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       Position Description 

 
 
POSITION TITLE/DEPARTMENT NAME:  Admissions Recruiter 
 
REPORTS TO:  Admissions Recruitment 
 
DATE:  March 2020 
 
SUMMARY:  
 
As a representative of the University of Indianapolis, the admissions recruiter supports access to higher 
education by providing outreach and effective enrollment assistance to a diverse population of 
prospective students. Working closely with their supervisor, Recruiters are responsible for designing, 
implementing and analyzing an effective recruiting and enrollment strategy.  Strategies must drive and 
support annual enrollment goals, increase awareness and contribute to the overall success of the 
University and its programs. The Admissions Recruiter works in collaboration with the larger recruiting 
team, the marketing, financial aid, operations and the academic team to meet goals for assigned 
projects and portfolios. A successful candidate will be a team player with a strong work ethic, who 
strives to meet goals, enjoys personally engaging and attracting prospective students to the Univeristy, 
and actively and positively contributes to the office welfare in a high volume, fast-paced environment. 
To be successful in this role, the Admissions Recruiter must maintain a physical presence on campus to 
be as visible and accessible as possible to prospective students.   
 
REQUIREMENTS/MINIMUM QUALIFICATIONS: 
Bachelor's degree with professional experience in recruitment, sales, customer service, marketing 
and/or higher education is preferred. Flexible, creative thinker open to new ideas and changing 
priorities within a fast-paced organization. Ability to work independently, as well as with teams of 
colleagues, and possess the aptitude for detail-oriented tasks. Strong planning, project management, 
time management skills and ability to manage priorities and stakeholder expectations. Strong written 
and verbal communication skills. Ability to think and act both analytically and strategically. Experience 
working with a customer relationship management system (CRM) a plus. The individual in this position 
must be able to work a flexible work schedule, including nights and weekends, and willingness to travel. 
 
Education: Bachelor’s degree  
 
Licenses/Certifications/Credentials: N/A 
 
SUPERVISORY RESPONSIBILITIES:  N/A 
 
ESSENTIAL FUNCTIONS: 
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To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed 
below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.   

 

Deliver exceptional first-class customer service while working in a competitive and fast-paced 
environment.  
 
Meet with students and families in person during campus visits to explain the application process, 
scholarship opportunities, study abroad, and personal interest connections, and answer all questions.  
 
Sets and achieves goals for assigned territory in regards to inquiries, applications, campus visitors, 
accepted students, and enrolled students.  
 
Participate in recruiting events during the year including Preview Days, Open Houses, Scholarship 
Competition Days, Interview Days, Info Sessions, and other campus wide recruitment events as 
assigned. 
 
Represent the University independently at events, fairs, and conferences both on and off campus to 
prospective students, families, influencers, and community partners.  
 
Speak publicly on behalf of the University to individuals, groups, faculty/staff, or community partners on 
and off campus potentially incorporating individual presentations, marketing collateral, and/or 
university/programmatic talking points. 
 
Maintain positive work atmosphere by acting and communicating effectively with students, students’ 
parents, faculty, co-workers, and managers.  
 
Build relationships with key high school, college and independent guidance counselors, along with 
employers and industry professionals in assigned territory; invite them to visit campus or attend other 
campus events.  
 
Use technical resources and predictive modeling to make informed decisions about students’ 
applications and outreach.  
 
Interpret enrollment reports related to assigned territories or programs and develop recruitment 
strategies that support the office’s efforts to reach enrollment goals.  
 
Provide strong contribution to the admissions recruitment team through the building of positive peer 
relationships, assisting all members of the team, and bringing forward professional suggestions for 
improvement. 
Responsible for planning, promoting, and executing high value in person events, including, but not 
limited to: open houses, informational sessions, networking events, and various other lead generation 
and nurture/conversion/enrollment events for the University. 
 
Effectively track and measure recruitment and enrollment information in the University CRM, in order to 
track metrics related to the entire enrollment lifecycle, ensure that all events and leads are being 
recorded, and analyze recruitment and enrollment data to determine the effectiveness of specific 
events and activities. 
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Through in-person engagement and relationship building, accurately assess the needs and interests of a 
diverse population of prospective students and then determine the appropriate information, counseling, 
and follow up strategies to assure those needs are met or exceeded.  
 
