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COLLEGE BOUND ST. LOUIS

ADMISSIONS, ENROLLMENT AND SUCCESS VISTA
AMERICORPS JOB DESCRIPTION
Job Title:
Admissions, Enrollment and Success VISTA 
Reports to:
Programs Manager
College Bound St. Louis is an award-winning college preparation and persistence program. The mission of College Bound is to provide promising high school students from under-resourced backgrounds with the academic enrichment, social supports and life skills needed to apply, matriculate and succeed in four-year colleges.  Since our founding in 2006, we have succeeded in helping 100 percent of our graduating seniors earn admission to a four-year college!  We deliver our services with a full-time Leadership Team staff of nine, as well as a team of twenty AmeriCorps and VISTA Members.  To learn more, please visit: www.collegeboundstl.org
Job Summary

The Admission, Enrollment and Success VISTA will design, implement and document a system to guide College Bound’s growing student population through the process of applying and matriculating to college. Responsibilities include creating and documenting systems for submitting and tracking high school enrollment, college admission and college visit applications, beginning to research psycho/social skills that would benefit students through all transition periods (i.e. high school to college, college to career) and creating and documenting a transition curriculum for all College Bound graduates and pilot students. 

Primary Responsibilities May Include
Create a process to submit and track student information:
· Track applications submitted
· Update systems to support students’ application for attendance to college visit and summer programs
· Update data collection information into process and tracking tool to monitor applications, results, and participation for fly-in, visit, and summer opportunities
· Update College Bound system to process scholarship applications 
· Update system for collecting and tracking admission, scholarship, and interest-free loan award letters
· Update system to support students’ application for an interest-free loan and work with Family as Partners VISTA to ensure parents understand the loan and how to apply
· Update student demographic numbers and student served numbers with Programs Manager

Facilitate and train others on college enrollment and transition program:
· Create/update standardized documents and documents with college-specific info
· Train others on transition and enrollment curriculum for senior second semester classes

· Develop and facilitate curriculum for family meetings and workshops

· Update invitation materials and organize scheduling for workshops and meetings  

· Create system to track student/family invites, scheduling, and participation
· Develop staff training and coordinate enrollment follow-up support for students/families to ensure enrollment and arrival on campus
· Coordinate recruitment and enrollment for persistence pilot program
· Implement developed processes and evaluate effectiveness

· Verify participation/attendance and develop a system for tracking participation in Summer Bridge programs
Oversee high school new student enrollment:
· Review student applications and make recommendations for interviews to Programs Manager

· Coordinate and oversee the interview process and philosophy 

· Train staff on interview procedures and philosophy
· Obtain accepted students completed enrollment paperwork

· Collaborate with Families as Partners VISTA to plan a family orientation to enroll new students
Research and develop psycho/social skills that would benefit students through all transition periods:
· Develop criteria and evaluation for psycho/social skills needed to succeed through transitions
· Help to develop curriculum to help students gain the psychosocial skills needed
· Create pre and posttest to evaluate if students are developing skills
· Develop programming that allows students to practice the psychosocial skills needed
· Evaluate and document programming  

Additional responsibilities:
· Attend weekly staff and program meetings
· Volunteer as a chaperone for our Culture, Character, Capacity program
· Assist other AmeriCorps members when they need aid with their projects
Skills and Qualifications
· Bachelor’s degree 

· Experience or interest working with high risk students

· Excellent written and verbal communication skills

· Strong interpersonal, organizational and computer skills

· High attention to detail and follow-through 

· Commitment to excellence

· Must be a self-starter

· Driver’s license and automobile required to transport 2 or more students per week
· Must be committed to serve 40-50 hours a week

How to Apply
Interested candidates should visit College Bound’s website: http://www.collegeboundstl.org/AmeriCorpsPositions_60.aspx for more application details. Candidates will be asked to submit a cover letter, resume, College Bound application and copy of college transcript to: volunteer@collegeboundstl.org.  Subject line:  AES VISTA.  Mailed correspondence may be sent to:  College Bound, 110 North Jefferson, St. Louis, Missouri 63103.  Please mark the envelope:  Attention: Katie
