


Southern University System Board of Supervisors 
Committee of the Whole – Virtual Meeting 

Monday, July 6, 2020  
9 a.m. 

 
AGENDA 

 
 
1.  Call to Order 
2.  Invocation 
3.  Swearing in of New Board Member(s) 
4.  Roll Call 
5.  Adoption of the Agenda 
6.   Public Comments 
7.   Action Items 
 

A.  Request Approval of Personnel Action on Positions equal to or greater than $60,000 
Name Position/Campus Salary Funding Source 

1. Deleso Alford OCIS Director 
(Additional Duties) 

SULC 

$135,000.00 State 

2. Manicia  Finch Director of Enrollment Student Services 
(New Appointment) 

SUBR 

$67,000.00 State 

3. Heather Freeman Executive Director of Admissions and Recruitment 
(New Appointment) 

SUBR 

$75,000.00  State 

4. Angela Gaines OCIS Facilities Coordination 
(Additional Duties) 

SULC 

$96,000.00 State 

5. Ruby Sheree Miller Assistant Professor 
SU School of Nursing 
(New Appointment) 

SUBR 

$70,000.00 State 

6. Jennifer Page Instructional Designer 
(New Appointment) 

SUBR 

$75,000.00 State 

7. Jacqueline Gibson Preastly VC of Enrollment Management and Student Success 
(New Appointment) 

SUBR 

$130,000.00 State 

8. Andrienne Shields OCIS Library Resource Coordination 
(Additional Duties) 

SULC 

$90,000.00 State 

9. Gregory Speyrer OCIS Technology Coordination 
(Additional Duties) 

SULC 

$87,000.00 State 

10. Dr. Cheryl Taylor  Associate Professor of Nursing  
(Transfer)  

SUBR 

$80,000.00 State 

 
8.  Other Business 
9.  Adjournment 

 
 

MEMBERS 
 Atty. Domoine D. Rutledge - Chair, Rev. Samuel Tolbert - Vice Chair, Mr. John Barthelemy, 
Dr. Leroy Davis, Mr. Raymond Fondel, Dr. Curman L. Gaines, Mr. Bakari Garvey, Mr. Sam 

Gilliam, Mr. Richard Hilliard, Atty. Pat Magee, Atty. Ed Shorty, Mrs. Ann Smith, Dr. Leon R. 
Tarver II, Dr. Rani Whitfield, Ms. Arlanda Williams 











 
 

 
July 1, 2020 

 
Ray L. Belton, Ph.D. 
President-Chancellor  
Southern University System 
4th Floor J.S. Clark Administration Bldg. 
Baton Rouge, Louisiana 70813 

 
Re: Request for Waiver of Position Vacancy Announcement – Director of Enrollment 

Student Services 
 

Dear Dr. Belton: 
 

I respectfully submit this letter to request approval to waive the search and appoint Dr. Manicia 
Finch to the role of Director of Enrollment Student Services. 

 
Dr. Finch previously served as the Associate Vice Chancellor of Enrollment Management .  In her 
prior role, she had oversight of Admissions, Recruitment, and Financial Aid which has given her 
unique insight into the various reasons that an applicant may need additional assistance, in which 
she would provide in the new role of Director of Enrollment Student Services.   
 
As the Director of Enrollment Student Services, she will work directly with applicants that have 
experienced any processing delays in these areas and work to provide answers and solutions 
proactively.  Additionally, she will be able to utilize the strong relationships formed with alumni to 
serve as a liaison to continue to partnership and build the relationship with alumni.  

 
I believe she is qualified and capable to serve the university in this capacity. I recommend a salary 
of $67,000. 
 
