
 
 
 

POSITION POSTING 
April 12, 2021 

 
POSITION TITLE:  Director of Admissions 
DIVISION:   Enrollment Management 
  

 

OCCUPATIONAL SUMMARY 
 
Reporting to the Vice President for Enrollment Management, the Director of Admissions is responsible for providing effective 
planning and vision, comprehensive leadership, program development, budget oversight, data analysis, and institutional 
coordination for Enrollment Management. The Director of Admissions works closely and collaboratively with University 
leadership to achieve a strategic, student-centered approach to student services in support of the University’s mission.  
 
This position supervises other as assigned.   
 
ESSENTIAL JOB FUNCTIONS 
 
1. Provides leadership, supervision and direction for personnel assigned to the Department and related programs, including, 

but not limited to, new student enrollment, student success initiatives including retention, student activities, student 
records, and related programs.  

2. Develops, implements and provides support for new student enrollment, oversees new student admissions, student 
success initiatives, retention, student activities programs, and student records. 

3. Devises innovative strategies, policies and/or programs for goal attainment and process improvements to reach stated 
objectives. 

4. Creates and maintains policies and procedures for programmatic areas.  
5. Works closely with the academic affairs departments to develop and provide student enrollment initiatives, student 

success initiatives including retention activities, and student activities events.  
6. Participates in program planning in collaboration with the academic affairs departments.  
7. Regularly assesses program functions to assure compliance within operating rules, regulations, policies and procedures; 

advises supervisor promptly of any programmatic irregularities.  
8. Operates effectively within established budgetary guidelines. 
9. Assures the management and integrity of all Admissions data in compliance with all applicable state and federal laws, rules, 

and regulations. 
10. Prepares required reports; analyzes data to determine student progress, enrollment trends, labor market information and 

related data to draw conclusions and/or make recommendations for process improvement within the department. 
11. Develops relationships and maintains effective communications with diverse groups, internal and external, in support of 

the institution’s mission. 
12. Collaborates with the institution’s Marketing Department to develop integrated marketing and strategic planning efforts 

on Admissions initiatives, progress, and outcomes to promote and manage the institution’s image; represents institution 
at functions upon request. 

13. Serves on administrative committees as assigned. 
14. Directs various personnel functions, including hiring, performance management, employment development, promotions, 

transfers, leave administration, and the employee relations process in coordination with the Office of Human Resources. 
15. Performs other duties as required.  
 
 
MINIMUM REQUIREMENTS  
 
1. Bachelor’s degree from an accredited college or university in a related field preferred. 
2. Work experience in related and progressively responsible positions.  Related work experience includes the areas of student 

services, enrollment, student success, academic advising, career counseling, or similar area. 
3. Ability to coordinate and lead multiple offices and direct employees in support of institutional goals. 
4. Knowledge of trends and developments in student services and demonstrated commitment to higher education.   
5. Knowledge of principles and practices of organization and management, planning, and records management with the 

ability to follow-through. 
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6. Proficient in the use of research, statistical analysis and information technologies. 
7. Experience with strategic communication and marketing skills, strong management skills, and the ability to relate 

effectively with multiple constituencies. 
8. Impeccable judgment and integrity. 
9. Ability to manage confidential information. 
10. Exceptional interpersonal, teambuilding and problem-solving skills. 
11. Knowledge of budget forecasting, preparation, and administration.  
 
APPLICATION PROCESS 
This position is full-time.    Location-based in Indianapolis, Indiana 
 
Interested persons may apply by submitting a resume and contact information to: 
 
 Martin University 
 Office of Human Resources 
 2186 N Sherman Drive 
 Indianapolis, IN 46218 
 Email: hresources@martin.edu 
 Facsimile: (317) 917-3393 
 
This position is open until filled.  

mailto:hresources@martin.edu