Develop the knowledge of the admissions process to interpret academic information from diverse high 
schools and colleges, effectively evaluate the student’s academic preparation, credentials, and grade 
trends, and independently utilize good judgment on administering or informing admissions decisions 
based upon the University’s admissions policies and procedures.  
 
Strategically plan off-site visits and other out of office requirements and independently manage time 
and productivity effectively when away from office.  
 
Develop strong understanding of programs and admission process to independently and appropriately 
counsel prospects regarding the opportunities at the university, evaluation of their academic and 
professional preparation, financial resources, and uncover how the prospects goals/needs align with 
their program of interest. 
 
Consistent, accurate, and adaptive usage of the CRM to develop predictive modeling, evaluate 
applications, ensure data integrity, process admission, communicate, track interactions and update 
statuses. 
 
Follow the guidance and direction of supervisor(s). 
 
Demonstrate respectful, ethical, responsible behavior. 
 
Abide by the university’s policies, procedures, and rules.  
 
Perform employee responsibilities as detailed in employee handbooks and policies.  
 
Demonstrate regular and predictable attendance and punctuality, and abide by university and 
departmental procedures regarding attendance. 

 
Other duties, including special projects, as required or assigned. 
 
This role serves as a Title IX Responsible Employee.     □x Yes     □ No 
 

This role serves as a Campus Security Authority.     □ Yes     □x No 
 

This role requires a clean or acceptable driving record.     x□ Yes     □ No 
 

COMPETENCIES/OTHER CHARACTERISTICS: 
An effective admissions recruiter works on-site and is a dynamic individual who builds strong 
relationships with interested students and families, academic units, university departments and the 
community to recruit, admit and enroll top students into UIndy undergraduate programs. This individual 
thrives in a high volume, fast-paced work environment and helps support a positive work atmosphere 
with colleagues within the Office of Admissions Recruitment. The goal of each admissions recruiter is to 
serve prospective students and families through a high level of responsiveness, knowledge, respect, and 
support that assists and educates each prospect as they navigate their opportunities within higher 
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education. It is also imperative that admissions recruiters support a positive and collaborative work 
environment within the Admissions Recruitment team as well as across the university.  
 
PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
 
________________________________________________    
Employee Name Indicating Receipt (PRINTED)                                             
 
 
 
________________________________________________   ______________ 
Employee Name (SIGNATURE)                                                             DATE 
 
 
FLSA STATUS AS DETERMINED BY HUMAN RESOURCES   □x Exempt    □ Non-Exempt 

 

 

WORK-PLACE ACTIVITIES* 

* Frequencies based on DOT (Dictionary of Occupational Titles) standard frequencies 

 

Activity 

 Never 

0% of the 

day 

0 per day 

0 

 Occasional 

1-33% of 

day 

1-66 per day 

1 per 15 

min. 

 Frequent 

34-66% of 

day 

67-200 per 

day 

1 per 5 min. 

 Constant 

67-100% of 

day 

200 plus per 

day 

1 per 30 sec. 

Standing    x     

Sitting        x 

Walking    x     

Bending         

    Forward    x     

    Sideways    x     

Climbing    x     

Grasping    x     

Pushing (Carts, tables, etc)     x     

Pulling (Carts, wheelchairs, etc)     x     

Twisting at waist     x     

Work above shoulders     x     

Repetitive arm movement     x     

Reaching        x 

   Overhead:          

   Forward:     x     

   Side:     x     

   Rear:     x     
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Squatting    x     

Kneeling    x     

Crawling    x     

Wrist & Forearm         

   Pronation / Supination        x 

Other:         

Other:          

May drive between worksites        x 

 

Lifting and Carrying  Never  Occasional  Frequent  Constant 

Under 10 lbs    x     

10-25 lbs    x     

25-40 lbs    x     

40-55 lbs    x     

55-70 lbs    x     

70 +    x     

 


