Sterling College 
Job Description 
Admissions and Arts Events Coordinator 

Reports to: Vice-President for Enrollment 

Description:
The Admissions and Arts Events Coordinator is responsible for the planning and execution of all recruiting events (on-campus and off-campus) provided by the Admissions and Arts departments. The Admissions and Arts Events Coordinator position is a full-time, 12-month position and reports directly to the Vice President for Enrollment.  


Qualifications:
A qualified candidate must have a personal commitment to Jesus Christ and support the Christian character and mission of Sterling College.  The candidate must also possess a clear understanding of and ability to articulate the essentials of a Christian liberal arts college.  
· Excellent interpersonal skill
· Excellent customer service and communication skills in person and over the phone
· Excellent organizational and administrative skills
· Ability to work effectively while juggling multiple tasks
· Flexibility to effectively deal with interruptions and last-minute changes and deadlines
· Ability to professionally deal with constructive criticism 
· Ability to manage time and resources
· Effective leadership and management skills
· Excellent writing and editing skills

Responsibilities:
· In conjunction with the Admissions Visit Experience Coordinator, provide excellent customer service by helping prospective visitors schedule their campus visit.
· Greet prospective students and families and other guests when they visit campus. Meet with prospective students and families during office visits and various campus events.
· Plan and organize Admissions’ Events.
· Plan and organize on-campus Arts Events.
· Plan and organize Sterling College representation at off-campus Arts Events.
· Plan and organize Sterling College representation on off-campus tours and trips.
· Manage marketing of all Visit Events (group visits such as AVID, Junior High, etc.)
· Manage marketing of Arts Events.
· Attend all scheduled office meetings.
· Willing to work occasional evenings and weekends to complete responsibilities related to Admissions and Arts related visit events.
· Represent Sterling College in a positive manner being professional in dress, conduct, and attitude.
· Other duties as assigned.

Education/Experience:
· Bachelor’s degree required.
· Experience in event coordination/management preferred 
· Experience along with knowledge of and interest in the arts (music, theatre, art, ministries) preferred.