Sincerely, 

 

Edward M. Willis 
Interim Vice Chancellor 
Student Affairs, Enrollment Management, & Student Success 
 

Approvals:   
 
 __________________________________ 

Benjamin Pugh 
Vice Chancellor Finance & Administration 

 
 

_________________________________ 
Ray Belton, Ph.D. 
President-Chancellor 

 

SOUTIIERN UNIVERSTIY AND A&M COLLEGE SYSTEM 

Office of the Interim Vice Chancellor for Student Affairs, 
Enrollment Management, & Student Success 

Baton Rouge, LA 70813 
 



SOUTHERN UNIVERSITY SYSTEM 
Personnel Action Form 

 
 
 
CAMPUS: SUS   SUBR X  SULAC   SUAREC   SUNO   SUSLA  
                  
EMPLOYMENT CATEGORY: 9-MONTH  12-MONTH X OTHER  (Specify)  
         
  Academic  X Non-Academic   Civil Service 
  Temporary   Part-time (  % of Full Time)   Restricted 
  Tenured   Undergraduate Student   Job Appointment 
  Tenured Track   Graduate Assistant   Probationary 
  Other (Specify)      Retiree Return To Work   Permanent Status 
         
Previous Employee   Reason Left  
Date Left   Salary Paid  
     

 Profile of Person Recommended    
Length of Employment July 2008  To Present 
Effective Date July 1, 2020  
  
Name Manicia Finch, Ed. D.  SS#   U01311659 Sex F Race* B 

    (Last 4 digits only)    
Position Title: Director of Enrollment Student Services Department: Enrollment Management 
          
Check One  Existing Position   *Visa Type (See Reverse Side):      
 x New Position  Expiration  Date:   

 (Position vacancy authorization form must be processed and approved to fill 
existing and new positions. Position must be advertised before processing PAF, if 
applicable.) 

  

Years Experience 13 Southern University Experience 2 
Degree(s): Type/Discipline (BS-Bus Admin):  Institution/Location (SU-Baton Rouge):  Year: 
 BA-Communications/Marketing  Alabama A & M  1984 
 MS-Higher Education  Capella University  2012 
 Ed.D.-Educational Leadership  Capella University  2017 
  
Current Employer Southern University 
 

Personnel Action 
 
Check One x New Appointment  Continuation  Sabbatical   Leave of Absence 
  Transfer  Replacement  Other (Specify)  
         
Recommended Salary $67,000  Salary Budgeted $67,000 
         
Source of Funds  
         
 Identify Budget:   Location  
 Form Code:  Page  Item #  
Change of:    

 From  To 
Position Associate Vice Chancellor of Enrollment 

Management 
 Director of Enrollment Student Services 

Status    
Salary Adjustment $100,000  $67,000 
   Financial Aid signature (if, applicable):    
List total funds currently paid this employee by Source of Funds Amount 
Southern University:  67,000 
*See Reverse Side    

Comments:  (Use back of form)    
    
*See Reverse Side  Graduate School signature (if, applicable):    
 

 
                  

Supervisor                                                                         Date  Dean/Unit Head                                                     Date 
 
 

  

Vice Chancellor                                                                Date  Chancellor                                                              Date 
 
 

  

Director/Personnel                                                            Date  Vice President/Finance                                          Date 
  Business Affairs/Comptroller 

 
 

  

President                                                                           Date  Chairman/S.U. Board                                            Date 
  of Supervisors 

JOB CLASS     

JOB CODE     

CAL ID     

 

POSITION  
NUMBER       

 

07/01/2020

07/01/202007/01/2020



Rev. 7/1/2020 

This information is requested solely for the purpose of determining compliance with Federal Civil Rights Laws and 
does not affect employment consideration. 

 ETHNIC ORGIN (Please check one): 

 Hispanic or Latino           X Non-Hispanic or Non-Latino  

 RACE (Please check all that apply): 

 White, not of Hispanic origin.  A person having origins in any of the original people of Europe, North Africa, or the Middle East. 

  X 
 
Black.  not of Hispanic Origin.  A person having origins in any of the Black racial groups of Africa. 

 

 
Hispanic.  A person of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish culture or origins, 
regardless of race. 

 

 
Asian or Pacific Islander.  A person having origins in any of the original peoples of the Far East, Southeast Asia, the Indian 
Subcontinent, or the Pacific Islands.  This area includes, for example, China, Japan, Korea, the Philippine Islands, and Samoa. 

 

 
American Indian or Alaskan Native.  A person having origins in any of the original peoples of North American, and who 
maintains cultural identification through tribal affiliation or community recognition. 

