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Job Purpose
Reporting to the AVP Communications & Recruitment, the Director, Recruitment & Admissions oversees all functions related to recruitment, admissions, and registration of new incoming students. As a member of the Marketing & Recruitment management team the Director leads recruitment and admissions teams building plans and strategies to help reach the University’s enrollment goals and other strategic priorities based on current and emerging trends and markets.  
Key Activities
Campus Information, Recruitment and Admissions;
1. Act as an agent of change within Trent University to ensure that all areas of the Trent community are engaged in recruitment and admissions initiatives aimed at attracting and converting high calibre students.   

2. Works closely with Institutional Research on recruitment and admissions tracking, data analysis, predictive analysis and reporting for strategic planning.  
3. Monitors trends and best practices within postsecondary education provincially, nationally, and internationally and ensures that Trent University is a leader in recruitment and admissions practices.
4. Leads the development, implementation and evaluation of overall vision, strategy and operational plans for all functions of recruitment and admissions that support the University’s strategic plans. Identifies systemic issues for consideration and improvement and opportunities for strategic change.

5. Oversees the development of work flows that identify points of contact of prospective students and their families and of current students and campus constituents with campus information, recruitment and admissions functions and subsequent flow of process that ensures optimal contact and effective service to prospects, applicants and newly registered students.
6. Develops and manages the annual operating budget for all recruitment and admissions staffing and activities.
7. Represents the University on provincial and national recruitment and admissions bodies and provides best practice updates to the University to ensure overall.
8. Provides expertise, data and strategic insight for the Strategic Enrollment Management (SEM) Committee.
9. Sits on university committees as the lead for the Recruitment & Admissions Office including, the Strategic Enrolment Management Committee; Operations Management Committee; Summer Communications Working Group and others as required.
Campus Recruitment;
1. Works closely with the Marketing and Communications management team to establish the vision and goals for campus information and prospective student pathway and admissions-related web material to establish its identity as the primary source of information and referrals for all recruitment information and events and admissions requirements and processes. .
2. Oversees the collaboration between Recruitment & Admissions and all academic and service departments on campus to identify all introductory information that will effectively inform and respond to the inquiries, or ensure appropriate referrals, of current students, faculty, staff, prospective students and their families, alumni and visitors.
3. Establishes and leads the implementation of processes for active dissemination of all academic, curricular and co-curricular, and financial aid information to secondary school guidance counselors, college advisors, universities and other interested communities.
4. In consultation with the Marketing and Communications management team, develops, implements, and coordinates the institution’s strategic recruitment plans providing high level input on marketing plans. Responsible for staying up-to-date on evolving technologies and how they are used by prospective students and applicants to ensure that recruitment and service delivery activities are relevant and reaching as many constituents as possible.
5. Ensures staff training programs are developed and implemented for effective use and dissemination of recruitment and admissions goals and information in a manner that demonstrates measurable learning outcomes. Includes training with academic and service departments. 
6. Leads collaboration with Information Technology management to ensure that the technology supports and sustains effective service delivery, and that staff receive appropriate training. Establishes policies and procedures that ensure timely and accurate information and service are provided that reflect the developmental and demographic profile of the new and prospective students, including responsiveness to special populations and communities, including, but not limited to students with special needs, aboriginal students, international students.  
7. Leads the establishment of a planned program of activities to increase campus and community awareness of Trent University, its programs and services. This will include, but not be limited to:  student recruitment programs, campus information operations, open house, events and campus tour program, working with Marketing and Communications on innovative marketing initiatives, development and delivery of presentations, and campus outreach.
8. Sets goals and objectives and implements student recruitment programs based on a territorial management model for visits to high schools, colleges, and university fairs.  Establishes workflow and processes to ensure effective that communication with prospective students and their families is initiated and sustained throughout the recruitment and admissions process.
9. In collaboration with the Marketing and Communications management team develops print and digital/web-based materials, public service announcements and resources for campus departments that accurately and professionally communicate to all constituent groups and appeal to multiple interests and needs.
10. Establishes and implements a system for collecting qualitative and quantitative inquirer data that documents service use and inquirer characteristics. Provides regular reports that provide statistics and data analysis of recruitment activities and information service provision.
11. Establishes and enforces ethical principles of service delivery related to privacy and confidentiality, fairness, fiscal responsibility, appropriate referrals, accountability of all staff, and ethical use of technology.

Admissions;
1. Leads the Recruitment & Admissions management team in the implementation of the Recruitment and Admissions plan. This would include setting application and intake targets, overseeing the implementation of recruitment strategies and identifying retention needs for incoming students.

