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Position Posting
	 Position Title:  Associate Registrar –
                          Recruitment & Admissions


	 Position #  2123


	 Department:     Registrar’s Office 


	 Classification:  Admin Level 7 


	 Supervisor’s Title:
Registrar


	 Posting Date:    July 15, 2010

 


	Position Summary:

The Associate Registrar – Recruitment & Admissions is responsible for overseeing the planning, development and administration of all facets of undergraduate recruitment and admissions division of the Registrar’s Office – Student Affairs.  As such, the Associate Registrar is responsible for realizing Mount Allison University’s recruitment goals through the development of annual and multi-year recruitment plans, in conjunction with the University Registrar and the Recruitment & Retention Committee, which engage the entire University community
*Please refer to section B for the required Qualifications, Education and Skills



	Hours of Work: This is a full-time continuing position.



	About Mount Allison University & the Town of Sackville:

Located in beautiful and historic Sackville, New Brunswick, Mount Allison University offers a unique and engaging work experience for employees. In November 2009 Mount Allison University was again named the top undergraduate school in Canada by Maclean’s magazine in its 19th annual University Rankings Issue.

Mount Allison has been ranked as Canada’s No. 1 undergraduate university by Maclean’s a record 13 times in the past 19 years and has never placed lower than second. No other university has led its category so many times.

We encourage you to learn more about Mount Allison and about the town of Sackville by visiting the following websites:

Mount Allison:  http://www.mta.ca/ 

Town of Sackville: http://www.sackville.com/ 



	If you are interested in the challenges and opportunities that this position has to offer, please forward your application on or before August 9, 2010 to: Human Resources Department Mount Allison University 65 York Street, Sackville, NB E4L 1E4 Fax: (506) 364-2385, Email:hr@mta.ca.  Although the closing date is August 9, the competition will remain open until a successful candidate is found.


Position Description
A. Position Responsibilities
(  Developing annual and multi-year recruitment plans, in consultation with the Recruitment and Retention Committee, to achieve the University’s stated recruitment goals and objectives

(  Managing the performance of the University’s student recruitment, campus visit and liaison, application, pre-admission, and admissions processes including the release of offers of admission

(  Supervising Recruitment & Admissions staff including hiring, performance evaluation, training, professional development, work assignment, scheduling and general recruitment and admissions activities 

· Ensuring effective and efficient admissions systems and procedures; develop tracking and reporting systems for admissions data
(  Working with the Registrar and Financial Aid Coordinator to develop the University’s scholarship and bursary programs to ensure that they provide the support required so that no academically qualified student is unable to attend Mount Allison due to insufficient financial resources

(  Supporting and advising the Registrar regarding trends in admissions and educational issues affecting recruitment and admissions planning

(  Liaising with media, prospective students, applicants, parents, guidance counselors, teachers, principals, school board officials, alumni, and other stakeholders

(  In cooperation with the University Advancement division, developing marketing materials and strategies which support the recruitment plan by providing appropriate and persuasive information to prospective students, applicants, parents, and other relevant stakeholders

(  Through the Vice-President, International & Student Affairs, report to the Senate and the Board of Regents on recruitment and admissions activities

(  Representing the Registrar’s office and/or Mount Allison University, both internally and externally, at various events and meetings

(  Developing and managing the recruitment and admissions budget to maximize efficiency and effectiveness in the use of financial resources

(  Other duties as required

B. Qualifications
(  Bachelor Degree, preferably in Education, Marketing, or related field

(  Detailed knowledge of university undergraduate admission policies and procedures (based on a minimum of 3 -5 years of progressively responsible work experience in university undergraduate admissions work (or the equivalent)

(  Training in the standard methodologies of credential assessment (eg.  NAFSA, AACRAO, ARUCC)

(  Proven ability to work in a highly effective manner in a multi-tasked environment, under high pressure and with high volume of work

(  Demonstrated experience in the development of successful marketing strategies, including pamphlet, brochure, web-based marketing, and social networking initiatives, aimed at diverse and increasingly sophisticated target markets

(  Demonstrated experience in hiring, supervising, and training of professional and clerical staff

(  Demonstrated experience in working independently and in a team including the ability to foster a cooperative and collaborative work environment across a broad spectrum of stakeholders

· Demonstrated tact and diplomacy in relating to people at all organizational levels
(  Demonstrated excellent budget planning and management skills

(  Demonstrated excellent interpersonal, written, and oral communications and presentation skills
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