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 Supervises the budget development for the Department of Admissions and Student Services 

 Assists the director of student development and alumni/ae relations in designing and assessing a student 
development and retention plan for current students and developing a program for alumni/ae relations 

 Provides reports on student recruitment for the Bethany Board of Trustees 

 Oversees active participation in the work of the Church of the Brethren Collaboration on Admissions 

 Fulfills additional responsibilities as assigned 
 
Committee Assignment and Attendance 
 Administrative Team     Faculty meetings 
 Bethany Board of Trustees meetings   Communications Team 

Church of the Brethren Annual Conference Admissions Committee 
 Other committees as assigned 
 
Minimum Qualifications 
 Bachelor’s degree required; master’s degree preferred 

 Minimum of three to five years of work experience in admissions or enrollment with demonstrated 
success in the development, implementation, and evaluation of recruitment strategies 

 Supervisory experience 

 Superior interpersonal communication skills, both oral and written 

 Ability to interact with diverse constituencies 

 Astute observation of market trends in higher education 

 Collaborative leadership style 

 Professional experience using social media as a tool for recruitment 

 Commitment to and record of exemplary personal and professional integrity 

 Affinity for Bethany’s mission and vision 
 
Work Conditions 
 Normal office setting at Bethany Center in Richmond, Indiana 

 Some evening and weekend work 

 Significant travel (up to 50 percent of schedule) 
 
Physical Requirements 
 Must be able to lift twenty-five pounds 

 Valid driver’s license 
 
To apply: Please send a letter of interest, resume, and contact information for three references to 

 president@bethanyseminary.edu 
Rev. Dr. Jeff Carter 

 Bethany Theological Seminary 
 615 National Road West 
 Richmond, IN 47374 
 

Application review will begin November 1, 2016, and will continue until an appointment is made. 
 
Bethany Theological Seminary’s policy prohibits discrimination in employment opportunities or practices 
with regard to race, gender, age, disability, marital status, sexual orientation, national or ethnic origin, or 
religion. 
 


