
LAKEVIEW COLLEGE OF NURSING

POSITION TITLE:

Admissions Recruiter
DEPARTMENT:

Admissions

REPORTS TO:


Coordinator of Recruitment and Marketing

POSITIONS SUPERVISED:
None

I.
POSITION SUMMARY/BASIC FUNCTION:


The Admissions Recruiter is responsible for promoting the College to potential students.  The Recruiter will directly communicate with potential nursing students during the early admission stages.  
II.
SPECIFIC REQUIREMENTS FOR THE POSITION:


A.
Education: 


Bachelor’s degree preferred.  Associate’s degree 







and experience combined would be considered.

B.
Years and Type of 

One year relevant experience preferred.


Previous Experience:

 


C.
Certifications/License or 
Excellent oral and written communication skills 



Skills Required:
Self-motivated to complete tasks with minimal supervision.  Ability to become knowledgeable 

about baccalaureate and higher nursing education as well as admissions and enrollment procedures.  

Great computer skills (experience with Microsoft Office and social media, as well as CRM and marketing automation software is preferred). Initiative to organize work.

Ability to personally uphold College values: Adaptability, Caring, Excellence, Integrity, and Service. 

D.
Other:



Valid driver’s license and auto insurance. Reliable 

vehicle.  Must be able to lift up to 50 lbs.  Overnight and out of state travel will likely be required as well as evening and weekend work.  Ability to have flexibility in scheduling is necessary.

III.
POPULATION SERVED BY THIS POSITION:

High School Counselors, College Advisors, Healthcare Agencies, Practicing Nurses, Prospective Students and their families.
IV.
ESSENTIAL FUNCTIONS OF THE POSITION:


Recruitment

· Provide high quality service in all interactions with counselors, prospective students, applicants, practicing nurses, and parents of prospective students.

· Present information to Lakeview College of Nursing prospective students and their parents and other groups as needed.  This includes speaking with individuals and to audiences ranging in size from 10 to 150 or more people.
· Assist with coordination and scheduling of various activities and programs for prospective students and applicants.

· Participate in on-campus programs for prospective or newly admitted students.

· Provide campus tours as needed.

· Initiate contact with and respond to prospective students from diverse backgrounds by telephone, in writing, via e-mail, as well as in person, text message, and other technologies.
· Represent the College at college day/evening programs at high schools, community colleges and college fairs.  Extensive travel will be required in the state of Illinois and West Central Indiana.  Travel may also include other territories that are out of state.  

· Represent the College through online college fairs.

· Review the academic qualifications and credentials of student applicants.

· Design and maintain records of recruitment programs attended as well as any meetings with prospective students, academic advisors or counselors.

Marketing
· Assist the Coordinator of Marketing and Recruitment with marketable strategies to attract new students to the College and nurture relationships with prospective students and their counselors.

Other
· Participate as an active contributing member of assigned committees and professional organizations. 
· Perform other duties and responsibilities as delegated.








President, College of Nursing







Date

Written:  December 6, 2007
Revised:  February 21, 2012,  May 16, 2015, May 23, 2018, November 1, 2021
Busiest Travel Times:

February through April, September through November

Vacation Days will normally not be approved during these time frames.