 

 

COMMENTS:  Overall responsibility for the development, implementation, and coordination of the Center for 
Student Success programs, high impact practices, and its targeted activities to eliminate achievement gaps and 
improve the academic success, persistence, and completion of participating students.   
 
 

EMPLOYEE REGULAR WORK SCHEDULE: M-F 8 a.m. – 5 p.m. 
EMPLOYEE DIRECT SUPERVISOR: Executive Director of Admissions & Recruitment 
NUMBER OF EMPLOYEES SUPERVISED, (if any) none 
 
HR USE ONLY:   STATUS (circle one): EXEMPT NON-EXEMPT 
 
GUIDELINES:  All employees, students, graduate assistants being employed through the use of this form 
are to report to and be cleared by the Human Resources before any employment is offered and before 
starting to work.  All students are to bring with them clearance from the Financial Aid office, Statement 
of Account (fee receipt), and a class schedule.  All prospective employees/students must bring a pictured 
ID, social security card, birth certificate, certificate of naturalization, resident alien card, H1-B and J-1 
visas, passport, and F-1/I-94.  The latter six (6) documents do not apply to U.S. Citizens. 
 
Documentation must be provided for review and approval by Human Resources before employment is 
offered. 
 
CLASS OF EMPLOYMENT (VISA STATUS): 
   
TYPE CODE EXPIRES 
   
United States Citizen/Certificate of Naturalization US  
Resident Alien RA  
H-1 Visa (Distinguished Merit & Ability) H1  
J-1 Visa (Exchange Visitor Program) J1  
F-1 Visa (Student Emp. FT Student at S.U.) F1  
OPT (F-1 Visa-INS Prior Approval-“Practical Work Experience”) F0  
 

 

Do Not Write Below This Area 
For Human Resource and Budgetary Control Use Only! 

 
PAF APPROVAL PROCESS CHECKLIST (Must have the information outlined below): 
 Approved Position Vacancy Authorization Form (applicable for new and replacement positions) 
 Position Vacancy Announcement (position advertised before processing PAF, if applicable) 
 Application for Employment Form Admin/Fac/Uncl Positions(Civil Service Application for classified employees) 
 Authority to Release (signed by employee) (submitted to Campus Police with Criminal/Background Check form) 
 Supervisory Criminal/Background Check Form (completed by employee/ verified and signed by supervisor) 
 Exemptions Survey Form (signed by employee and budget head) 
 Proposed Employee Appointment 
 Proposed Employee Clearance 
 Restricted/ Job Appointment/CS Rule 6.5g Letter of Justification (for classified, if applicable) 
  

 



Rev. 8/05/2013 

SOUTHERN UNIVERSITY - BATON ROUGE, LA  70813 
 

SUS         SUBR           SULAC         SUAREC         SUNO           SUSLA   
******************************************************************************************* 

POSITION VACANCY AUTHORIZATION 
******************************************************************************************* 
REQUEST THAT THE POSITION TITLE  Director of Enrollment Student Services AS DESCRIBED BELOW 
BE AUTHORIZED AS A VACANCY FOR Division of Enrollment Management and Student Success  
  (Department or Unit)  
       Source of Funds  
  Replacement x New Position x Unclassified   State   
  Civil Service   Temporary  Faculty  Grant -in-Aid  
  Tenured   Probationary (For Faculty this is same as tenure track)  System Revenue  
        Agency Fund State  

  

VACANCY DESCRIPTION AND JUSTIFICATION  
(Include rank (for faculty) and approximate salary; initiator of form must have prior approval of salary/salary range with 
the appropriate Vice-Chancellor, Chancellor and/or President. Salaries for classified positions must be approved through 
Human Resources). 
 The Director of Enrollment Student Services serves as a leadership team member of the Division of  
 Enrollment Management and Student Success  
 Reporting directly to the Executive Director of Admissions & Recruitment 
 See vacancy description attached.   
  
