
 
Su
Se
 
Ge
Ad
tal
oth
 
Es
De
con
 
Pri
con
 
De
 
De
Stu
 
Wo
per
edu
 
Su
 
En
inc
 
Or
Mi
 
Se
oth
so 
 
Ma
mo
 
Ini
inc
the
 
Ov
 
Pro
 

upervises: D
rvices Coord

eneral Descr
dministrative
lented group
her Student S

ssential Job 
evelops, imp
nsistent with

ioritizes new
nferences, w

evelops and 

evelops, mai
udent Servic

orks collabo
rsonnel and 
ucating lead

upervises and

ncourages ac
clusion. 

rganizes Beth
inistry Summ

ts a schedule
her undergra
as to develo

anages the re
onthly) basis

itiates and ov
cluding item
e Director of

versees main

ovides the p

J

Director of St
dinator, and 

ription: The
e/Leadership
 of students 
Services per

Functions: 
plements and
h institutiona

w markets to 
workshops, a

cultivates re

ntains, and r
ces team. 

oratively with
other groups

dership. 

d works colla

ctivities that 

hany’s prese
mer Service,

e and arrang
aduate institu
op a network

ecruitment d
s as outlined

versees the c
ms such as ad

f Communic

ntenance of t

erspective o

Title: Execu
Position Re
Job Classifi

tudent Devel
student wor

e Executive 
p Team with 
and supervi

rsonnel, hold

d annually ev
al values and

attract a the
and other rele

elationships w

regularly eva

h pastors, co
s to identify 

aboratively w

enhance stud

ence and visi
, and Brethre

ges for annua
utions that ha
k of sending 

database and
d in the recru

creation of m
ds, brochures
cations. 

the admissio

f student rec

Job D

utive Direct
eports to: P
ication:  Fu

lopment, Re
rkers 

Director of A
responsibili

sing a team t
ding staff me

valuates a dy
d mission, us

eologically- a
evant events

with prospec

aluates the ad

ongregations
prospective 

with the Stu

dent develop

ibility at Chu
en Volunteer

al visits to co
ave values an
institutions.

d stays in con
uitment strate

materials use
s, posters, we

ns website p

cruitment for

Descriptio
 

tor of Admi
resident  
ull-time, 12-

ecruitment C

Admissions 
ity for identi
to assist in th

eetings as ne

ynamic recru
sing the strat

and ethnical
s. 

ctive student

dmission pro

s, denominat
students and

dent Service

pment, build

urch of the B
r Service eve

olleges with 
nd programs

ntact with ind
egy. 

ed to recruit a
ebsite, news

pages, keepin

r faculty as t

on 

issions & St

-month, exem

Counselor, Fi

and Student
ifying, recru
this priority. 
eeded to coor

uitment strate
tegic plan as

lly- diverse s

ts. 

ocedures and

tional leader
d establish p

es team. 

ds communit

Brethren eve
ents. 

a connection
s that are con

dividuals in 

and commun
letters, socia

ng informati

they design c

udent Servi

mpt, non-ten

inancial Aid 

t Services is 
uiting and ret

S/he will fu
rdinate the w

egy for adm
s a guide. 

student body

d processes i

rship, underg
programs for

ty, and helps

ents, such as 

n to the Chur
nsistent with

the database

nicate with p
al media, etc

ion current a

curriculum a

ices 

nure track 

Officer/Stud

a member o
taining a div
unction colle
work of the o

missions oper

y, by attendin

in consultatio

graduate scho
r calling, nur

s create a clim

conferences

rch of the Br
h those of the

e on a regula

prospective s
c. in collabor

and inviting.

and set class 

dent 

of the 
verse and 
gially with 

offices. 

rations 

ng 

on with the 

ool 
rturing, and 

mate of 

s, camps, 

rethren and 
e seminary, 

ar (at least 

students, 
ration with 

 

schedules.



Supervises the development of departmental budgets for the Student Services area. 
 
Assists the Director of Student Development in designing and assessing a student development and retention 
plan for current students. 
 
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. 
 
Additional responsibilities as assigned. 
 
Committee Assignment/Attendance: 
 Administrative/Leadership Team   Faculty Meetings 
 Bethany Board of Trustees Meetings   Publications Committee 

Admissions Committee Church of the Brethren Annual Conference 
 Other committees as assigned        
 
Minimum Qualifications: 
Bachelor’s degree required; master’s degree preferred 
Minimum of three-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 observer 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 an understanding of the Church of the Brethren Anabaptist-Pietist  
 tradition 
 
Work Conditions: 
Normal office setting 
Some evening and weekend work 
Significant travel (up to 50% of schedule) 
 
Physical Requirements: 
Must be able to lift 25 pounds 
Valid driver’s license 
 
To apply please send a letter of interest, resume and contact information for three references to 
 president@bethanyseminary.edu  or 

Rev. Dr. Jeff Carter 
 Bethany Theological Seminary 
 615 National Road West, Richmond, IN 47374 
 
Application review will begin on December 15 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. 
             11/2015 


