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DIRECTOR OF ADMISSIONS & ENROLMENT SERVICES, OL
Student Services, Open Learning
Full-time, Ongoing
General Accountability:

Reporting to the Chief Recruitment Officer, Open Learning, the incumbent is responsible for providing administrative leadership in comprehensive student enrolment and service functions, with a focus on providing exceptional service within the particular context of the open learning mandate delivered online and by distance.

The Director is responsible for formulating strategies, setting goals and directing the Open Learning Enrolment Services Unit.  It is also responsible for organizing the Open Learning admissions and registrarial functions and managing its budget. This position works very closely with the following Open Learning departments: Marketing and Communications, Strategic Partnerships, Program Delivery, Business Intelligence, Instructional Design and Research Group, the Academic Directors and Program Delivery.

An expectation exists to pro-actively develop and maintain effective, collaborative interfaces with TRU departments including: IT Services, Product Support, Office of the Registrar, Financial Aid and Awards, Finance, Institutional Planning and Analysis, Student Development, Student Affairs, Deans and their Faculties. 

The core leadership responsibility of this position includes directing, monitoring, measuring and reporting the performance of the Enrolment Services department.
Organization and Structure:

Reports to Chief Recruitment Officer; currently has responsibility for 36 staff, including the following direct reports: Manager, Enrolment Services and Manager, Admissions and Advising, along with CUPE positions: Program Advising Supervisor, Senior Data Management/Records Coordinator and Operations Coordinator.

Nature and Scope:

Open Learning serves a distinctly adult learner market which is highly competitive and requires a unique customer service orientation focused on that demographic.  Thus, providing exceptional service to prospective, enrolled and completed students is a key priority and distinguishing feature of TRU Open Learning. Enrolment Services is the first and primary OL contact point for administering enrolments and delivering service to prospective and enrolled student, and is tasked with creating excellent student experience linkages with other areas of TRU and with partner institutions and organizations. TRU Open Learning has a high need for integrity in all it does; as an open institution, its practices are under tremendous scrutiny. This position is responsible for ensuring that OL student data is collected, stored and used appropriately, and that related systems and processes are efficient and effective. 
Specific Accountabilities:
1. Directs and oversees performance management of the OL Enrolment Services department (e.g. operational, individual, budget and expenditure). 

a) Oversees and ensures the general accountability of the Manager, Enrolment Service’s responsibility for setting goals and direction for the Enrolment Services department and measuring success in achieving these goals. This includes providing exceptional levels of customer service to current and potential students, managing inquiries and proactively moving students through the process to enrolment in courses and programs

b) Oversees and ensures the general accountability of the Manager, Advising and Admissions responsibility for creating, implementing, supervising and tracking admissions, general advising services, and student data and records activities in the Enrolment Services department and that the activities of the department are smoothly and seamlessly integrated with other TRU functions.

c) Oversees and ensures the responsibility of the Data Management/Records Coordinator for providing the management of the computerized student records system and the coordination of workload to Enrolment Services Assistants and Admissions and Records Assistants.

d) Oversees and ensures the responsibility of the Operations Coordinator for providing support of the smooth, consistent running of departmental and cross-functional operations.  This includes equipment and processes are as efficient as possible, and contribution to the overall departmental planning, implementation and assessment.

2. Directs customer service delivery and develops initiatives in accordance with OL Executive instructions/support and institutional mandates. These initiatives require collaborations with other departments, divisions, and external partners (e.g. University Consortium for Open Learning, Canadian Virtual University, etc.). Tools utilized include the web, student information system, telephones/automated call distribution, call recording, contact management and materials management.

3. Enrolment Services is the most accessible contact point for students to convey issues they have with any aspect of OL.  Consequently, the position is responsible for ensuring and overseeing that resources and guidelines are in place for the leadership of the resolution process for student issues.  These guidelines note when it is appropriate to include or defer the issue to other departments for resolution.

4. Ownership for accuracy and integrity of OL student records and direct processes related to office of the registrar functions; measure and report; work with ITS, BI, IPA, TRU office of the registrar; Provincial Data Warehouse, FTE interpretation and coding.

a) Ensures OL data follows provincial and institutional requirements; authorize OL Provincial Data Warehouse submission; assist with audits as required; ensure data corrections are completed.

b) Work collaboratively with Institutional, Planning and Analysis office as well as the Office of the Registrar on sharing joint student data.

c) Ensure all OL prospective students, course set-up, course registration, program admission, transfer credit/PLAR/credit bank/articulation information, grading and graduation data and processes are fully maximized for integrity and efficiency.

d) Work with Finance and IT to ensure OL student fees are set up and implemented accurately and that income tax reporting is accurate and timely; ensure subsequent requests, issues and audits are addressed appropriately.

e) Ensure processes are in place to comply with the Freedom of Information and Privacy legislation.

5. Provide direction and recommendations on educational policy and procedures for Open Learning and contribute to the development of university wide policies. 

6. Direct and/or participate in initiatives intended to provide information to students to ensure that content is correct.  Work closely and collaboratively with OL Marketing and Communications, as well as other service and delivery partners at TRU and externally to produce web content, collateral and the OL academic calendar.

7. Participate on Senate committees and other TRU groups as required.

REQUIRED QUALIFICATIONS
Education:

· Master’s degree

Experience: 

· 7 years proven leadership within:  post-secondary student services; customer service, arketing and enrolment management experience; and applications or data management systems

SKILLS KNOWLEDGE OR ABILITIES RELATED TO THE JOB
· Knowledge of best practices in enrolment services for open, distance and online learners

· Strategic thinking with the ability to originate, formulate and implement strategies that articulate and advance customer service within an accredited, open, online and distance university environment

· Demonstrated leadership ability in complex, highly diversified, and decentralized situations

· Demonstrated ability to manage operations in a complex organization which provides services to a diverse clientele.  Excellent skills in management, public relations, negotiation and diplomacy

· Demonstrated ability to supervise and mentor staff, and maintain a positive working environment.  Excellent interpersonal and team-building skills.  Ability to handle budgetary responsibilities and optimize resource effectiveness

· Ability to play a critical role in shaping a technology vision for the Admissions and Enrolment Services whilst integrating where appropriate with campus wide student services, collaborating on technology initiatives within applicable student data systems

· Professional knowledge of registrarial code of ethics, standards and policies

· Extensive knowledge of provincial and federal laws, university policy and FIOP as they apply to student records

· Demonstrated experience working in collaboration with faculty and peers.  Ability to serve as a member of Senate Standing Committees in order to implement and interpret relevant academic policy

· Excellent skills in oral and written communication, public speaking, and presentations

· Demonstrated excellence in judgment, decision-making-, and critical and independent thinking

· Ability to identify problems and develop and implement solutions

· Demonstrated ability to work collaboratively and constructively as a team member

· Flexibility and adaptability to work in a changing environment

COMMENCEMENT OF EMPLOYMENT:  March 15, 2011.
REVIEW DATE FOR APPLICATIONS:  Applications will be reviewed commencing January 28, 2011, and will continue until position is filled.

All qualified candidates are encouraged to apply; however, Canadians and permanent residents will be given priority.  Thompson Rivers University is committed to the principle of employment equity.  Please forward current curriculum vitae, quoting the Competition #11-500 with names, addresses and telephone numbers of three (3) references, along with a copy of graduate transcripts.
Please submit your application by mail to
Job Opportunities, Human Resources Division
Thompson Rivers University
P.O. Box 3010   Kamloops, BC    V2C 5N3 
or by fax to
1-250-828-5338
or by email to
jobops@tru.ca

