

c. Length of Contract:  10 month (annual contract)
d. Salary Category:  I
2.02 
Supervision
a. Supervision Received:

The Admissions Counselor reports directly to the Director of Admissions/Marketing

2.03 
 Key Areas of Responsibility

a. Give campus tours to prospective students visiting campus.
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b. Participate in recruitment events such as Senior Day, KACRAO College Planning Conferences, Spring Enrollment Days, etc.
c. Follow-up leads and contact students who express interest in specific activities at Allen Community College.

d. Assist Allen Coaches and Activity Directors in distribution of information regarding their programs.

e. Develop recruiting materials, brochures, handouts, etc.

f. Assist in distributing information to prospective such as letters, brochures, emails, texts, etc. 

g. Implement communication plan as instructed by the Director or Counselors.

h. Assist in maintaining communication to students via social media as directed.

i. Make arrangements for prospective students to visit our campus.
j. Participate in off-campus recruitment visits or events as directed.
k. Assume duties as assigned by the Director of Admissions/Marketing.
Adopted:  3/8/2016
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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.

