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Job Title: 		Associate Director, Admissions
Job Number:			X-250 | VIP: 1055
Band:			EXEMPT-8
Department: 			Recruitment & Admissions		
Supervisor Title: 	Director, Recruitment & Admissions
Last Reviewed:			January 17, 2025

JOB PURPOSE:
The Associate Director, Admissions drives the strategic vision and execution of admissions operations to support the university’s enrollment goals and strategic plan. This role ensures the seamless evaluation and admission of qualified domestic and international students while leading the development and refinement of policies, processes, and systems to optimize efficiency and effectiveness. As a key leader within Recruitment & Admissions, the Associate Director shapes strategies to attract diverse, high-quality students and provides expert guidance on enrollment planning and policy development.
Key Activities:
Strategic Leadership
· Develop and execute admissions strategies that align with institutional priorities, ensuring operational excellence and continuous improvement.
· Analyze global trends in education and admissions to inform policy updates and drive innovation.
Admissions Operations Oversight 
· Lead all aspects of the admissions process, including application evaluation, transfer credit assessment, and communication with applicants.
· Ensure the timely and accurate admission of qualified students to meet enrollment targets.
Team Management 
· Recruit, train, and mentor a high-performing admissions team, fostering a culture of collaboration and service excellence.
· Oversee staff responsibilities to maintain compliance with institutional policies and strategic objectives.
Policy Development 
· Review and refine admission policies to reflect current global educational systems and institutional priorities.
· Collaborate with university governance bodies, including Senate, to implement and update policies.
Data and Systems Management 
· Leverage data analytics to inform admissions strategies and enrollment decisions.
· Maximize opportunities within Slate software to enhance automation and streamline admissions workflows, ensuring a seamless applicant experience.
Stakeholder Collaboration 
· Serve as the primary liaison with the Ontario University Applications Centre and other external organizations.
· Partner with internal stakeholders across academic and administrative units to align admissions efforts with broader institutional goals.
Budget and Resource Management 
· Manage the admissions budget, ensuring efficient allocation of resources to meet strategic objectives.
· Identify opportunities for operational efficiencies and technology enhancements.
Communication and Outreach 
· Represent the university to prospective students, parents, and counselors, ensuring clear communication of admissions policies and requirements.
· Support recruitment initiatives by providing admissions expertise and data-driven insights.
Education Required:
· Master’s degree in Business Administration, Education, Management, or a related field.
Experience/Qualifications Required:
· Five (5) years of experience in admissions, recruitment, or related fields with a strong understanding of Canadian and international education systems.
· Demonstrated leadership in managing teams and operations within a complex, data-driven environment.
· Expertise in student information systems, process automation, and data analysis.
· Exceptional communication, organizational, and customer service skills.
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