501 EasB8th Street
Erie, PA 16546

8148242000
8008251926
mercyhurst.edu

Assistant Director of Graduat e Admissions

Location: Erie

Department: Graduate and Professional Admissions
Reports To:Director of Graduate Admissions
Full/Part Time: FultTime

Classification:Exempt

Closes:Open until filled

POSITION SUMMARY

The Assistant Director of Graduate Admissions is instrumental in the recruitment of prospects for
graduate school. ThéssistantDirector will assist students applying for these prografmsm the
application processhrough enrollment. They will help thedirector shape thegraduateadmissions
process, marketing of graduate programs, and supervision of other employees helping in the
department’s recruiting efforts.

DUTIES AND RESPONSIBILITIES

X Assistghe Director indeveloping plans, implementingitiatives,andassessingactical
performance as it relates to assigned territories/programs

X Recommends andssistsn implementingmprovementsto schedulespolicies and
procedures to advance unit effectiveness

Reviewsandsuggest®ditsfor contentfor print andon-line enrolimentmaterials
X Provides information gleaneadlring the enrolimenprocesgo helpwith the



when the director is unavailable.
X Performsrelateddutiesasassigned.

EDUCATION ANEXPERIENCE

x Bachelor'slegree master'sdegreepreferred
X Prior college admissioms sales









