MANCHESTER COMMUNITY COLLEGE

INCUMBENT:

CLASIFICATION: Secretary I FUNCTION CODE: 8091-058
IN-HOUSE TITLE: Admissions Secretary DATE ESTABLISHED: 9/7/99
POSITION #: 9TEMP DATE OF LAST AMENDMENT: 9/29/09

SCOPE OF WORK: Performs technical and clerical support for the Office of Admissions, as
well as, for the Associate Vice President of Enrollment Management. This position shall report
to the Admissions Assistant at MCC.

ACCOUNTABILITIES:

e Performs general office support functions in the Office of Admissions. Communicates
courteously and effectively with the public via phone, e-mail and in person in regards to
the college’s programs and enrollment at the college.

e As afirst point of contact in the Office of Admissions, welcomes and provides
information to prospective students and other interested parties.

e Performs data entry of recruit and applicant information using BANNER adhering to all
guidelines for accuracy and confidentiality.

e Prepares correspondence and maintains student records as required.

e Maintains and processes recruitment documents and mails recruitment materials and
catalogs.

e Schedules appointments for prospective students with counselors.

e Coordinates the activities of one or more work-study students assigned to the Office of
Admissions.

e Assists with on and off-campus events such as Open Houses, Information Sessions New

Student Orientation.

Flexibility with work hours during peak enrollment times and special on-campus events.
Responds to technology and integrates into work assignments.

Attends workshops, seminars, and conferences for professional development.
Complies with all system, college, state and federal rules and regulations including, but
not limited to, health and safety policies, the State of NH Policy on Sexual Harassment,
administrative rules, civil rights laws, etc.

e Other duties as assigned.

MINIMUM QUALIFICATIONS:

Education: Completion of high school, G.E.D., or its equivalent, including courses in office
procedures, word processing or typing. Each additional year of approved formal education may
be substituted for one year of required work experience.



Experience: Two years of experience in a secretarial position, one year of which shall have
been at the level of Secretary | or its equivalent.

PREFERRED QUALIFICATIONS: Working knowledge of Microsoft Office preferred.
Position may require some weekend hours. Strong customer service, time management, and
organizational skills preferred.

RECOMMENDED WORK TRAITS: Knowledge of modern office equipment and methods
of operation. Knowledge of business English, spelling, and arithmetic. Knowledge of office
practices and procedures. Ability to type a variety of correspondence and statistical material
and reports with speed and accuracy as well as transcribe dictation. Ability to maintain
confidential information. Ability to maintain fiscal or departmental records. Ability to research
records and prepare reports. Ability to work independently. Ability to assign, check and
review work of other clerical employees. Ability to establish and maintain effective working
relationships with other employees and the public. Must be willing to maintain appearance
appropriate to assigned duties and responsibilities as determined by the agency appointing
authority.

DISCLAIMER STATEMENT: This class specification is descriptive of general duties and is
not intended to list every specific function of this class title.

SIGNATURES:

The above is an accurate reflection of the duties of my position.

Employee’s Name (typed) Employee’s Signature Date /Reviev/ved
Supervisor’s Name and Title: Velida Bajric, Admissions Assistant
The above job description accurately measures this employee’s job duties.

/ /
Supervisor’s Signature Date Reviewed

/ /

CCSNH - Director of Human Resources Date Reviewed



