
SIMON FRASER UNIVERSITY 
ADMINISTRATIVE & PROFESSIONAL  

JOB DESCRIPTION 
  
Position Title: Student Recruitment Coordinator Position #:  

Department: Student Recruitment & Admissions       
Reports to: Associate Director, Student Recruitment & Admissions  Reports to #:  
Employee Group: APSA        Grade: 7 
 
POSITION SUMMARY 
The Student Recruitment Coordinator is fundamental to the recruitment of well-qualified, prospective 
undergraduate SFU students.  The role manages strategic recruitment which informs future activities and 
admission practices by providing advising, recruitment, and liaison services to students seeking undergraduate 
admission to Simon Fraser University.  The Student Recruitment Coordinator plans, executes and assesses 
recruiting services at a variety of educational, community, and professional settings domestically and 
internationally. The incumbent also acts as a referral agent to other Student Services departments and provides 
support for faculty and department specific recruitment initiatives through targeted activities.  
 
DUTIES AND RESPONSIBILITIES 
1. Manages and develops strategic recruiting regions by: 

• In consultation with the Associate Registrar and Associate Director, developing and executing SFU’s 
strategic enrolment plan in support of meeting SFU’s enrolment goals.   

• Executing initiatives aligned with the strategic enrolment plan by analyzing enrolment data, compiling and 
reviewing reports, analyzing market trends, and evaluating and communicating research findings to 
inform current and future recruitment activities. 

• Travelling to assigned territories for up to several weeks at a time to visit colleges and secondary schools, 
and host special events to provide detailed admissions information to prospective students, their parents, 
and educational counselors. Work outside of regular office hours may be required. 

• Managing relationships with a network of counselor, government, and professional contacts within the 
assigned territory. 

• Maintaining detailed up-to date records of recruitment activities using electronic databases and organized 
paper records. 

 
2. Advises and recruits prospective undergraduate students by:  

• Executing strategic recruitment programs and advising services for prospective undergraduate students, 
their parents and counsellors for the purpose of encouraging qualified students to seek admission to SFU.   

• Interpreting and remaining up to date on Senate-mandated policy and principles regarding admission, 
registration, financial aid and awards, academic requirements, etc. in order to communicate accurate and 
consistent information to students. 

• Liaising with Student Services units and academic departments regarding opportunities to ensure 
students are well informed about available options and skills required.  

• Exercising independent judgement and analysis to determine an applicants’ admissibility to specific 
university programs based on their academic history. 
 

3. Leads the planning and coordination of event and school visits, both on and off campus by:   
• Managing all regional event activities in multiple locations by analyzing data, coordinating logistics and 

operations with venues/schools. 
• Liaising with internal and external stakeholders. 
• Identifying, implementing and evaluating the goals, objectives, learning outcomes, and overall success of 

events while making recommendations to inform future activities; working with faculty and staff to 
execute such plans and activities. 



 
4.  Utilizes various modes of technology to support applicants during the recruitment and admissions process 
by:   

• Maintaining digital fluency in a wide array of software applications and enterprise wide systems such as 
Constituent Relationship Management (CRM) software, student information and admission evaluation 
databases (PeopleSoft), and reporting and visual analytics systems (Tableau). 

• Coordinating the distribution of timed communication, generation of reports and analytics, and 
management of events and activities using Constituent Relationship Management (CRM) software and 
other applications. 

 
IMPACT OF DECISION MAKING 

• The Student Recruitment Coordinator is responsible for supporting the University in meeting its 
enrolment targets and goals. 

• This position delivers information requiring a thorough understanding of Senate-mandated admission and 
academic policies/regulations.  Sound judgment must be exercised with respect to any decision which 
may later result in appeal to a higher level of authority and/or adjudication.  

• The incumbent makes accurate decisions that are binding on the university and are consistent with other 
University policies and practices.   

• Decisions often call for a significant degree of interpretation that, if misinterpreted, could harm SFU’s 
reputation both internally and externally. 

 
RELATIONSHIPS 

• Develops and maintains a network of contacts and resources in the university to keep up to date on 
changes relating to all academic programs and to appropriately refer students. 

• Attends and maintains relationships with the high school and college counseling community and relevant 
formal and informal professional groups and organizations. 

 
QUALIFICATIONS 

• Undergraduate degree and three years of related experience, including experience in academic advising 
or student recruitment and the supervision of staff, or an equivalent combination of education, training, 
and experience. 

• Good knowledge of post-secondary regulations, academic requirements, and administration of student 
applications to the university. 

• Proficient in the use of enterprise level information systems (e.g., PeopleSoft, Tableau, Salesforce). 
• Good knowledge of on-line modes of communication and learning, including the use of webinars, and 

social media. 
• Excellent analytical, computational, and problem solving skills and demonstrated attention to detail. 
• Ability to exercise mature judgment, diplomacy and have strong interpersonal skills - must be tactful and 

articulate in dealing with faculty, staff, and students in a multi-cultural context. 
• Exceptional organizational and communication skills (oral, written, and presentation). 
• Ability to supervise staff. 
• Ability to work independently and effectively.  
• Must be willing to travel extensively (internationally and domestically). 
• Ability to work evenings and weekends. 
• Access to a motor vehicle and valid driver’s license for business travel. 
• Functional fluency in a second language is an asset.  