  
Salary/Range:   $67,000 Previous Incumbent (if replacement):  
        
  Approved  Disapproved    
     Department Head Date 
        
  Approved  Disapproved    

     Dean/Director/Supervisor of Budget Unit  Date 
        

FINANCE/BUDGET OFFICE ONLY    HUMAN RESOURCES OFFICE ONLY 
Funds Available    Existing/Approved Position 

               
  Yes   No      Yes  No 
               
     Employee Class:  Job Class:  

       
Signature Date    

 Budget Number     Verified By: Date: 
        
  Approved  Disapproved    
     Vice Chancellor  Date 
        
  Approved  Disapproved    
     Chancellor/Vice President  Date 
        
  Approved  Disapproved    
     President  Date 

An Equal Opportunity Employer 
 

x

x

07/01/2020

07/01/2020



 Manicia J. Finch, EdD. 

Professional Profile 
 Enrollment management and student affairs professional with over

13 years of leadership experience bringing strategic focus, vision

and coordinated strategy to recruitment, admissions, financial aid,

student engagement and retention in support of the academic mission.

 Sustained 3-5% enrollment growth at various private and public institutions by working to attract, select, enroll and

retain a diverse and academically talented student body.

 Experience providing strategic direction to institutional image, brand and marketing.

 Experience implementing/working with Radius, Hobson, Jenzabar EX7 to manage student engagement.

 Highly effective leader in data analysis, interpretation of analysis, preparation of reports.  

 Experience developing marketing materials and creating and planning high yield events and activities.  

 Engages in focused collaboration and teamwork with a wide cross-section of senior administrators, faculty, staff,

alumni and students.

 Willing to go the extra mile to manifest the vision of the institution and effectively with academic affairs, student

affairs, institutional advancement, and university foundation to accomplish a comprehensive enrollment management

plan.

Technical & Other Skills 

Proficiency with a vast array of higher education enrollment procedures. 

ARGOS Reporting Tools 

Banner/Datatel 

CRM (Radius) 

Enrollment Management 

Consulting 

Data Analytics  

Market Analysis 

 Budget Management 

Brand Marketing 

Stakeholder Relationship 

Building 

Team Management 

Retention Strategies 

Research & Planning 

Social Media Marketing 

Enrollment Forecasting 

Alignment of Resources 

Field Recruitment 

Alumni Recruitment 

Conference Planning 

Event Management 

Fundraising 

Enrollment Strategic Planning 

Enrollment Management & Student Affairs Experience 
Southern University and Agricultural & Mechanical College Baton Rouge, LA 

Associate Vice-Chancellor of Enrollment Management  July 2018 to Present 

 Lead all aspects of enrollment management areas including admission, recruitment and financial aid and scholarships;

achieve the largest first-year and transfer class since 2011 using creative and innovative recruitment and admission

strategies, such as engaging students, student organizations and marching band in recruitment.

 Assist the Vice-Chancellor with the leadership and management of the Student Affairs & Enrollment Management.

 Develop an enrollment management committee inclusive of the undergraduate, graduate, online, dual enrollment,

specialized programs, academic and student affairs to advance and monitor enrolment goals, initiatives and outcomes.

Align housing and other student affairs programs to support student enrollment and engagement.

 Serve on the elearning committee responsible for expanding recruitment, enrollment and graduation of online students.

 Work with Hanover Research to conduct a geomarket analysis to develop next recruitment cycle market targets based on

key demographic characteristics.  Utilize current trends, best practices and previous experience to target and grow student

enrollments.

 Partner with the academic deans to recruit, admit, serve and retain regional, national and international students who are a
good institutional fit.  Increase high achieving student enrollments, while remaining true to an open access institutional

mission.

 Develop and implement a one-stop-shop for centralized admission, recruitment, financial aid, Registrar and bursar

operations to enhance the student experience.

 

Cell         

E-mail:        

Contact Information 

Cell:   386-316-0445

E-mail: mfinch40@ymail.com

mailto:mfinch40@ymail.com
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Southern University and Agricultural & Mechanical College     Baton Rouge, LA  

Associate Vice-Chancellor of Enrollment Management      July 2018 to Present 

 Partner with Louisiana State University, Baton Rouge Community College, and East Baton Rouge Parish Schools to 

develop and implement the Capital Area Promise to create college and career pathways across Baton Rouge. 

