Enrollment Services Advisor (45 Openings) in Denver, CO
Position Summary: 
The Enrollment Services Advisor guides prospective and current students through one of the most important decisions they will ever make…the decision to earn their degree. You will use your already fine-tuned critical thinking skills to help students overcome a myriad of obstacles and open the door to endless possibilities. In addition you will be working in a high energy, fast paced environment where you will be challenged by your peers and managers to push yourself to new heights, and all of this in one of the fastest growing industries over the last decade! We are defining the new normal and we need people like you to help us achieve that.
The ideal candidate should possess: 
 The will to succeed and provide opportunities for your students and their families for generations to come!
 The ability to work in a team environment (must play nice in the sandbox!).
 An Award-Winning positive attitude despite all circumstances and a willingness to share your successes (we want you to help others become the over-achiever YOU already are).
 Drive & Persistence – We are looking for the BEST, not the rest.
 An understanding of the value of a college degree (Bachelor’s degree is preferred but all applicants should have at least 30 credits under their belt).
 Relationship building skills that will inspire your students to refer their friends and family to attend the University as well.
 A proven track record of results-oriented success and/or phenomenal customer service.
 Flexibility – Some days might require 50 phones calls, others 250. Whatever it takes to get the job done!
 Strong computer skills (Our motto after all is “Technology changes everything”).
Essential Job Duties:
 Identifying and Qualifying Prospective Students.
 Represent the organization’s brand well and carry the sense of the organization’s mission through each interaction.
 Maximize opportunities with potential students with regard to outbound telephone calls with the intent to qualify prospective students regarding the enrollment services process and program offerings consistent with the University’s academic catalogs and/or University websites. Enrollment Advisors should be prepared to make as many as 250 phone calls in a day.
 Develop and adhere to an effective call strategy that includes communicating effective messages to potential students either through oral or written communications. This call strategy may be long term based on student circumstances and needs.
 Schedule and conduct enrollment services interviews.
 Identify and address concerns of prospective students.
 Must have the ability to meet the needs of a diverse student population in order to ensure an overall positive back-to-school experience.
 Student Progression/Servicing Existing Students/Administrative Time.
 Follow up with current students through the completion of their first course to ensure student support and success.
 Develop and implement a strategy for successful student progression.
 Develop a network of students in order to generate recommendations to the university (friends, family, etc.) 
 We are a learning organization – that being said, we expect you to participate in various professional development/career pathing opportunities in order to bring ‘your best self’ to work daily.
 Participate and successfully complete all required company and University training.
 Ability to reach the minimum expectations as laid out for the Enrollment Advisor position (failure to do so could result in termination).
Additional Job Duties (include but are not limited to):
 Regular, reliable attendance which adheres to assigned work schedule including proper log in/log out for time recording, and meal and rest periods.
 Responsible for adhering to a well-structured work day.
 Proactively partner with various Student Facing Departments to ensure student success.
 Ability to work closely with managers and/or peers in a team environment.
 Ability to accept and implement coaching and feedback.
 Adherence to all company and university policies. Comply with state and federal laws. Upholds the company and University compliance standards.
 Ability to access company and University resources in order to maintain up to date knowledge about programs and process.
 Communicate (oral and written communications) professionally with internal and/or external customers only utilizing approved University templates.
 Maintain attention to detail with respect to enrollment process.
 Maintain accurate and timely notes in student population management tools.
 Create a student experience that generates excitement about our programs such that students want to share their enthusiasm with others.
 Other duties consistent with this position as assigned.
Core Competencies:
 Drive for Results: Can be counted on to exceed goals successfully; is constantly and consistently one of the top performers; very bottom-line oriented; steadfastly pushes self and others for results
 Problem Solving: Uses rigorous logic and methods to solve difficult problems with effective solutions; probes all fruitful sources for answers; can see hidden problems; is excellent at honest analysis; looks beyond the obvious and doesn't stop at the first answers
 Interpersonal Savvy: Relates well to all kinds of people - up, down, and sideways, inside and outside the organization; builds appropriate rapport; builds constructive and effective relationships; uses diplomacy and tact; can defuse even high-tension situations comfortably
 Customer Focus: Is dedicated to meeting the expectations and requirements of internal and external customers; gets first hand customer information and uses it for improvements in products and services; acts with customers in mind; establishes and maintains effective relationships with customers and gains their trust and respect
 Listening: Practices attentive and active listening; has the patience to hear people out; can accurately restate the opinions of others even when he/she disagrees
 Organizing: Can marshal resources (people, funding, material, support) to get things done; can orchestrate multiple activities at once to accomplish a goal; uses resources effectively and efficiently; arranges information and files in a useful manner
Minimum Requirements:
 1 year of relevant experience and a minimum of 30 college credits from a regionally accredited institution.
 Computer Skills: Proficient with Microsoft Office Suite; other systems knowledge required.
 Writing and Communication Skills: Ability to effectively communicate with both internal and external stakeholders.
 Demonstrate high level attention to detail to ensure accuracy of student documents.
 Ability to adapt in a changing environment.
Preferred Qualifications:
 Relatable CRM experience
Education:
 A minimum of 30 college credits is required.
Education Requirements: 
If a degree or education credit minimum is required for the position, all education must be conferred by a regionally accredited or approved nationally accredited institution. All candidates must provide proof of higher education (official transcripts) upon request. 
Physical Requirements:
Physical Demands: While performing the duties of the job, the employee is regularly required to use hands and arms and talk or hear. The employee requires dexterity in using telephone, computer keyboard, mouse and calculator while seated at a desk. The employee is frequently required to stand, walk and sit. The employee may frequently move to interact with fellow employees and/or clients. Specific vision abilities required by this job include close vision, depth perception and ability to adjust focus.
Communication Skills: While performing Duties of the job, the employee is required to read and comprehend instructions, correspondence and memos. The employee requires the ability to write effective and detailed correspondence and to effectively present information both in one-on-one and small group situations.
Mental Demands: While performing duties of this job, the employee is required to deal with stress associated with a fast-paced work environment and multiple priorities/tasks. The employee will be required to make judgment decisions and adapt to changing work situations, grasp and apply new ideas, communicate with various personalities at all levels and have the ability to apply common sense understanding to carry out detailed instructions.
Work Environment: While performing duties of this job, the employee is required to work in an office environment, and the noise level is usually moderate to loud.
Salary is based on college education level and experience. Salary range is from $37,050 - $42,750
Our client is looking to hire military veterans for these positions. To apply, veterans please send tailored resume to Heather White at hwhite@suna.com and cc: John Engstrom at jengstrom@ameritconsulting.com. 
John Engstrom
Veterans Recruiting Specialist
Mustang Officer USMC Ret.
BRAVE Program
Amerit Consulting
jengstrom@ameritconsulting.com
www.thebrave.us
619-208-0536
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