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THE UNIVERSITY OF MONTANA





Administrative Associate III
Department:

Enrollment Services Specialist

Closing Date:
Priority will be given to applications received by February 1st; however position will remain open until filled

Employment Detail:
Permanent, Full-Time
Salary:
$11.253/hour

	Primary Duties

The Enrollment Management Specialist (EMS) in Montana Tech’s Office of Enrollment Services will be responsible for assisting current and prospective students in all processes affecting the student’s enrollment.  These processes include: applying for admission, scholarships, and financial aid; registering for, dropping and/or adding classes; exiting College through graduation, withdrawal or transfer.  The EMS will be responsible for teaching students, faculty and staff how to use on-line services to self-manage enrollment whenever possible.  Further, the EMS will be able to advise students as to the consequences of any change in enrollment and refer the student to a specialist when necessary.  Also the EMS will help manage incoming phone traffic to the offices of Enrollment Services.  Finally, the EMS will be responsible for communications to prospective students, current students, faculty and staff as that correspondence relates to this position. 

	Knowledge, Skills & Education Required
If no applicant possesses all of the required skills, the position may be offered as a training assignment at 90% of entry.  A wage increase of the difference will be added upon completion of the requirements.  

· Proficient in Microsoft Office

· Excellent customer service skills.  

· Excellent written and oral communication skills are required. 

· Excellent organization skills and ability to multitask

	Preferred Education & Experience

· A degree from a regionally accredited college

· Knowledge of BANNER systems and related experience

· Understanding of campus, state and national policies and procedures regarding admissions standards and requirements

· General knowledge of financial aid policies and procedures

	
	

	To apply, please submit the following items:

· Cover letter which specifically addresses the above-mentioned qualifications

· Resume’
· Name and contact information for 3 professional references

· Authorization for Criminal Background Investigation

The items listed above should be sent to:

Montana Tech Personnel Office

1300 West Park Street

Butte, MT 59701

Phone: 406-496-4380(Fax: 406-496-4387(e-mail: cisakson@mtech.edu  

	
	

	As an Equal Employment Opportunity/Affirmative Action Employer, We Encourage Applications from Vietnam Era Veterans, Disabled Individuals, Minorities, and Women.




Any offer of employment is contingent upon a satisfactory criminal background check.  An authorization for a criminal background check form must be submitted with application material � HYPERLINK "http://www.mtech.edu/employment" ��www.mtech.edu/employment� 