 Work in partnership with Baton Rouge Community College to create a centralized recruitment hub on campus to increase 

transfer student enrollment.    

 Increase Memorandum of Understand agreements with California Community Colleges, Maricopa Community College, 

the Houston Community College system and the Clayton County School District.  Revise the California Community 

College MOU to include new scholarship policies to increase transfer student enrollment.  

 Work with student affairs operations to develop a strategic communication plan that utilized technology to enhance media 

engagement with new, continuing, and transfer students and their families.   

 Increase applications by 25%, through strategic communication and engagement with students.   

 Develop weekly/monthly state, federal and institutional reports for the Executive Cabinet and Board of Supervisors.  

 Partner with the True Blue Foundation to reengineer alumni and academic scholarship awarding to align with recruitment, 

admission and financial aid cycle.   

 

Bethune-Cookman University                                                                                  Daytona Beach, FL 

Director of Admissions/Recruitment                                                                     August 2015 to June 2018 

 Manage staff of 15 employees and 40 student ambassadors in the recruitment of the largest classes in a three-year history 

of the institution. 

 Develop an enrollment management committee inclusive of the undergraduate, graduate, online, dual enrollment, 

specialized programs, academic and student affairs to advance and monitor enrolment goals, initiatives and outcomes.  

Serve on the e-learning committee and work to expand online recruitment and enrollment.  

 Design systems in admissions to align with financial aid to develop leveraging of financial aid and scholarship resources 

with enrollment goals to support the academic mission of the university.     

 Established admissions operational strategies by evaluating trends, managing data, establishing critical measurements.  

Develop key performance indicators for aligning university mission with enrollment objectives. 

 Implement change management strategies focused on communications and process flow, recruitment marketing and 

branding, increased staff training and development. 

 Work to engage high school administrators, non-profit college readiness programs, churches and community affiliates in 

recruitment and partner with Alumni Affairs and Public Relations Office to coordinate Wildcat Day, BCU Connect Day, 

Wildcat Bus Tour, Florida Classic Breakfast, Pep Rally. 

 Partner and collaborate with internal/external stakeholders to attract new students and retain existing students.  

 Retool territory penetration of existing markets and surfacing of new markets through feasibility and viability analysis. 

 Developed production, productivity, quality, and customer-service strategies.  

 

Alabama A & M University                                                                                         Huntsville, AL  

Assistant Director of Admissions/Recruitment                                                                 September 2010 to July 2015  

 Develop and implement strategic marketing plans and target marketing campaigns in multiple states.   

 Cultivate professional relationships with counselors, administrators, CEO’s of College Readiness Organizations, community college 

administrators and community leaders.  

 Create and implement marketing campaigns that advanced the school's recruitment of prospective students.  

 Work in partnership with academic departments, athletic and auxiliary directors, and financial aid to ensure an integrated approach to 

recruitment and admissions. 

 Achieve largest increase in enrollment in traditional and non-traditional programs in all academic disciplines. 
 

Stillman College                                                          Tuscaloosa, AL 

Director of Admission                                                            July 2007 to August 2010 

 Responsible for the leadership and strategic recruitment of the Office of Admission, including recruitment, selection, 

hiring and training of staff.   

 Develop and implement all admissions goals and recruitment strategies by working in concert with the President, 

academic administration and enrollment management team.  
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Stillman College                                                          Tuscaloosa, AL 

Director of Admission                                                            July 2007 to August 2010 

 Managed a team of admissions officers and worked in conjunction with other school administrators to keep the school's 

president and other department heads informed about pertinent admissions statistics and updates.  

 Develop Recruiter Procedural Manual, Admissions Operations Manual and Recruiter Training Manual.  

 Managed annual budget for the Admissions Office of $250,000.  

 Develop and implement Regional and Diversity Recruitment plans focused on theme, “It’s a New Day at Stillman.” 

