
EMMANUEL COLLEGE JOB DESCRIPTION 

 

A. Title  

Admissions Counselor 

B. Accountability 

Reports directly to the Director of Admissions 

C. Qualifications 

1. Bachelors degree required 
2. A minimum of two years of experience in Admissions, in a supervisory role 

preferred. 
3. Lifestyle rooted in a personal Christian faith. 
4. Personally aligned with the mission of the College. 
5. Works ethically and with integrity.  

D. Physical Requirements: 

1. Typical Working Condition: Indoors in controlled environment. Noise level is 
moderate to loud. 

2. Equipment Used: Computer, copier, scanner, mouse, keyboard, printer, telephone, 
calculator, stapler, staple remover, tape dispenser, 3-hole punch, letter opener, 
pen, and pencil. 

3. Essential Physical tasks: Standing, walking, sitting for long periods of time at a 
computer; drive and able to travel; use of hands to finger, handle, or feel objects, 
tools and/or controls; reach with hands and arms; climb stairs; balance, stoop, 
kneel, and crouch; talk and hear; occasionally lift up to 25 pounds; vision that is 
close, distant, color, and peripheral; depth perception and ability to adjust focus.  

E. Competencies 

In order to be successful in this position, the employee must possess the following 
competencies. 

1. Communication: Speaks clearly and persuasively, listens and responds well, 
writes clearly and informatively. 

2. Teamwork: Balances team and individual responsibilities, exhibits objectivity and 
openness to others’ views, gives and welcomes feedback.  

3. Business Acumen: Sets and achieves goals, understands implications of decisions, 
aligns work with strategic goals. 

4. Problem Solving: Approaches problems with a positive attitude, identifies and 
resolves problems in a timely manner. 



5. Technical Skills: Strives to continuously build knowledge and skills, proficient in 
computer applications. 

6. Customer Service: Responds to e-mails, texts, and phone calls in a timely manner, 
meets commitments, maintains professional composure even under stressful 
situations. 

7. Quality: Demonstrates accuracy and thoroughness, monitors own work to insure 
quality. 

8. Adaptability: Adapts to changes in the work environment, manages competing 
demands, able to deal with change and unexpected outcomes. 

9. Dependability: Follows instructions, commits to long hours when necessary to 
reach goals, takes initiative. 

F. Duties of Admissions Counselor  
 

1. Responsible for recruiting prospective students that are a good mission-fit to 
Emmanuel College.  

2. Communicates with assigned prospective students via email, text, direct mail, and 
phone to assist with the admissions process.  

3. Supervises a small team of student counselors to assist with communication 
efforts to assigned prospective students.  

4. Works with student counselors to produce and post student-driven content for 
social media platforms.  

5. Conduct weekly training activities and periodic evaluations with student 
Counselors. Plan incentives, workloads, and output expectations for student 
Counselors.  

6. Prepares and analyzes weekly and monthly call reports, developing special 
subsidiary reports as necessary. 

7. Coordinates and provides campus tours for prospective students and their parents. 
8. Assists in the preparation and implementation of plans for campus previews. 
9. Charts the daily flow of applications, acceptances, and deposits. 
10. Participates in professional organizations and in personal professional 

development activities, attending appropriate meetings, workshops, and seminars. 

G. Compensation and Benefits  

This position is full-time (40-hours per week) and is paid at the rate established by 
Emmanuel College.  The policies concerning compensation and benefits are explained in 
detail in the Employee Handbook. 

H. Amendment  

Neither this job description nor the Emmanuel College Employee Handbook should be 
considered employee contracts.  Nothing in this position description restricts the 
supervisor’s right to assign or reassign duties and responsibilities to this job at any time. 

 


