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POSITION: The University of Wisconsin-Milwaukee (UWM) Honors College invites applications for the 
position of Enrollment Coordinator. The primary purpose of this position is to recruit new students and assist 
with overall college enrollment activities. This position will also assist with advising and other college 
programming as needed. 

RESPONSIBILITIES: Advise prospective students and families throughout the recruitment cycle. Coordinate all 
recruitment activities (events, orientation programs, communication, scholarship, etc.) for the Honors College. 
Complete ongoing holistic review of prospective student applications. Maintain and collect relevant data, 
prepare reports, and make data-driven decisions. Actively support and participate in departmental efforts such 
as advising and event planning. 

MINIMUM QUALIFICATIONS: 
• A completed bachelor’s degree (to be earned by the date of hire) 
• At least one year of experience working with high school students, college students, and/or parents 

related to higher education. 
• At least one year of recruitment or related experience. 

PREFERRED QUALIFICATIONS: 
• Master’s degree in a related field (to be earned by the date of hire). 
• Prior college recruitment and advising experience. 
• Prior experience creating/executing marketing, communication plans, and social media/web. 
• Prior experience planning events. 
• Strong written skills, including demonstrated ability to take accurate notes in meetings with students, 

communicate clearly with students and staff, and prepare written materials for marketing/recruitment 
purposes. 

• Excellent public speaking skills. 
• Proven ability to multi-task and problem solve in a fast-paced environment. 
• Demonstrated experience using electronic databases and/or case management systems such as: Excel, 

Access, Navigate, and PeopleSoft to effectively collect and utilize data. 
• Evidence of ability to relate well to people of all ages and backgrounds. 
• Prior Experience in an Honors Program or College. 

 
UNIVERSITY & HONORS COLLEGE INFORMATION: The University of Wisconsin-Milwaukee is one of only two 
doctoral-granting institutions in the University of Wisconsin System. UWM is Wisconsin’s premier urban 
research institution and teaches a more diverse student body than any other UW-System school. As Wisconsin’s 
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only public urban research university, UWM has established an international reputation for excellence in 
research, community engagement, teaching and entrepreneurism. Founded more than 60 years ago in the belief 
that Milwaukee would need a great public university to become a great city, the themes of quality education, 
excellence in research, and community service guide all University activities. On a budget of $667 million, 
UWM educates more than 26,000 students and is an engine for innovation in southeastern Wisconsin.  
 
Open to talented and motivated students in every major and discipline, the Honors College offers the 
personalized education of a small liberal arts college without sacrificing the unique opportunities available at a 
major research university. The College does this by providing:  

• Individual attention in small seminars taught by faculty members committed to excellence in 
undergraduate education. 

• Opportunities to engage in undergraduate research, either by completing research in Honors or by doing 
a senior thesis or project. 

• Academic advising and support services, including a writing specialist to help students plan, write, and 
revise essays. 
 

Successful completion of Honors College requirements culminates in an Honors degree, a mark of distinction, 
which lets prospective employers, and graduate and professional schools know that the student has maintained a 
consistent record of excellence. 

APPLICATION INSTRUCTIONS: Completed application materials must include: 
 

1. A cover letter. The letter should summarize your professional qualifications and the accomplishments 
that reflect the skills, background, and experience to be successful in this key position. Successful 
applicants will provide specific examples of past work experience as it relates to the position 
responsibilities and qualifications. 

2. A complete curriculum vitae or professional resume; 
3. The names and contact information of three professional references (none of whom will be contacted 

until a later stage of the search and not without candidate permission);  
4. A representative professional writing sample, such as service-related communication documentation 

(upload under Other Document 1). 

For this position, these materials must be uploaded through UWM’s Applicant Information Management 
System (AIMS) at: http://jobs.uwm.edu/postings/28975 

Please note that this is a continuous recruitment, and review of applications will continue until the position is 
filled. However, applications received after June 23rd, 2019, may not receive consideration. 

UWM will not consider paper, e-mailed or faxed applications. 

All finalists for this position will be required to participate in a reference check and a criminal records review 
consistent with the Wisconsin Fair Employment Act, and will be required to submit an official copy of their 
college transcript. 

Please direct inquiries and questions to:  
Anne Lamb 
lamba@uwm.edu 
414-226-4658 

NOTE:  Initial Review Date: June 24, 2019 
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