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director of admissions  	  
USM is seeking a highly qualified graduate to gracefully step forward and serve 
the University as the Director of Admissions. 

This position provides leadership for the Admissions Team.  The Director of 
Admissions position requires learning and applying a specific Soul-Centered 
enrollment approach in service to targeted, measurable outcomes.  Being impeccable 
and responsive in all communications, along with effectively collaborating with key 
team members is also vital to this position.
Specific areas of responsibility include supervision of the Admissions Team, enrollment 
strategic planning, forecasting, and data analysis, hosting USM’s Information Evening 
events, participating in enrollment conversations with prospective students, and 
working in partnership with the Marketing Team in updating and upleveling 
USM’s Admissions materials.  Day-to-day responsibilities include inquiry follow-up, 
engaging in enrollment conversations with prospective students, and copy writing 
for promotional announcements and Admissions communications.  The Director 
of Admissions’ primary responsibility is working in close partnership with the 
Admissions Team to implement USM’s heart-centered enrollment strategy in service  
to filling the classes to capacity with highly qualified students.

This is a full-time position, supervised by the Chief Academic Officer.

Ideal qualifications and skills include:
• 	Admissions experience with demonstrated enrollment effectiveness/sales 		
	 background.
• 	Loves interacting with people and has outstanding verbal skills.
• 	Enthusiasm and gifts in public speaking, with relevant experience. 
• 	Exceptional communicator with copy writing experience. 
• 	Knowledge of marketing practices/marketing experience preferred.
• 	Excellent project management, time management, and organizational skills.
• 	Demonstrated team leadership skills for ensuring goal-oriented results.
• 	Clearly aligned with the University’s mission.
• 	Open to learning USM’s heart-centered enrollment approach.
• 	Excellent computer skills with proficiency working in databases, Microsoft 		
	 Word, Excel, and Entourage. 
• 	Is joyfully answering the call to service at USM.

if you are called to serve at usm. . .
Please submit your letter of intent and résumé to 
Elizabeth Lutz, Director of Human Resources 
via e-mail:  SoulCenteredWork@UniversityofSantaMonica.edu 
or via fax:  (310) 453-5641.  


