
 

 
 

Job Title: Director of Admissions 
Location: Donnelly College, Kansas City, Kansas 
Full/Part Time: Full-time 
Exempt/Non-Exempt: Exempt 
Position Reports to: Vice President of Academic and Student Affairs 

 
About Donnelly College 
Donnelly College, located in the heart of Kansas City, Kansas, is an independent, coeducational, Catholic institution founded by the 
Benedictine Sisters of Mount St. Scholastica and sponsored by the Archdiocese of Kansas City in Kansas. The college was established 
in 1949 to meet the needs of urban immigrants and the working class, with special focus on “those who might not otherwise be served.” 
Today, Donnelly continues that tradition by providing access and affordable education within a culture that promotes student success 
and by serving as the region’s only federally designated Minority Serving Institution and Hispanic Serving Institution. Our community is 
proud of the rich racial and ethnic diversity of our students, staff and faculty and how that diversity supports our learning environment. 
Through a strong general education curriculum integrated with career-oriented majors, Donnelly College offers programs leading to 
bachelor and associate degrees and certificates. To find out more, please visit www.donnelly.edu. 

 

Job Summary 
Donnelly College seeks a dynamic and creative professional interested in leading and directing the admissions efforts for all academic 
programs within the institution. The Director of Admissions is responsible for directing and implementing a multi-year recruitment plan 
that supports and informs the College’s mission, academic, and strategic plans. The Director of Admissions will be responsible for 
recruiting first-time and transfer students using a combination of strong relationships with key stakeholders in the college search 
pipeline and innovative recruitment technology and techniques. Additionally, this position supervises the Admissions Office staff to 
achieve objectives and provide high quality customer service. Must be able to pass a background check and complete Virtus training. 

 
Responsibilities 
1. Direct recruitment process from point of inquiry through enrollment. This includes tracking, analyzing, and reporting data related to 

the applicant to enrollment pool. 
2. Assist in the development, implementation, and assessment of multi-year recruitment plan for all academic programs consistent 

with the College’s mission, academic and strategic plans. 
3. Collaborate with Marketing department as well as academic and non-academic leaders across campus to achieve recruitment goals. 
4. Provide measurable and achievable annual goals for the department and all reports. 
5. Supervise, evaluate, and develop Admissions staff to support Donnelly College mission, values, objectives, and policies. 
6. Provide information about best practices, research, and technological advances in student information systems to inform the 

College’s policies and procedures focused on student recruitment. 
7. Administer Admissions budget to implement recruitment activities and goals. 
8. Schedule and plan open house/on-campus visits in both English and Spanish. 
9. Plan and Implement an annual Scholarship Recognition Celebration 
10. Additional duties as assigned. 
11. Some evening and weekend work required 

 
Qualifications 
1. Philosophically aligned with mission and values of the College to engage and support our Catholic identity, practicing Roman 

Catholic preferred. 
2. Bi‐lingual skills (English/Spanish) strongly preferred. 
3. Excellent written and oral presentation skills that connect with students, families, faculty, staff, and senior leadership and that 

incorporate innovative communication platforms. 
4. Minimum of 5 years’ experience in college/university admissions or other outreach activities involving high‐school students and/or 

adult learners. 
5. Substantial experience working with culturally, ethnically, linguistically, and economically diverse students. 
6. In‐depth knowledge of college search and scholarship program procedures to counsel and advise students. 
7. Ability to build and maintain effective cross-organizational relationships. 
8. Prior supervisory experience. 
9. Demonstrated experience increasing visibility of college programs. 
10. Student-centric, service approach to recruitment initiatives. 
11. Positive attitude under demanding deadlines. 
12. Master's degree preferred; will consider Bachelor degree with five years of relevant experience. 
 

HOW TO APPLY: 

Please email your letter of interest, resume reflecting education and professional background, names and contact information for three 
professional references to lstoothoff@donnelly.edu with your last name and Director of Admissions in the subject line. Interested 
applicants are encouraged to submit their application materials prior to April 30, 2020. 

Donnelly College is an Equal Opportunity Employer. It is our policy to make all personnel decisions without discriminating based on a person’s sex, race, color, creed, 
religion, age, national origin, ancestry or disability. 
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