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Enrollment Coordinator 
 

Classification Full-Time Non-Exempt (Gr. 27) 

Department Enrollment Management 

Reports To Director of Graduate Admission 

 

Essential Elements 

1. Greets prospective students and parents upon arrival in the Office of Graduate Admission and in the 

Undergraduate Admission Office. 

2. Answers incoming calls from prospective students and schedules admission interviews.  

3. Manages all event communications for undergraduate and graduate events.  

4. Coordinates the reservation process for all graduate admission sponsored on-campus events. 

5. Acts as the Liaison for all graduate marketing projects. 

6. Coordinates the schedule for all graduate student personal visits. 

7. Provides clerical support for all admission counselors as necessary. 

8. Manages the personal visit and information call schedule.   

9. Sets up all graduate and undergraduate events in our CRM system, Slate.  

10. Project manages graduate marketing initiatives to ensure meeting critical deadlines. 

11. Sets up all graduate personal visits and information calls in Slate.  

12. Works directly with the operations team to improve/correct the graduate application process.   

13. Manages supply ordering for the Office of Graduate Admission. 

14. Updates graduate marketing Google analytics reports on a weekly basis. 

15. Manages updating the graduate tuition revenue report on a bi-weekly basis. 

16. Project manages the graduate application student list to ensure all processes are completed according to the 

established deadlines.  

17. Handles registration check in for all undergraduate open houses and graduate program virtual open houses.             

18. Assists with handling graduate student service issues. 

19. Assists new graduate students with process questions.  

20. Enters applicant information on the Datatel system for domestic and international graduate and 

undergraduate students.  

21. Uploads transcript information for prospective students on the Slate system for both undergraduate and 

graduate.   

22. Generates graduate admit letters and delivers to college post office. 

23. Staffs the Admission Office on Saturday as needed.   

24. Required to work weekends for undergraduate events and a few evenings per academic year for graduate 

virtual open houses.  

25. Provides back-up support for the staffing of the main reception area and telephone calls.   

26. Assists with in house mailings as needed. 
 

Non-Essential Elements 

1. Performs other duties as assigned. 
 

Working Conditions 

Typical office working conditions. 

Internal applicants please submit applications to hrjobs@kings.edu by 05/23/2022. 
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