501 East 38 Stred
Erie, PA 16546
814-824-2000
800-8251926

mercyhurst.ed

Admissions Counselor

Location Eie

Department: Undergraduate Admissions
Reports ToExecutive Director of Admissions
Full/Part Time: FullTime
Classificationnonexenpt

Closes: Open Until Filled

SUMMARY

Mercyhurst University is seeking an Admissions Counselor to join a dynamic and energetic Office of
Undergraduag¢ Admissioisteam. The ideal candidat will be hardworking well-spoken motivated,
dedicated, and will possess a strong desire to succeed.

DUTIES AND RESPONSIBILITIES

x Extensie recruitmert travel (minimum of 12 weekg and managemenof ageographt territory.
Ability to condud oral presentatiors aboutMercyhurg to avariety of constituents, including
prospective students and parents, school counselors, and college personnel.
Application review and scholarslip consideration

Develg and maintainindividud recruitmert files/records

Telemarketilg and sodal mediainitiativeswith prospectiwe students

Assistingorospective studentswith admissim and finandal aid.

Awardirg of finandal aidto prospectie students

Participat inon-campsand regioral college events

Work weeknighs and weekends asneeded.

Independentmanagemenof admissim initiatives

Other dutiesasassigne by director.

x

X X X X X X X X X

QUALIFICATIONS:

x BachelorsDegree required


https://mercyhurst.edu

SKILLS AND ABILITIES

x Ability to represert the university in aprofessioral manne in interacting with students, parents
alumni, school counselors, and colleagues

x Excellert verbal/written communicatio skills interpersoral skills and organizationakkills

x Srongtechnicd skills including the ability to work with typical office software (e.g
Word, ExcelOutlooK and navigae studert information systens.

x Demonstraed ability to work in ateam environment aswell asthe ability to work Independeny}
while traveling

x Able to work aflexible schedué including travel, weeknightsand weekends

x Validdriver'slicene

APPLICATION PROCESS:

Review of applications will begin immediately and continue until the position is filled or until date


mailto:hrinfo@mercyhurst.edu






