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TRANSFER STUDENT RECRUITING 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.  

     The primary responsibility of this position is to grow the transfer population at Olivet College by working 

with local community colleges to create relationships, partnerships and programs that will attract and 

matriculate transfer students.  This position requires additional evening and weekend hours, as necessary.   

 

     Responsibilities include, but are not limited to, the innovation and implementation of lead generation and 

sourcing opportunities for transfer students, recruitment of prospective transfer students, relaying detailed 

and accurate programming and transfer credit information to prospective transfer students, attending various 

transfer student recruitment functions and planning campus events related to transfer student recruitment.    

 

     Must be able to work with various departments across campus, familiar with academic advising models, 

self-disciplined, highly motivated, assertive, goal oriented, well organized, comfortable using computerized 

information management systems and adept at telemarketing.   

 

     Must have excellent oral and written communication skills and effective telephone and presentation skills.   

 

     This position will be expected to create and maintain relationships with multiple constituencies.  This 

position requires travel (extensively in the fall) and some evening and weekend work.  This job description 

is not all-inclusive as other tasks or responsibilities may be assigned as needed. 

  

Minimum Requirements: Bachelor’s degree with two years of experience in sales, college admissions, 

marketing, public relations or related activities. 

 

Preferred:  Bachelor’s degree with three years of experience in admissions in liberal arts setting and/or 

recruiting/sales. Knowledge or experience in academic advising.  

 

To apply: Submit a letter of application, resume, and names and contact information for three references to: 

  Lisa Lehman 

Assistant Vice President for Admissions 

llehman@olivetcollege.edu 
 

Applications will be accepted until the position is filled. 

We encourage you to share the announcement of this career opportunity with others who may be interested. 
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