____________________Position Announcement____________________
Western Connecticut State University

Danbury, Connecticut 06810

www.wcsu.edu

Assistant Director of Admissions

(Temporary, One Year Position)

Admissions Department

Western Connecticut State University seeks an Assistant Director to assist in advancing the admissions program of the University.  This position is directly responsible for all phases of admissions including travel and recruitment, corresponding and follow up with prospective students, interviewing, and evaluation of applications. The Assistant Director also assists in the recruitment and support of special populations and in the coordination of special projects as required.

Qualifications: Bachelor’s Degree is required, Masters’ preferred. Two to three years of experience in Admissions or another student service experience at an institution of higher education is required. As WCSU is a dynamic, diverse workplace, the proven ability to work effectively with people from a variety of backgrounds and cultures is highly valued. Preference will be given to bi-lingual candidates who are able to demonstrate their proficiency in Spanish or Portuguese. Familiarity with Admissions computer software and applications is preferred. Excellent written and oral communication skills are required as is the ability to work effectively with diverse populations including business and government officials, community leaders, and students and faculty. Availability to attend evening and weekend recruitment activities is required. Ability to transport themselves to recruitment activities off campus is required.

Anticipated starting salary range: {SALARY RANGE} depending upon the successful candidate’s qualifications.

Application Process: Application package should include a cover letter, current resume, and contact information of three professional references to:  Mr. Fred Cratty, Director of Employee Relations, WCSU, 181 White St., Danbury, CT 06810. Applications must be received by Friday, March 19, 2010.
Western is an Affirmative Action Equal Opportunity Educator/Employer


