
Senior Admission Counselor / Admission Advisor II 
(Communication Center and Student Assistants) 

 Job Posting ID: 232940  
(This position will be open until Wednesday, September 22) 

The Senior Admission Counselor (AAII) position will serve as an official representative of Georgia Tech 
both on- and off-campus and will be expected to interact with various constituents in a range of 
formats.  The primary responsibilities of this position consists of managing the Office of Undergraduate 
Admission’s Communication Center and Student Assistant Program.  The incumbent will serve as a 
student employee manager for approximately 25 student employees, who work at the office’s front 
desk and in the communication center. This position serves as the group visit coordinator, which 
includes communicating with groups prior to their visits and presenting to them about Georgia Tech and 
the college application process.   A commitment to customer service excellence is an essential trait of 
the person in this position.   

This position reports to the Associate Director for Guest Experience and will be a key member of our 
Campus Visits Team.  In addition to responsibilities listed above, this position will also be expected to 
meet the requirements, traits and job functions for an AAII as outlined below: 

Preferable Background/Skills:   
Main skills a candidate should have to be successful in this position.  
 

1. Bachelor’s Degree and two-five years of experience  
2. Knowledge of and experience with computer systems, programs and applications in using 

Banner and Slate  
3. Thorough knowledge of, familiarity with and experience in the admissions field and interpreting 

policies and procedures to prospective students and the university community.  
 
Essential Job Functions:  
A candidate should be comfortable with these duties and should be able to execute them on a regular 
basis.   
  

1. Understanding territory management concept of recruitment and ability to manage a specific 
geographic region and/or demographic group by utilizing data for decision making and travel 
territories.  

2. Responsible for creating and managing student groups.  Recruit and retain a diverse group of 
students to assist with the admission recruitment process.  

3. Work with cross functional teams and be able to initiate and facilitate collaboration  
4. Planning and implementation of special recruitment events, both on and off campus, including 

budgeting, volunteer management, campus partner participation, event logistics and space 
reservation.  

5. Represent the University in a professional and positive manner at all recruitment and 
recruitment related functions.  

6. Have a Valid Driver’s License and the ability to travel (sometimes driving long distance requiring 
overnight stays).  Weekend and evening hours required when necessary.  

7. Ability to lift 30 pounds.  
  

https://careers.hprod.onehcm.usg.edu/psp/careers/CAREERS/HRMS/c/HRS_HRAM_FL.HRS_CG_SEARCH_FL.GBL?Page=HRS_APP_JBPST_FL&Action=U&FOCUS=Applicant&SiteId=3000&JobOpeningId=232940&PostingSeq=1


Qualities:  
Main qualities that a candidate should possess in order to be successful in this position, the office and 
within the team(s) this position works with.   
  

1. Strong communication, interpersonal and organizational skills, both oral and written.  
2. Ability to effectivity work with diverse constituencies in a large, fast paces professional work 

environment as well as the ability to work independently and develop project timelines and 
associated task to be completed.  

3. Ability to balance multiple priorities and tasks.   
4. Positivity, Professionalism, Personalization  
5. Respect and trust  
6. Ensure that your individual goals and effort contribute to team success.     
7. Committed to being reliable- showing up, pitching in, exerting excellent effort.  
8. Ability to analyze and synthesize information and share it with internal and external 

constituents.  
9. Ability to build consensus and support for programmatic goals.  

 

Salary & Benefits: 

Salary will be in the high-$40,000 and is commensurate with experience.  

Georgia Tech offers a comprehensive benefits package designed to meet the diverse needs of our 
employees. In addition to health and welfare resources, Georgia Tech provides tuition assistance, 
flexible work arrangements, seasonal classes, summer camps and so much more. Other benefits include 
CIVSA institutional membership and professional development opportunities.  

How to Apply: 

Interested candidates should apply for the position here (Job Positing ID 227735). The position will be 
open through Wednesday, September 22.  

https://careers.hprod.onehcm.usg.edu/psp/careers/CAREERS/HRMS/c/HRS_HRAM_FL.HRS_CG_SEARCH_FL.GBL?Page=HRS_APP_JBPST_FL&Action=U&FOCUS=Applicant&SiteId=3000&JobOpeningId=232940&PostingSeq=1

