JOB DESCRIPTION TEMPLATE
Admissions Representative, Nursing
Provided by Excelon Associates, excelonassociates.com. Replace the bracketed placeholders with your institution details and adapt any section to fit your posting.
Position Details
Institution: [Institution Name]
Location: [City, State]
Reports To: [Reports To]
Classification: [Full Time, Exempt]
Salary Range: [Salary Range]
About the Role
An Admissions Representative (Nursing) helps prospective students achieve their career goals by conducting campus tours, explaining the school's career programs, and guiding students into the program that fits them. The primary objective is to enroll students in their chosen program and set them on the path to becoming successful medical and technology professionals.
It is a front-line, relationship-driven recruitment role within the higher education sector, working with students who have already expressed interest rather than making cold calls. The school offers small classes with industry-standard equipment and online options for student convenience.
Key Responsibilities
Recruitment & Enrollment
1. Contact prospective students by phone and email, and conduct campus tours and interviews.
1. Perform daily admissions activities, including recruitment and enrollment, and consistently meet performance targets.
1. Use closing and follow-up skills to guide interested students through enrollment, with no cold calls required.
1. Work effectively and independently in a fast-paced environment, and perform other duties as assigned.
Professional Development
1. Complete and maintain an Individual Development Plan and summary.
1. Attend regularly scheduled in-services and discipline-specific professional development activities.
1. Complete an annual appraisal with the Admissions Director.
Qualifications
Education & Experience
1. Bachelor's degree, or a minimum of four years of nursing admissions experience.
Knowledge, Skills & Abilities
1. Excellent customer service, interpersonal, and telephone communication skills.
1. Strong self-initiative, motivation, and the drive to succeed.
1. Good organizational skills and the ability to manage a recruitment pipeline.
Compensation and Benefits
[Describe salary range, bonus or incentive structure, health and retirement benefits, paid time off, and any relocation assistance.]
How to Apply
[Provide application instructions, a contact email, or a link to your applicant portal.]
Equal Employment Opportunity
[Institution Name] is an equal opportunity employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, disability, or protected veteran status.
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