JOB DESCRIPTION TEMPLATE
Director of Military Admissions
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]
Key Responsibilities
Recruitment & Enrollment
1. Promote the client across assigned geographic territories, enroll qualified prospects, and ensure the timely start of new students.
1. Deliver engaging presentations and lead-generating activities within territories as required.
1. Proactively follow up with potential students using phone, email, and direct mail.
1. Generate referrals through networking with instructors, students, graduates, and employers.
Military & Veteran Outreach
1. Represent the organization at career fairs, both in person and virtual, to expand the network and develop strategic relationships.
1. Drive Military Base development and visits, engage with local and state veteran organizations, and foster relationships with the National Guard and Reserves.
1. Support campus leadership in coordinating veteran student activities and initiatives.
Leadership & Reporting
1. Provide leadership and strategic guidance to achieve admissions goals and operational objectives.
1. Maintain accurate and timely documentation and reports.
1. Communicate daily with the Vice President of High School and Military Admissions.
1. Conduct weekly campus calls to offer training and guidance.
1. Extensive travel, up to 80 percent monthly, is required.
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.
Template by Excelon Associates. Hiring a Director of Military Admissions? Our recruiters place leaders nationwide: excelonassociates.com
