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RECRUITMENT ASSISTANT
DEFINITION:
Under the direction of the CSSO, the recruitment assistant acts as the initial point of contact for outreach/recruitment communication with prospective students. The Recruitment Assistant answers prospective student’s questions via e-mail, phone or mail relating to college academic programs, policies, procedures, admissions, registration, skills assessment, advising, financial aid, and other student services. Position requires interaction with faculty, student service personnel, athletics, copy center, and prospective students and their families. Position will also conduct campus tours for prospective students and their families. Position will require frequent night and occasional weekend work. 
CLASSIFICATION:

· FLSA Non-exempt

· Classified – CSEA 

· Date Modified: March 2014
ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.

· Provides clerical support of all prospective student mailing, emails and phone calls
· Creates Excel spreadsheet of student contact information
· Monitors printing and inventory of all recruitment publications

· Conducts campus tours for prospective students and their families

· Represents and promotes FRC at local and regional college fairs and high schools. Refers prospective students to all support services.

· Communication with faculty to respond to prospective students requests for information on academic programs

· Prepares bulk mailings in conjunction with copy center including data about prospective students
· Interact with students, staff and public in a pleasant, tactful and courteous manner

· Performs other duties as assigned

MINIMUM QUALIFICATIONS:
· High school diploma or equivalent 
· Knowledge of Word, Excel, Power Point and Outlook 
· Ability to operate standard office equipment, such as a fax, computer, telephone, adding machine, folder and copy machine

· Possession of a valid driver’s license 
DESIRED QUALIFICATIONS:
· Basic concepts and practices of marketing and recruiting
· Experience in a community college setting
PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are:
· Vision sufficient to read computer screens, and handwritten and printed documents
· Manual dexterity to operate a telephone system and computer keyboards, and manipulate papers
· Speech and hearing to obtain and relay information
· Sitting, standing, bending, reaching and walking (walking sufficient to provide a tour of entire campus)
· Manual dexterity to operate a golf cart or other college vehicle
· Lifting and carrying boxes and/or bags weighing up to 40 pounds
Page 2 of 2

