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Human Resources

POSITION ANNOUNCEMENT

DIRECTOR OF ADMISSIONS
Recruitment No. 5180112
Human Resources seeks individuals who are forward looking, visionary leaders with great entrepreneurial, strategic and strong analytic skills and the ability to galvanize a student centered, university-wide admissions effort to lead a team of devoted, talented staff as the University’s Director of Admissions.  The Director reports to the Executive Director of Enrollment Management, and works cooperatively with members of the University’s senior leadership team, faculty, staff, alumni and trustees, to provide strategic direction and leadership for a data-driven, results-oriented admissions program that is consistent with the goals and mission of Washburn University.  Employment at Washburn University may be conditioned upon satisfactory completion of a background check.  Arrest information is not considered in the selection process. 
THE UNIVERSITY
Located on a 160-acre campus in the center of Topeka, the capital of Kansas, Washburn University provides broadly-based liberal arts and professional instruction by combining the most effective modes of educating of accomplished faculty, small class sizes, and unique opportunities available through an interactive campus and community relationship. Washburn University offers more than 200 programs leading to certification, associate, bachelor, masters and juris doctor degrees through the College of Arts and Sciences and the schools of Applied Studies, Business, Nursing and Law. Washburn is consistently rated in the top 10 among public master’s level universities in the Midwest in the best colleges rankings issued annually by U.S. News and World Report. The university is also home to KTWU, the first public television station in Kansas. 

Washburn has approximately 6,500 students, of which 13% live on campus. Washburn has priority and conditional admissions and maintains high academic standards. 

Founded in 1865, Washburn is a publicly funded, independently governed, state coordinated university. In 1999, the university's primary funding was moved from city property tax to county sales tax sources, with the school retaining status as a municipal subdivision of the state. In addition to local financial support, Washburn has received state funds since 1961, which have been coordinated by the Kansas Board of Regents since 1991. The university is governed by its own nine-member Board of Regents.

Washburn University is accredited by the Higher Learning Commission:  A Commission of the North Central Association of Colleges and Schools. In addition, several academic programs are accredited or approved by other accrediting bodies.

RESPONSIBILITIES

An unwavering commitment to equality and diversity coupled with excellent communication and analytical skills, a collegial and collaborative management style, and a dedication to superior customer service are essential to success in this position.  Assigned duties and responsibilites include the following:
Provide leadership, direction and supervision to empower an energetic and dynamic Admissions staff charged with planning and hosting admissions events, recruiting students and carrying out other assignments and activities according to marketing and recruitment plans.

Work with a variety of internal and external constituencies such as faculty, deans, directors, high school counselors, principals, and local community members to create and implement differentiated and highly personalized marketing and recruitment plans that take full advantage of available technologies and resourceful personnel to maximize enrollment.

Working with the Executive Director of Enrollment Management and other departments, assist in the development of a comprehensive undergraduate enrollment management plan that supports the University’s mission and strategic goals.

Using analytical skills, create reports, matrices, and dashboards for a data rich environment within Admissions to assess, inform, and make data driven decisions for new student enrollment.

Project Admissions costs and expenditures for the coming fiscal year, compile and submit budget requests and recommendations to the Executive Director for approval and inclusion in Enrollment Management budget requests.  Manage current Admissions Office Budgets, monitoring and approving expenditures as appropriate and necessary.

Perform other duties as required in support of Admissions, Enrollment Management and University goals.
QUALIFICATIONS

REQUIRED:  Master’s degree and 5 years of progressively responsible experience in admissions office administration.  Supervisory experience in an admissions operation.  Experience working with diverse populations. Demonstrated qualities of integrity and intellectual curiosity; superior communications, organizational and interpersonal skills; expertise in facilitating organizational development and change; an understanding of innovative uses of technology in the recruitment process; significant strategic and analytical capacity, technological savvy, a collaborative work style and commitment to excellence.  Valid Kansas driver's license with acceptable driving record under University standards, or the ability to obtain a licensure upon employment.
PREFERRED:  8 years of progressively responsible experience managing a complex higher education recruitment and admissions program.
APPLICATION PROCEDURES

Submit a letter of interest, resume, copy of official transcript(s), Resume Supplement for Administrative Positions (available at www.washburn.edu/main/human-resources) and names and phone numbers of three professional references to getajob@washburn.edu or to Human Resources, Morgan Hall 263, 1700 College Ave., Topeka, KS  66621.  Review of resumes will begin (in 2 weeks- I’ll put the specific date in when we are sure when we’ll advertise), and will continue until a suitably qualified candidate has been identified.  Salary is lower $70K commensurate with qualifications.  Excellent fringe benefits package.

TO ENRICH EDUCATION THROUGH DIVERSITY, WASHBURN UNIVERSITY IS AN EQUAL OPPORTUNITY EMPLOYER.  CANDIDATES FROM UNDER-REPRESENTED GROUPS ARE ENCOURAGED TO APPLY.
1700 SW College Avenue • Topeka, KS  66621 • (785) 670-1538

www.washburn.edu/main.human-resources