2. Facilitates regular meetings with faculty chairs and directors to develop, implement and evaluate enrollment policies and goals for the institution.
3. Develops strong working relationships with Nursing, Education, Forensics, Indigenous Studies, Trent International and all areas of the Trent community to ensure a thorough understanding of specific admissions targets and needs. 
4. Establishes, meets and maintains enrollment targets in consultation with the Associate Vice-President, Marketing & Recruitment and the Strategic Enrolment Management Committee.  Communicates admission priorities, preferences and objectives clearly to the internal and external community.  
5. Establishes and oversees management’s implementation of an education model for all policies and procedures related to admissions that helps students understand the process of transition to university, the criteria for admissions and the competitiveness of their credentials; and that help establish a good match between the student and the institution.  
6. Ensures a plan that establishes relationships with secondary school and college advisors to assist in establishing meaningful and effective procedures for admissions.
7. Establishes recruitment and counseling strategies that educate students and provide effective advising throughout the admissions process.
8. Establishes policies and procedures for assessment of applicant qualifications and review regularly to ensure greatest efficiency and fairness in assessment practices which  consider students from secondary school ; college ; from university ; students who have not participated in formal education for a period of time; and students of diverse needs including aboriginal, international and special needs students.  
9. Leads the Recruitment & Admissions management team in adjusting enrollment targets, recruitment activities, marketing and admissions policies and procedures based on market research, student impact research (NSSE) and organizational priorities and theory.
10. Identifies retention activities from first point of contact with prospective students through the first year of enrollment.  Works collaboratively with the Deans, Academic Advisor’s, Office of Student Affairs and Marketing & Communications to design and implement effective retention programs that are tailored to individual applicant groups.  Works with the Associate Vice-President International to ensure management planning and oversight of international admissions standards, assessment turn-around time and up-to-date international admissions practices.
Human Resources;
1. Hires, coaches, trains, develops and evaluates the management team.  
2. Oversees Manager of Recruitment to ensure hiring, training and supervision of Enrollment/ Recruitment officers and service representatives.  Ensures quality of work culture and training programs to establish strong team dynamics and set highest standards for presentations, customer service, professional self-presentation, and “cold” introductions.
3. Oversees Manager of Admissions to ensure hiring, training and supervision of admissions staff.  Ensures the manager is implementing appropriate training programs to keep the admission staff up to date on policies, best practices, changing educational curriculums and evolving admissions trends.
4. Ensure management professional development and compliance with all health and safety, accessibility and technical /systems requirements.
5. Leads the Recruitment & Admissions management team to ensure that all liaison/recruitment officers and all admissions staff have thorough familiarity with the campus; are well versed in all academic programs, policies and procedures, including admissions requirements and financial aid; have training in counseling techniques for advising on academic choices; and that all are trained in working with needs of diverse populations.
6. Responsible for budget management, financial reporting and creating revenue generating projects.

7. Creates an effective team with clear roles, responsibilities and tangible goals.

8. Ensures a culture of innovation and creativity that is driven to successfully achieve goals surrounding applications, new student intake, processing timelines, recruitment event attendance and other recruitment and admission initiatives.  

9. Establishes work environment principles of respect.  Ensures the management team are keeping the staff up-to-date on ethical principles of service delivery including, but not limited to the parameters established by PIPEDA, FIPPA, the Charter of Human Rights, AODA and all internal university policies.  
Education Required

Master’s Degree in Higher Education, Business Administration, Human Resources, Student Development or related fields required.
Experience Required

1. 10-12 years’ Recruitment and Admissions experience, preferably  in a Datatel environment strongly preferred, with at 5-7 years’ experience in a management role,  
2. Experience with recruitment and admissions software required at a level to be able to access data, develop reports, assist in staff training and identify best procedures and practices.
Responsibility for the Work of Others

Direct Responsibility for the Work of Others: 

· Manager, Admissions
· Manager, Recruitment
Indirect Responsibility for the Work of Others: 
· Admissions Coordinator

· Admissions Officer (2)

· Transfer Credit Coordinator

· Nursing Enrolment Advisor

· Education Enrolment Advisor

· International Enrolment Advisor (Shared responsibility with TIP)

· Admissions Assessor

· Admissions Assessor – Nursing

· Enrolment Advisor (3)

· Indigenous Enrolment Advisor (Shared responsibility with FPHL)

· Enrolment Advisor – Long Term Contract (2)

· Enrolment Advisor – Fall Contract (3)
· 10-20 student staff and volunteers.  Number varies depending on time of year.

Communication

Internal:
· Associate Vice-President, Marketing & Recruitment

· University Registrar
· Head, Trent University Durham
· Associate Vice President Students
· Vice President (Academic) and Provost
· Deans, 
· President
· Directors, Senior Staff (finance, student affairs, alumni affairs, FPHL, etc.)
· Associate Vice President Human Resources

· Chairs, Departments and faculty committees
· Senior Director, public affairs

External:
 

· Ontario University Application Centre
· Registrar’s associations (provincial and national)
· Federal and provincial ministries and agencies (stats Canada, etc.)
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