Welcome to Morgan State University, an institution rich in academic excellence, achievement and leadership, and one of the great centers of higher learning in the United States. One of only four public, Carnegie-classified Doctoral Research Institutions in the State of Maryland, Morgan offers a dedicated, world-class faculty; an ethnically, culturally and socioeconomically diverse student body and nearly 90 academic programs leading to bachelor's, master's and doctoral degrees. Located in Baltimore, Maryland, one of the nation's major cultural centers, Morgan boasts modern campus facilities and a vibrant student life.
Academic excellence and alumni achievement are at the center of the Morgan experience. Putting our students on the path to success and educating them for leadership on the world stage are at the core of our mission. At Morgan, we teach our students how to compete in the 21st century, and how to win!
 2012-003 ADMISSION OFFICER
	Job #
	2012-003

	Job Type
	Administrative

	Department
	Admission & Recruitment

	Class Code
	9003

	Bargaining Unit
	No

	FLSA Status
	Exempt

	Job Status
	Full-Time

	Hiring Salary
	Commensurate with Experience

	Pay Range
	N/A

	Posting Date
	January 6, 2012

	Closing Date
	Open Until Filled




Department:  Admission & Recruitment
Duties:  Develops relationships with students and makes all necessary  referrals; assists with the interviews of prospective students, evaluations of admission files, and coordination of admission activities; enters data; handles prospective student walk-ins, telephone, mail, and fax correspondence; conducts student interviews; corresponds with applicants parents, high schools and colleges in order to complete files for evaluation; conducts and participates in open house and reception functions, both on and off campus; conducts individual, family, and group tours; assists with unified publicity campaigns; conducts high school visits in designated counties and throughout Maryland; accommodates special requests from high school; and performs other duties as required.
Minimum Qualifications: Bachelors degree from an accredited college or university. Two years of experience evaluating credentials and data entry.
Requirements:   Skill in coordinating work with other departments and agencies; skill in coordinating activities and functions; ability to communicate effectively; ability to organize; ability to operate a computer; ability to provide advice and guidance; ability to evaluate program effectiveness; ability to travel; ability to perform data entry.
To Apply:  Send letter of interest indicating Job # 2012-003, a Morgan State University Application for Employment, and three names of references with telephone numbers to  Morgan State University, Office of Human Resources, 1700 East Cold Spring Lane, Baltimore, Maryland 21251, or you may e-mail your information to jobs@moac.morgan.edu.  EEO/AA
NOTE: THE DEPARTMENT WILL CONTACT ONLY APPLICANTS SELECTED FOR INTERVIEW.
AN EQUAL OPPORTUNITY AFFIRMATIVE ACTION EMPLOYER As required by the 1986 Immigration Act, applicants should be prepared to present acceptable documentation showing their identities, U.S. citizenship or alien status and their authorization to work in the Unit
 
