
     
Job Classification Description 
ADMISSION OFFICE COORDINATOR/CSC    GRADE 10 
VSCSF BARGAINING UNIT      NON-EXEMPT 
          
BASIC FUNCTION 
To oversee general office operations, and to perform a wide variety of clerical and administrative 
tasks for the Admissions Department and College. 
 
 
CHARACTERISTIC DUTIES & RESPONSIBILITIES 

 Oversee and carry out various day to day departmental administrative functions. 
 Process graduate inquiries and applications. 
 Maintenance and setup of communication management in the Datatel system.  
 Reporting:  Bimonthly reports and ad hoc list/reports.   
 Oversee one to several regular office personnel, temporary help, and work study students; 

including interviewing, advertising on hiring, training, planning and issuing daily work 
assignments.  

 Perform a variety of tasks related to the development and maintenance of computerized 
departmental records including the design and basic programming of data bases and data 
management using PC software, initial data base input, and ongoing use of the system.  

 Perform various bookkeeping functions including initiate and process financial 
documents related to operating budgets, capital budgets, special accounts, and the like, 
monitor financial activity, and organize and maintain financial records. 

 Assist with general office secretarial work: answer phones and perform reception duties, 
prepare correspondence, order office supplies, maintain calendars, set up meetings, 
photocopy, distribute mail and the like. 

 Perform other duties as assigned. 
 
SUPERVISON RECEIVED 
General supervision is received from the Dean of Enrollment. 
 
MINIMUM QUALIFICATIONS 
Associates degree in business or other appropriate discipline, plus several years of relevant 
clerical and administrative experience, or a combination of education and experience from 
which comparable knowledge and skills are acquired. 

 Broad base of general clerical and office management knowledge and skills.  
 Good basic administrative and organizational skills including experience maintaining 

moderately complex filing and records systems, and experience with computerized 
information systems. 

 Good reading, writing and math skills.  Some bookkeeping/accounting training or 
experience is desirable. 

 Good basic supervisory skills and/or experience. 



 Ability to deal effectively with a broad range of individuals and groups within and 
outside the college. 
 

 
This general outline illustrates the type of work which characterizes the job classification.  
It is not an all-encompassing statement of the specific duties, responsibilities and 
qualifications of individual positions assigned to the classification. 
 
 
 

 


