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THE UNIVERSITY OF MONTANA





Director of Enrollment Management
Department:

Student Services
Closing Date:
Review will begin January 16, 2012 and will remain open until filled

Employment Detail:
Full-Time, Permanent
	Primary Duties

The Director of Enrollment Management is responsible for all university functions associated with Registrar/Enrollment Processing, Admissions/Recruitment, Enrollment Services, and Financial Aid.  

Works to shape University policy and practice to achieve enrollment goals beginning with the development and implementation of a comprehensive recruitment and marketing strategy. Provides vision and leadership to the University on matters related to enrollment planning. Manage 18 professional staff with four direct reports. Responsible for budgetary recommendations and accountable for department resources. Works closely with the Director of Financial Aid to design appropriate financial aid packaging strategies to maximize recruitment and enrollment yields.  Member of Dean’s Council. Serve on the committees of: Retention, Academic Standards, Student union and Activities, Web Guidance, Curriculum Review, General Education Review, Strategic Planning, Campus Access, Computer and telecommunications, Education and Outreach (TRIO), Employee Recognition, Space and Utilization, National Student Awards, and Scholarship. Manage operation budgets of ~ $275,000. Solve problems to improve the student experience at both the individual level and aggregate. Represent Montana Tech at the state and national level through organizations such as MACRAO, MPSEOC, MAFSAA, and track trends of their national affiliates (AACRAO, NACAC, SEM, etc...). Ensure that Montana Tech is in compliance with the ethical rules found in the NACAC statement of Principles of Good Practice and other similar guides. Ensure that Montana Tech is in compliance with the administrative policies of the Montana Board of Regents and other legislative rules and laws.

	Knowledge, Skills & Education Required

The Director of Enrollment Management will have a background in higher education, management, and have demonstrated successful organizational leadership.  Master’s or advanced degree from a regionally accredited institution required.

	Preferred Education & Experience

Five years of professional experience, at least two of which should be in a supervisory/management capacity in the field of university admissions.  Demonstrated knowledge of project planning, budget management, and data analysis.  Familiarity with and ability to implement software systems that support the recruiting process. 

	
	

	To apply, please submit the following items:

· Cover letter which specifically addresses the above-mentioned qualifications 
· Detailed 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� 











