Habib University
	Position Title
	Admissions Counselor

	Reporting Relationship
	Manager Admissions

	No of Positions
	03


	Scope of the Position


	The Admissions Counselors will be an integral part of the Office of Admissions and will be representing the university through continuously interacting with students, parents and school counselors, assisting them in admissions related queries and promoting the university. Admissions counselors are responsible for conceptualizing and implementing various activities of the admissions office, particularly the screening and facilitation of applications in accordance with university policies and guidelines. Overall, they will assist in the student enrollment process and contribute to the University’s mission and objectives by achieving the enrollment target and an exceptional quality of students. 



	Summary of Key Functions


	· Assist in organizing and executing recruitment & admission related events such as college fairs, high school visits, and so forth 

· Represent Habib University at various educational events

· Establish and maintain relationships with high school counselors, prospective students, and parents

· Follow university policies and guidelines related to the admissions process and otherwise

· Work closely with Office of Student Outreach & Recruitment 

· Assist prospective students through the admission process 

· Counsel students about academic and career planning 

· Provide follow-up to students and parents via phone, letters, email, and scheduled appointments 

· Assist in meeting enrollment targets including the quality of student body Read prospective student files and application packages thoroughly

· Maintain database of screened applicants and related admission status

· Follow up with prospective and admitted students

· Review and screen all student application packages 

· Make admit/deny/wait list decisions based on clearly defined criteria and rubrics 

· Assist administrative assistant and data manager in maintaining admission applicants’ records 

· Maintain database of screened applicants and related admission status 

· Facilitate entrance test 

· Assist with on campus events such as campus tours and yield events after decision letters have been sent 

· Assist Office of Admissions in assessing applicant pool, revising recruitment strategies and application process, where necessary

· Additional responsibilities and tasks as assigned by Manager of Admissions



	Required Qualification, Experience and Skills 


	Qualification and Skills Required
	· Bachelor's degree in relevant field of study and 3 years of work experience with at least one year in an Office of Admissions or similar capacity

· Familiarity with integrating online and web-based tools to support admissions and recruitment initiatives. 

· Knowledge of current issues and debates regarding admissions policy and higher education. 

· Experience working with youth, especially high school level students 

· Demonstrate sensitivity to and an understanding of diverse academic, socio-economic, cultural, disability and ethnic backgrounds of university students. 

· Mature, self-driven, results-oriented individual, who displays flexibility and ability to handle multiple tasks simultaneously. 

· Excellent written and interpersonal communication skills

· Willing to travel within and beyond Karachi 

· Works well independently and with a team 

· Flexible in terms of working hours (weekends, evenings, etc.) as needed. 



About the Organization:

Habib University is a liberal arts and science institution being established by Habib University Foundation as a world class center of excellence in higher learning in Karachi, Pakistan. Beginning in Fall of 2014, Habib University will offer undergraduate programs, with a unique blend of interdisciplinary education in Science, Engineering, Arts, Humanities and the Social Sciences. The University will start classes with 200 students and will continue to grow in numbers in subsequent years. The University is looking to develop and implement a creative and innovative admissions plan and process that addresses the needs of higher education in Pakistan and also represents best practices in admissions internationally.

For more information please visit our website: www.habib.edu.pk 

Application Procedure: Please send your CV and cover letter to:

Human Resource Department

Habib University Foundation

Email: hr@huf.org.pk
