
 

 
 

 
Job title:  Admissions Coordinator (undergraduate and graduate) 
Administrative Unit:  Office of Admissions, Registrar and Student Services 
Immediate Supervisor: Director 
Hay Points:  402 
Revised: April 2015 
Contract Term: Temporary 12 months  
Salary Scale: Minimum: $49,630    Standard: $58,388   Maximum: $67,146 
 
This announcement is directed primarily but not exclusively to Canadian citizens and permanent residents of Canada. 
Saint Paul University encourages applications from all qualified individuals, including women, members of visible and 
ethnic minorities, native peoples, and persons with disabilities. 
 
Interested candidates should send their curriculum vitae to Human Resources Service at rh-hr@ustpaul.ca by 
Wednesday, October 7, 2015 at 4:00 p.m. Please indicate the title of the position in the subject line. We thank all 
candidates for applying. We will only contact candidates selected for further consideration. 
 

JOB DESCRIPTION 
 
Summary of responsibilities 
 
The Admissions Coordinator is responsible for the assessment of applications and admission 
scholarships for all Saint Paul University programs. He is responsible for day-to-day planning, 
management and coordination of operations related to admission cycles and ensures that the 
achievement of registration targets is monitored. He is also responsible for identifying solutions aimed at 
increasing the efficiency of admission cycles and the speed with which admissions decisions are 
communicated to candidates. The Admissions Coordinator develops procedures and the necessary 
documentation for the efficient management of admission cycles.  
 
At the undergraduate level, the Admissions Coordinator is responsible for assessing applications and 
sending admissions decisions to candidates. He advises and informs candidates about matters related to 
admission (prerequisites, scholarships, university services, course equivalencies). He serves as a 
resource person for high school and college guidance counsellors.   
 
At the graduate level, the Admissions Coordinator is responsible for activities related to managing 
admission cycles (May, September, January): preparing dossiers for the admission committees while 
ensuring that candidates meet the minimum conditions for admission, that institutions are accredited, and 
that admission averages are calculated using the established rules.  
 
For both undergraduate and graduate levels, and as an expert advisor for international applicants, the 
Admissions Coordinator develops and maintains in-depth knowledge of international education systems, 
diploma equivalencies, marking standards, the accreditation of post-secondary institutions abroad, and 
the authentication of documents. Working closely with the recruitment team, he or she participates in 
efforts to turn candidates for admission into registered students.  
 
The Admissions Coordinator meets with future prospects and candidates on a regular basis. As part of 
this role, he acts as an ambassador of Saint Paul University by promoting programs of study while 
providing advice about the admissions process and criteria and about scholarships.   
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Detailed list of responsibilities 
 
A- Management of admissions (80%) 
 

1. Works closely with the Director to plan and coordinate admission cycles to ensure maximum 
efficiency and quality of services offered to candidates.  

2. Works closely with the recruitment team to promote the programs of study offered at Saint 
Paul University and actively participates in efforts to turn candidates for admission into 
registered students.  

3. Updates all correspondence with candidates once a year, from acknowledging receipt of the 
application to the offer of admission and scholarship offer.  

4. Participates actively in the updating of information related to admissions on the University’s 
website.  

5. Creates and writes all documents needed for proper management of the admission cycle, 
ensuring constant communication with all related sectors of the University: procedures, 
admissions guide, conversion scale for averages, etc.  

6. Does research and keeps up to date with developments in the educational system in Canada 
and abroad; admission criteria used by other Canadian universities, admission scholarship 
programs, and developments at Saint Paul University such as the various admissions 
requirements, quotas, enrolment goals, new programs, various decisions by the Senate, 
scholarship and financial aid programs, residence policies, academic success programs, etc. 

7. Serves as an expert advisor on international education systems in order to advise the 
faculties and to determine degree equivalencies, the accreditation of institutions, marking 
criteria and the authentication of documents.  

8. Using tact and diplomacy, meets with candidates who have not been accepted to explain to 
them why they were not accepted and advise them on how they can improve their academic 
record by suggesting other ways to attain their goals.  

9. Is responsible for the accuracy and integrity of admissions data entered into the Student 
Information System (SIS).  

10. Keeps close track of admissions statistics to ensure that enrolment goals are met. Advises 
the Director if it appears that the goals will not be met or if there is a possibility that the goals 
will be exceeded.    

 
At the undergraduate level:  

 
1. Ensures the updating of the procedures manual between the Admissions Office and the 

faculties to reflect the responsibilities of the Office of Admissions and those of the faculties 
regarding admissions, as well as the admission criteria to use for each program. 

2. Informs eventual candidates about their undergraduate programs, the possibilities for 
combined programs, admission requirements, potential careers related to their studies, 
university life, university regulations and other options for post-secondary studies. 

3. Analyzes and assesses applications for all undergraduate programs offered, determines the 
eligibility of each candidate by assessing their academic record, quantifying their 
professional and related experience and taking into consideration special circumstances 
and, where applicable, assigns equivalencies. Accepts, defers or turns down applications 
based on the assessment of the dossier of each candidate in keeping with the admission 
criteria.  

4. Awards admission scholarships to eligible candidates, according to the regulations issued by 
the University.  

5. Using tact and diplomacy, meets with candidates who have not been accepted by explaining 
to them why they were not accepted and advises them on how they can improve their 
academic record by suggesting other ways to attain their goals.  

 
  



 
At the graduate level:  

 
1. Manages the operations of admissions cycles and ensures that deadlines are respected in 

light of meetings of admissions committees.   
2. Analyzes and assesses the eligibility of candidates and ensures that they meet the minimal 

conditions for admission, that post-secondary institutions are accredited and that the 
calculation of admissions averages is done according to the established criteria.  

 
3. Based on the recommendation of admissions committees, admits, defers or turns down 

candidates. Produces the official offers of admission and scholarship offers by imposing all 
the necessary conditions in keeping with the regulations established by the University.  

4. Works closely with the coordinators of graduate programs and serves as an expert advisor to 
them for all questions related to admissions.   

 
B- Varia (20%) 
 

1. During busy periods, supports the undergraduate counsellor and the graduate coordinator to 
ensure excellent service to students, distribute the workload fairly and deal with unforeseen 
circumstances. 

2. Assists first-year students, individually or in a group, to choose their courses, and registers the 
students.  

3. In collaboration with the communications and recruitment team, participates in welcome, 
information and promotional activities on campus.  

4. Occasionally visits high schools and colleges to promote Saint Paul University programs. 
5. Writes in both official languages all required correspondence as part of his or her duties. 
6. Carries out research projects on his or her own initiative or at the request of the Director.  
7. Attends to his own professional development and takes part in formation activities required by 

the position. 
 
Education and experience  
 
• University degree 
• In-depth knowledge of post-secondary programs and university regulations normally acquired through 

post-secondary studies or equivalent experience; 
• Experience in managing school operations (registrations, admissions, scholarships, etc.); 
• Experience in analyzing, managing and verifying school records; 
• Experience in interpreting, applying and explaining regulations and methods; 
• Experience in customer service in a helping relationship setting; 
• Experience in bilingual administrative writing; 
• Experience in computer systems and software such as SIS, Windows, Microsoft Office. 

 
Essential skills 
 
• Abilities in communication and interpersonal relations; 
• Ability to identify problems, propose solutions and solve problems; 
• Strong ability to work under pressure, to work as a team and to organize one’s work to meet tight 

deadlines; 
• Bilingualism (oral and written). 


	7. Serves as an expert advisor on international education systems in order to advise the faculties and to determine degree equivalencies, the accreditation of institutions, marking criteria and the authentication of documents.