 Conduct admission programs and Tiger Fest to display the academic and campus life and communicate admission policies and 

processes to prospective students, their parents and other family members.  

 Serve on Admission Committee focused on enrollment management strategies related to admission and financial aid.  

 Develop all admissions print media and create marketing campaigns that clearly communicated the image, brand and mission 

of the College to prospective students and their families. 

 Partner with academic departments, Institutional Advancement, and Public Relations to ensure engagement in the admissions 

and enrollment process.  

 Develop and implement alumni recruitment plan and training.  

 Evaluate courses offered by other schools to determine their equivalency to courses offered on campus.  

 
Finesse Marketing Group                                              Smyrna, GA  

President/CEO                                                                         May 1995 to July 2007  

 Responsible for providing strategic leadership for a marketing, sales and inventory logistics company by working with the 

Board and other management to establish long-range goals, strategies, plans and policies. 

 Develop a strategic plan to advance the company's mission and objectives to ensure revenue, profitability and growth as an 

organization.  

 Work 12-15 staff to streamline operations to ensure production efficiency, quality, service, and cost-effective management of 

resources and logistics and inventory of over $500,000. 

 Build collaborative partnerships with major sponsors for events and engage in strategic planning, project management and 

fundraising. 

 Develop image, brand, media, and sales and marketing consulting for over 75 small businesses, including new product sales 

for major hair care line.  

 Conduct monthly training for small business owners and produce major trade shows.  

 

Education  

             2017 Capella University  
Doctorate of Education, Educational Leadership and Management (4.0 gpa)  

2012 Capella University 

Master of Science in Higher Education (4.0 gpa)  

Specialization:  Enrollment Management 

2012 Capella University/Noel Levitz 
Post Masters Certification, Enrollment Management  

2012 Harvard Institute on Admissions 
Certificate of Completion, Admission  

1984 Alabama A&M University 

Bachelor of Arts, Communications/Marketing 

 

 

 

 

 

  

 

 

 



Campus Outreach & Engagement  

 

 

 

 

 

 
2015-2018 Member, President’s Global Task Force Policy and Procedures Development Committee, Bethune Cookman 

2015-2018 Member, Athletics Compliance & Grievance Committee, Bethune Cookman University  

2015-2018 Member, President’s Task for Capacity Building, Bethune Cookman University  

2010-2015 Member, Retention Committee, Alabama A & M University  

2010-2015 Member, Scholarship Committee, Alabama A & M University 

2010-2015 Coordinator, Presidential Bus Tour, Alabama A & M University 

2010-2015 Coordinator, High School Senior Day, Alabama A & M University  

2007-2010 Member, Scholarship & Retention Committee, Stillman University 

2007-2010 Member, Academic Advising & Registration Committee, Stillman University  
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2019 Featured in Forbes 2019 College Admission Influencers, High Profile Admission Deans, Unsung Heroes  

2019 Featured on LA WBRZ and Good Morning America, 11 Year Old Prodigy Starts Classes at Southern University 

2018 Invited Featured Guest on Hot 105 Miami and WKKC 89.3 Chicago  

2017 Largest First-Year Class in University History, Bethune Cookman University 

2016 Largest First-Year Class w/High ACT/SAT/GPA Profile in University History, Bethune Cookman University 

2016 Largest First-Year Class w/Most Accepted Scholarships, Bethune Cookman University 

2016 Featured in Diverse Education for California Community Colleges HBCU Initiative  

2016 Featured in I Know I Have A Bight Future, Glendale Community College Black Scholars Office 

2016 Featured in Homeless Student Goes to College, Charlotte Observer 

2016 Featured in Homeless Hardships Didn’t Stop North Carolina, Bethune Cookman University Student Newspaper 

2016 Featured in HBCU Buzz for 2016 First-Year Class, Bethune Cookman University  

2016 Featured in Chronicle for Higher Education for Largest Class in University History, Bethune Cookman University 

2010 Staff Member of the Year, Student Choice Awards, Stillman College 

2009 Staff Member of the Year, Student Choice Awards, Stillman College 

2007-2010 Largest Freshman Class Enrollment, Stillman University  

Professional Affiliations   

 
Member, National Association of College Admissions Counselors(NACAC) 

Member, Louisiana Office of Student Financial Aid  

Member, Southern Association of Colleges and Schools(SACAS) 

Member, Zeta Phi Beta Sorority, Inc. 

