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Purpose: What result(s) or objective(s) is this position expected to achieve? Why does this job exist? 

The Graduate School Recruiting Coordinator is responsible for development and management of all aspects 
of graduate student recruitment and program marketing for all graduate programs under the direction of the 
Graduate School Director. 
 
Essential Functions: A job function may be considered essential because: 1) the position exists to perform the function; 2) 
limited number of employees available among who the performance of the function can be distributed; 3) the person in the position is 
hired because of his or her ability to perform a particular, highly specialized, function. 

• Assist Director in developing and implementing the marketing strategy and plan for the Graduate 
School and for each graduate program. Strategies should mobilize faculty, current students, and 
alumni to reach prospective students and external constituencies through email, phone, social 
media, website, print material, and personal interviews/appointments.  

• Coordinate with the University Marketing and Communications Office to develop marketing 
resources for all graduate programs, including online and printed materials. 

• Maintain the Graduate School website and social media outlets like Facebook and Linked In. 
• Coordinate various marketing and recruiting events. 
• Develop and coordinate prospective student visits to campus / OBU related events. 
• Assist International Student Liaison in acquiring admissions materials and facilitating admission 

processes. 
• Meet or exceed enrollment goals established in coordination with the Director of the Graduate 

School. 

Expectations for all employees 
Oklahoma Baptist University achieves its mission based upon its core beliefs.  All employees are 
expected to support these core beliefs and model them in their performance: 

• Commitment to the essentials of the Christian faith. 
• People are treated with dignity and respect. 
• Relationships are built on honesty, integrity, and trust. 
• Excellence is achieved through teamwork, leadership, and a strong work ethic 
• Efficiency is achieved through wise management of human and financial resources. 
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Other Duties: List other, important responsibilities or duties that may be performed occasionally or in addition to the essential 
duties. 

• Provide weekly updates to Graduate School Director regarding enrollment and prospect data. 
• Respond to student feedback and advise Graduate School Director when appropriate. 
• Perform other duties as assigned by Director. 

 
Qualifications: List KSAs required to perform duties at an acceptable level. 
 
Knowledge, Skills, and Abilities: 

• Knowledge of business related practices / resources in regards to higher education and 
professional fields 

• Demonstrate an understanding and creative approach to developing marketing materials  
• Excellent written, verbal, and interpersonal communications skills 
• Detail oriented, committed to quality, efficient use of time 
• Strong organizational skills with the ability to manage several tasks simultaneously 
• Customer-service oriented, prompt and efficient with students, faculty, and staff 
• Event planning  

Education: List Education that would likely lead to the possession of the required KSAs. 

• Preferred: Master’s degree in related field 
• Required: Bachelor’s degree in related field 

Experience: List Experience that would likely lead to the possession of the required KSAs. 

• Relevant experience in sales, promotion, recruiting or marketing 
• Experience in writing (public or internal communications) 
• Experience in event planning 

Equipment: List any specialized equipment or software the incumbent would be expected to regularly use in the performance of their 
duties. 

• Microsoft Office software package 
• Standard office equipment including but not limited to phone, copier, fax, computer, and audio-

visual systems 
• Specialized enrollment management software 
• Trade Show Displays 

Physical Requirements:  
• Must be able to bend, kneel, stoop, carry, reach, remain in one position/location for extended 

periods of time and lift 50 lbs. safely on occasion 
Special Requirements: 

• Available to work both regular (8am-5pm) as well as occasional evening and/or weekend hours. 
• Local and state-wide travel required for events and regular duties. Reliable transportation is 

necessary. 
 

Complete this section after reviewing the description with the employee.  
OBU requires that supervisors review the job description with the position incumbent during the New Employee orientation and the 
annual performance evaluation.   
 
The job description was reviewed during New Employee Orientation   Performance Evaluation* .   
 
     
Employee signature Date  Supervisor signature date 
 
* If the job description needs to be revised, attach changes to the performance evaluation and submit to the Human 
Resources Office.   


