
Olivet College is an equal opportunity employer and does take affirmative steps to employ women and minorities. 

 
 

On-Campus Recruitment Specialist 
 

Olivet College was founded in 1844 on the principle that the future of humanity rests in the hands, 

hearts and minds of those who will take responsibility for themselves and others in an increasingly 

diverse society.  Open since its founding to all regardless of race, gender or ability to pay, Olivet 

College is one of the most diverse private liberal arts institutions in the state and actively seeks 

diversity in its students and employees.  The student body is composed of a strong mixture of first-

generation, urban, rural and students from all socioeconomic backgrounds, with 50 percent 

qualifying annually for Federal Pell Grants.   

 

Olivet College faculty and staff are committed to providing personalized, individualized attention 

for students who seek academic and personal success.  
 
SUMMARY: This full time, 12-month position is eligible for a comprehensive benefit package.  
 

     As part of the admissions team, the successful candidate will be responsible for the coordination, 
scheduling, logistics and itinerary development for all individual prospective student campus visits 
and for 8-10 yearly group prospective student campus events.  
     This position requires the ability to effectively communicate with all constituents across campus 
in order to strategically plan the events, itinerary, set-up, marketing and data collection for analysis 
regarding the success of each event.   
     This individual will also be responsible for training and developing a small staff of student tour 
guides.  
     This position involves a high level of detail and communication with the admissions team and 
the athletic staff, as well as, the ability to work with staff and faculty from various departments and 
constituents across campus. Other responsibilities include assisting with the campus visits as 
needed, not limited to conducting campus visits in the absence of an Academic Enrollment 
Specialist.  
  
REQUIREMENTS: Bachelor’s degree in business, communications or related field, required. 
Experience in college admissions, recruiting or sales. Experience in event planning, scheduling 
appointments and project management. Must possess a high level of excellent customer service.  
 
Preferred: Highly motivated individual with the ability to achieve goals, create and implement 

new recruitment strategies, high level of organization and attention to detail, highly effective 

communicator, both written and verbal.   

   

CONTACT: Consideration of candidates will begin immediately and continue until position is 

filled. Please send a cover letter, resume, transcripts (copy acceptable) and a list of three references 

to:  
 

Lisa Lehman 

Assistant Vice President for Admissions 

llehman@olivetcollege.edu 
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