Auburn University Job Description

Job Title: Dir, DVM Prof Prog Admission Grade SR13 $70,000 - $126,000
Job Code: AA46
FLSA status: Exempt

Job Family: Student Resources

Job Function: Admissions & Recruitment

Job Summary

Reporting to the Associate Dean of Academic Affairs, the Director, DVM Professional Program
Admissions is responsible for the recruitment, identification and enrollment of qualified students into the
Doctor of Veterinary Medicine (DVM) professional program.

Essential Functions

1.

8.
9.

Develops and administers programs that support the recruitment of highly qualified and diverse
applicants, as well the interview evaluation and assessment of applicant competencies for entry to
the DVM program. Directs the professional program student selection process and monitors the
review process throughout the recruitment cycle.

Counsels potential applicants on admissions requirements. Serves as the initial contact with
applicants who call, email, and/or come to the CVM Office of Academic Affairs (OAA) seeking
assistance and triage applicant requests.

Annually reviews and updates predictive algorithms based on assessments for success factors to
stratify applicants’ experience. Reviews applicant submission packages, converts course level
grade point averages to a common scale as needed, rates hands-on experience in working with
and/or caring for both large and small animals and evaluates reference information.

In collaboration with admissions committee members and Associate Dean, develops and oversees
a standard process based on best practices for personal interviews for the purposes of admissions
selection that emphasizes the quality of the process before, during and after the interview.
Creates training modules for faculty interviewers to ensure the interviews are valid and reliable.
Advises the Associate Dean of Academic Affairs regarding recruitment programs, management,
and operations of the CVM’s recruitment strategy. Establishes student recruitment goals working
with leadership, including the Diversity, Equity and Inclusion Officer.

Provides leadership and support in the implementation of the recruitment plan and oversees key
recruitment strategies.

Serves as a member of the leadership team of the CVM OAA.

Performs other duties as assigned.

Supervisory Responsibility
May supervise employees but supervision is not the main focus of the job.

The above essential functions are representative of major duties of positions in this job classification. Specific duties and
responsibilities may vary based upon departmental needs. Other duties may be assigned similar to the above consistent with the
knowledge, skills and abilities required for the job. Not all of the duties may be assigned to a position.




Auburn University Job Description

Minimum Required Education and Experience

Minimum Focus of Education/Experience

Education Bachelor's Degree Degree in Adult Education, Business,
Management, Psychology, Communications,
Education, or related field. Master's Degree
preferred.

Experience (yrs.) 5 Experience in admissions, student
counseling/advising, student recruiting, public
relations, and/or program coordination with
progressively increasing levels of responsibility
and accountability.

Substitutions allowed for Education:
Indicated education is required; no substitutions allowed.

Substitutions allowed for Experience:
Indicated experience is required; no substitutions allowed.

Minimum Required Knowledge

Knowledge of admission processing guidelines. Knowledge of recruiting policies and procedures,
marketing and promotional practices. Working knowledge of DVM admissions requirements and
processes. Strong analytic, interpersonal, written and verbal communication skills. Ability to work
independently to accomplish assigned goals in a timely manner and ability to work with detailed
information with attention to accuracy.

Certification or Licensure Requirements
None Required.

Pre-Employment Screening Requirements

Physical Requirements/ADA

No unusual physical requirements. Requires no heavy lifting, and nearly all work is performed in a
comfortable indoor facility.

Externally imposed deadlines; set or revised on short notice; frequent shifts in priority; numerous
interruptions requiring immediate attention; unusual pressure on a daily basis due to accountability for
success for major projects or areas of operation.

Job frequently requires sitting, talking, hearing, handling objects with hands, .
Job occasionally requires standing, walking, reaching, .

Vision requirements: Ability to see information in print and/or electronically.
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