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Classification Title: Director, College Recruitment
 
FLSA Exemption Status: Exempt
 
Pay Grade: 14
  
Job Description Summary:  
The Director of College Recruitment develops and implements successful recruitment initiatives that complement strategic enrollment plans of the University. Provides support and leadership to the recruitment team including thorough training in programs and services. Monitors and reports on a regular and timely basis progress toward enrollment goals. Analyzes and provides executive summaries and reports on the effectiveness of recruiting initiatives (i.e. direct mail, college fairs, counselor visits, advertising, tele-counseling).

Essential Duties and Responsibilities: 

40% Communication and Collaboration
· Communicate effectively with a variety of audiences including students, prospective students, parents, and alumni.
· Develop and maintain a Comprehensive Communication Plan and assist with new campus-wide initiatives.
· Collaborate with colleges and departments to create effective recruitment measures.
· Lead the development of presentations and prepare recruiting packets for events.

20% Leadership and Oversight
· Provide support and leadership to the recruitment team, including training in programs and services.
· Supervise the hiring process and assist in the selection of staff members for the recruitment office.
· Provide unifying leadership in oversight of all personnel engaged in recruitment functions.

10% Recruitment Strategy and Analysis
· Monitor and report on progress toward enrollment goals on a regular basis.
· Analyze and provide executive summaries on the effectiveness of recruiting initiatives.
· Make necessary adjustments to recruiting efforts based on enrollment potential indicators.



10% Materials Development and Standardization
· Oversee the design and processes of suitable recruiting materials.
· Review and standardize university articulation agreements with community colleges and high schools.

20% Duty Title (for the department's use)
· Remaining Percentage Can Be Determined by Department to Meet Business Needs or Can Be Incorporated into Percentages Above.

Required Education and Experience: 
· Bachelor’s degree.
· Ten years of related experience.

Required Licenses and Certifications: 
· None

Required Knowledge, Skills, and Abilities: 
· Ability to multitask and work cooperatively with others.

 Machines and Equipment: 
· Computer
· Telephone

Physical Requirements: 
· None 

Other Requirements and Factors: 
· Work beyond normal office hours and/or work on weekends. Travel required.
 
Is this role ORP Eligible? If so, it needs to meet the criteria on the Rules and Regulations of the Texas Higher Education Coordinating Board.  
☐ Yes 
☒ No 
 
Does this classification have the ability to work from an alternative work location? 
☐ Yes 
☒ No   
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