
MTSU Enrollment Coordinator    
 
Requisition Number  
2733    
 
Job Description  
The Enrollment Coordinator (EC) combines elements of multiple positions across Enrollment Management that 

includes: Admissions, Financial Aid, Scheduling, Records, and Bursar's office including the coordination of 
knowledge and abilities to function in the MT One Stop. The EC's serve as the primary point of contact to a 

caseload of newly admitted students seeking assistance in enrollment. They will engage in early interactions and 
structured yield activities designed to increase the probability of admitted students becoming enrolled and 

retained and continue to serve as a coordinator for all enrollment related activities throughout a student's 
enrollment until graduation. The EC's will be proficient in providing complex advice and counsel to students 

about MTSU, TBR, and Federal guidelines, academic policies/procedures, financial aid processing, and 

scheduling, in each instance determining what options are best for a given student. EC's must be able to answer 
questions and offer effective problem resolution across all enrollment management areas understanding the 

interrelationships between and among these areas. The EC's participate in recruitment activities such as True 
Blue Tours and Preview Days to provide information about enrollment and financial aid; and work at the 

CUSTOMS registration check-in table to assist students to determine if they are eligible for registration 
waivers/immunization extensions, etc. The EC's serve as a financial aid counselor to determine the need for 

financial aid intervention; advising students regarding the application process for various sources of financial aid 
assistance, outstanding requirements, the verification process and potential eligibility. They provide information 

regarding financial aid consortium agreements, financial aid deferments, financial aid appeals, and other 

financial aid resources available and assist the student as needed. The EC's determine initial eligibility for 
institutional guaranteed scholarships for their assigned caseloads and are responsible for the initial award 

letters and helping students through the acceptance process. The EC will: calculate bills for students during late 
registration periods and must have a continuous knowledge base of appropriate tuition and fee rates contingent 

on the student's status at time of registration; processes course registrations, course additions, course drops, 
and late registrations, informing students in each of these transactions of the implications of the decisions. EC's 

will perform other related duties and special projects as assigned. Occasional night and weekend work is 
required.    
 
Minimum Qualifications  
Master's degree in a Social Services field, Student Affairs, Psychology, Counseling, Education or a related field 

and three years of progressively responsible experience in an enrollment management office, i.e., financial aid, 
advising center, records, scheduling center, bursar, academic advising or a related area.    
 
Preferred Qualifications  
Four years of progressively responsible experience in any of the One Stop enrollment services areas preferred.    
   

MT One Stop    
 
Salary Range  
$35,255 - $39,293    
 
Job Open Date  
02-02-2015    
 
Job Close Date  
03-02-2015 

 
Review Job Posting and Make Application at 
https://mtsujobs.mtsu.edu/applicants/jsp/shared/position/JobDetails_css.jsp?postingId=210458 
 

https://mtsujobs.mtsu.edu/applicants/jsp/shared/position/JobDetails_css.jsp?postingId=210458

