
Position Title: Admissions Representative

Status: Exempt, 37.5 Hours/week

Reports To: Vice President of Enrollment Management

Iliff School of Theology

The Iliff School of Theology continues to work towards building and sustaining  diverse, inclusive, equitable,

and just environments as it educates future social justice, theological, and spiritual leaders and the greater

community. This includes its 50in5 initiative (https://www.iliff.edu/50in5/), to recruit, nurture, and sustain

a student body that is reflective of at least 50% students of culture. As a member of the Association of

Theological Schools, Iliff is 1 of 13 United Methodist affiliated seminaries.

Fall 2020 student profile: 30% of students reside in Colorado, 50% reside in the Western region, 70% are

enrolled in a hybrid program, 61% are female, 17% identify as a student of culture, 4% identify as

transgender or non-binary, and 36% identify with the United Methodist Church.

Fall 2020 faculty and staff profile: Faculty racial and ethnic diversity is 45% and our staff racial and ethnic

diversity is 27.5%.

Summary of Responsibilities:

The Iliff School of Theology (Iliff) seeks an experienced graduate enrollment professional to join its

Enrollment team. Iliff values a robust and diverse student body. The Admissions Representative position

partners with the Enrollment team to implement the strategic enrollment plan for the next three years and

beyond. The Enrollment team consists of two Admissions Representatives (inclusive of this position), the

Director of Financial Aid, and the Vice President of Enrollment Management.

Primary Responsibilities:

● Meet and exceed targeted enrollment goals, supporting diverse prospective students through the

entire admissions process (lead, prospect, inquiry, applicant, accept, deposit). Keep up-to-date with

the current stages of prospective students who are in the “funnel.” Review admission

reports/dashboard regularly.

● Serve as the “first contact” for admission inquiry to Iliff School of Theology for its degree programs

through a CRM (Element451) as well as Zoom, email, phone, and in-person.

● Advise prospective students on admissions procedures and policies as well as degree choices. Seek to

develop a comprehensive understanding of each prospective student as it relates to their future

educational and vocational goals.

● Responsible for daily communication with prospective students communications, including: CRM

conversations, emails, and phone calls.

● Supervise student ambassadors to conduct outreach to prospective students during targeted times of

the admissions cycle and coordinate campus visits/tours.

● Manage, track, analyze, and report on prospective student data in the CRM (Element451). This

includes tracking funnel progression and conversion rates, application completion and submission,

application review and final decision release, event participation, email and SMS communication

response, and account log-in activity.

● Recruitment at both local and national events as assigned. This may include up to four to six weeks of

travel per year.

● May be asked to assist in the development of communications materials/brochures/flyers to promote

recruitment programs and activities.



● Articulate and stay up to date with higher education, graduate enrollment, and graduate theological

education trends.

● Participate in professional development and training.

● Additional duties as assigned.

REQUIRED QUALIFICATIONS

Skills/Knowledge/Experience:

● Strong knowledge of graduate and professional school education.

● Demonstrated experience meeting and exceeding graduate enrollment goals.

● Supervisory experience (student ambassadors, student workers).

● Demonstrated commitment and practice to diversity, inclusion, equity, and social justice.

● Knowledge and/or membership in national enrollment associations (AACRAO, NACAC, NAGAP).

● Advanced skills in professionalism, accountability, and reliability.

● High degree of relational ability and sophistication. Strong customer service and people skills.

● Ability to manage multiple, time-sensitive projects in a changing environment. Ability and

willingness to assume demanding workload during peak periods.

● Ability to work well within a team while also possessing the ability to work independently using

initiative, judgment, and discretion.

● Excellent organizational skills with high attention to detail and accuracy.

● Demonstrate clear, precise written and verbal communication skills.

● Experience working within a CRM. Proficiency with Google suite products. Intermediate to advanced

personal computer skills, including electronic mail, routine database activity, word processing,

spreadsheet, graphics, etc.

Education: Master’s degree.

Work Schedule:

● Schedule—Monday-Friday generally between the hours of 8:00 am - 4:30 pm. Occasional evening

and weekend events and travel required. The team currently hosts monthly virtual open houses and

accepted student events.

Travel

● Travel approximately four to six weeks  per year including weekends.

● Ability to travel independently to local, national, and international locations. Active passport

required.

● Active driver’s license, meeting the requirements to rent cars and drive 15-passenger vans on

occasion.

Physical Demands:

● Light physical activity including occasional bending, squatting, walking and lifting light-weight

materials.

● Ability to lift up to 25lbs.

● Good manual dexterity, eye-hand coordination and ability to use hands in quick, repetitive motion is

required to perform keyboarding applications and operate common office equipment such as

telephone, fax and photocopier.

Work Environment:

● Extended periods of sitting, use of hands, listening and talking.

● Well-lighted, heated and/or air-conditioned indoor office setting with adequate ventilation.

Employees are currently encouraged to work remotely during COVID-19 period.

Position Annual Salary Range:  $35, 476 - $48,000

Benefits:

Currently includes medical, dental, life and disability insurance, vacation, sick and holiday pay, and a tax



deferred annuity plan.

________________________________

The Iliff School of Theology is an equal opportunity employer and as such prohibits unlawful discrimination on the

basis of age 40 and over, race, sex, color, religion, national origin, mental or physical disability, genetic information,

ancestry, sexual orientation, gender expression, creed, pregnancy, marital status, veteran status, or other legally

protected statuses. Every person is treated equally according to their qualifications, abilities, and experience in

conducting all personnel actions and procedures including, but not limited to, recruitment, hiring, placement,

training, discipline, transfer, promotion, benefits, layoff, leaves of absence, compensation, and all other terms and

conditions of employment. For more information, visit us at www.iliff.edu. Please submit a cover letter and resume

to humanresources@iliff.edu. The position will remain open until filled.

http://www.iliff.edu
mailto:humanresources@iliff.edu

