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JOB DESCRIPTION

POSITION TITLE: ADMINISTRATIVE ASSISTANT
DEPARTMENT: Student Services
FLSA: Non Exempt

REPORT TO:

POSITION SUMMARY:  To provide administrative and programmatic support in the assigned area

of the Student Services division.

ESSENTIAL JOB FUNCTIONS:
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To perform general secretarial/clerical duties including, but not limited to, keyboarding, filing, copying,
note-taking. transcribing, and other office operations.
To provide optimal customer service including, but not limited to. courteous and responsive written and

verbal communication
To receive and direct in-coming telephone calls and visitors to the area
To prepare written correspondences, invoices. reports and other documents.

To prepare or summarize reports of a statistical and/or narrative nature for internal and external

distribution
To monitor calendar and e-mail to assist the area administrator with appointments, due dates and

timelines

To maintain and safeguard the confidentiality of documents. general files, and other pertinent information
To organize and maintain a filing system for office records as appropriate.

To process and disseminate incoming mail as appropriate

. To maintain an inventory of office supplies, forms, equipment, etc., and prepares requisitions as needed
. To prepare requisitions for purchase order generation for the procurement of materials and supplies.

. To perform inquiry and input on the AS400 administrative software system as required

. To keep current on upgrades in technology as related to the specific area and assignment

. To serve on college committees as assigned

. To assist in other areas of Student Services as needed

To perform other job related duties as assigned by the appropriate administrator/supervisor.
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JOB DESCRIPTION

POSITION TITLE: COLLEGE RECRUITER
DEPARTMENT: Student Services

FLSA: Exempt

REPORT TO: Dean of Students

POSITION SUMMARY:

Perform a variety of recruitment activities to maximize student enrollment
at Lawson State Community College.

ESSENTIAL JOB FUNCTIONS:

1. To assist in the development and implementation of an annual. comprehensive
recruitment/marketing program that will increase student enrollment in credit and non-credit
program.

2. To assist in the development of recruitment materials including, but not limited to, multimedia
presentations, brochures, and flyers for each program. Present and/or disseminate materials to
area high school counselors, career-technical center personnel. appropriate agencies, and the
citizens of the college service area.

3. To recruit students for day and evening classes, special training programs. and non-credit

programs.

4. To develop and implement a system to track applicants from inquiry through enrollment utilizing

AS400 administrative software.

To develop and maintain databases of prospective students and area high school counselors,

career technical center personnel. and community leaders/representatives utilizing AS400

administrative software.

6. To develop and maintain relationships with high school personnel, career technical center
personnel, community group leaders, and agency representatives

7. To serve as a college liaison to high schools, career technical centers and selected agencies and
present seminars/workshops as appropriate.

8. To develop and implement a plan to ensure current knowledge of each program’s content and
requirements.

9. To develop and maintain a working relationship with faculty and staff to ensure collaborative
recruitment efforts.

10. To develop and implement a systematic correspondence program for prospective students, to
include print and telephone correspondence.

wn



11
12.
13.
14.
15.

16.

17

COLLEGE RECRUITER
Job Description
Page 2

To prepare and disseminate a recruiting and enrollment report each term including statistical data
on recruiting visits, applicant contacts, enrollments, etc.

To maintain accurate records of all recruiting activities and outcomes.

To coordinate college open houses and campus tours.

To evaluate annually all aspects of the recruitment/marketing plan and reports the effectiveness
with specific accomplishments to appropriate administrators.

To provide information on course offerings, admissions procedures, term enrollment and ending
dates, placement testing, and other inquiries about the college to prospective students.

To assist with various admissions and financial aid functions as needed.

. To perform other job-related duties as assigned by the Dean of Students or appropriate

administrator.