 

  

 



 
 
 
 

              Director of 
Enrollment Student Services 
 

Job Description: 

The Director of Enrollment Student Services reports to the Executive Director of Admissions & 
Recruitment. This position plays a critical role in the recruitment and application processes 
initial applicants, serving as the initial point-of-contact for applicants. The Director must be 
familiar with successful marketing practices, processing a naturally enthusiastic and persuasive 
manner to recruit applicants. The Director will work closely with the Executive Director and the 
University academic departments to recruit and admit a robust, diverse pool of applicants to 
the various degree programs. 

Job Responsibilities: 

As the first line of contact for prospective students, recruit and engage prospective applicants 
by responding to all incoming requests (i.e., phone calls, emails, interest forms, etc.). Ensure 
that targeted response times and accuracy guidelines are consistently met via a multichannel 
approach. Proactively interact with prospects at every stage of the admissions pipeline, with 
the goal of transforming prospective learners into quality applicants, and quality applicants into 
enrolled students. 

 
ESSENTIAL JOB FUNCTIONS   

1. Provide strategic performance management for the Enrollment Services Call Center 
ensuring exceptional service in resolving applicant and student related issues. 

2. Provide or facilitate training, guidance, support, and resources for call center 
personnel; providing, encouraging and ensuring exemplary customer service, across 
all delivery methods, as well as the use of computer systems and technology in 
processing, recruiting, communicating, and reporting. 



3. Manage and coach the Call Center team and/or others with functions related to 
assisting and supporting Admissions Operations, Recruitment, International Student 
Programs, Financial Aid, and/or Events and Tours.  

4. Collaborate with the Executive Director and VC on projects and events to recruit and 
provide enhanced experiences to interested applicants. 

5. Facilitate other related projects and/or workgroups, under the guidance of the 
Executive Director and often in collaboration with other office and/or campus 
leadership. 

6. Serve as a point-of-contact, and maintain updated memberships information, with 
various professional membership organizations, in collaboration with the Executive 
Director. 

7. Serve as the liaison along with the Executive Director for the Southern University 
Alumni Federation, alumni chapters and recruiting committees.  

8. Understand and use the student information systems, related software and 
databases, according to applicable practices and guidelines shared in training and 
documentation and stays current with practices, to facilitate the following: 
contact/communication, tracking activities, and document/data tracking, record 
updates, application movement, evaluations, decision-rendering, communications, 
recruitment efforts, event and tour support, status/progress reporting and 
monitoring, and more. 

9. Correspond effectively and accurately with prospective students, parents, high 
schools, colleges, alumni, and other appropriate agencies conveying information 
about the University.  

10. Interpret and communicate the University's vision, mission, and philosophies, as 
well as admission, academic, and student service policies and procedures.  

11. Provide a variety of support to the Recruitment team, including maintenance of 
centralized location for some Recruitment pop-ups, tablecloths, and other items, 
coordinating a check-in / check-out system, and more. 

12.  
 ADDITIONAL DUTIES AND RESPONSIBILITIES  

1. Assume additional responsibilities and performs special projects as needed or 
directed. 

2. Serve on various committees and workgroups and attends various meetings related 
to enrollment as assigned. 

3. Serve as additional support for Events & Tours to assist with programming, events 
and/or tours, as needed. 

4. Serve in various roles, when warranted, during Events and Tours designed to 
promote the University.  

5. Exhibits student centeredness in performance of all job duties. 
6. Demonstrates sensitivity toward colleagues, contacts, and students, their needs, 

issues, and concerns. 



7. Treats all others with respect; understands the impact of culture/background on the 
behavior of others; respects differences among the Southern University community 
and demonstrates inclusive behavior. 

8. Anticipates, listens to, understands and responds to customer needs.  Delivers work 
products and services to customers in a way that reflects positively upon the 
department and the University. 
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