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126024BR - Director of Enrollment Operations
Phoenix, Arizona

Job Description:

Reporting to the Vice President for Enrollment Management, the Director of Enrollment Operations is responsible for coordinating and supporting the use of technology to design and implement effective and efficient enrollment processing solutions. Primary responsibilities center on the collection, processing and monitoring of all data related to student admissions and advising. The Director will also have oversight of all business process design, planning, project management and maintenance of all associated enrollment database systems and interfaces.

Job Responsibilities:
· Direct the operational functions of admissions, application and enrollment processing for more than 4,000 students annually.
· Oversee, manage and support the recruitment and admission database systems, serving as the office functional head for these systems which include AMS (Admission Management System), Salesforce and other related enrollment systems.
· Research, understand and leverage existing enrollment processes to ensure a seamless student experience.
· Supervise and enhance the centralized mail and imaging function within Enrollment Management.
· Manage the hiring, training, supervision and performance evaluation for up to 5 staff members.
· Partner with Student Accounts, Marketing and Enrollment to ensure necessary recruitment and application data is reliably, effectively and efficiently processed for communication and reporting purposes, creating strong alignment with data flow and systems through proper analysis and documentation of business practices. 
· Collaborate with the VP for Enrollment Management, the Director of Admissions and relevant Executives on short and long term strategic planning, resource allocation and initiatives to meet the enrollment management goals for each term and year.
· Lead system changes, upgrades and testing using strong project management techniques, business process analysis and design, and planning to ensure timely resolution of all functional issues.
· Consult with programmers, technical developers and other technology experts to determine business, functional, and technical requirements for all Enrollment Management administrative processes.
· Ensure all business practices are cleanly documented and easily accessible.
· Collaborate with all departments to develop, train, and maintain a Standard Business Operations Policy and Procedures manual with clear expectations of enrollment systems use and business process documentation.
· Conduct industry research to assess emerging technologies as they relate to data management, recruitment and admission systems, interface products, document imaging and other operational areas.
· Lead continuous evaluation of system tools and develop strategies to leverage systems that meet business operation needs by monitoring system integrity, quality, control and interfaces between systems.
· Standardize enrollment reporting to promote focus on key metrics and improve student service satisfaction.
Requirements:
· Bachelor's Degree in Computer Science, Information Technology or related field; Master’s degree preferred. 
· Six to eight years of professional experience working in higher education and business operations; experience in admission or enrollment areas preferred.
· Understanding of admissions, recruitment and yield campaign management required. 
· Extensive experience with systems operations, database management and process development related to ERP, CRM and SIS systems. Experience with Salesforce is preferred.
· Experience documenting, analyzing and flowcharting business processes, ideally recruitment and enrollment projects, in a project management environment.
· Proven knowledge and understanding of best practices related to data management and integrity.
· Ability to work well under pressure, prioritize work and meet strict deadlines.
· Demonstrated experience in a supervisory role with up to 5 direct reports.
· Ability to work independently, as well as part of a team.
· Understanding of workflows and process documentation to maximize efficiency in how roles are performed. 
· Excellent written and verbal communication skills, including the ability to effectively communicate technical information to non-technical personnel.
· Requires a flexible work schedule that includes some early evening and weekend hours during times of system implementation, upgrades and/or problems resolution (working remotely, if needed, during these times).
Occasional travel for vendor meetings and professional conferences. 
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