
Dean of Admissions 
Trocaire College (www.trocaire.edu), a private, career-oriented Catholic college, is 
accepting applications for the position of Dean of Admissions. Reporting to the VP 
of Enrollment and Student Affairs, the Dean of Admissions is a highly visible 
member of the campus community that oversees the office of admissions and one-
stop operation. In collaboration with administration, faculty and staff, the Dean will 
lead efforts to develop and implement a comprehensive student recruitment plan, 
admissions process, and one stop operation that will support the enrollment goals of 
the college. The Dean is responsible for the fiscal management of all budgets 
corresponding to the offices under their supervision.

Trocaire College, founded in 1958 by the Sisters of Mercy, and located in Buffalo, 
New York, offers associate’s and bachelor's degree programs as well as one-year 
certificate programs and workforce development training in healthcare, business, 
hospitality and technology.

The ideal candidate for the Dean of Admissions will be a data driven decision 
maker, an experienced enrollment professional, and a creative leader in admissions 
and recruitment. The Dean will develop and lead inclusive outreach efforts to draw 
a diverse student body. As a team player who has a warm collaborative nature, 
positive energy, sense of humor, possess superior organization and prioritization 
skills and is self-motivated in the completion of his/her work, the Dean will lead the 
team, as well as collaborate with other leaders within the campus community. She/
he will have exceptional communication and interpersonal skills including 
outstanding writing and public speaking skills and the ability to interact 
comfortably with a variety of people. This person will have a genuine empathy for 
prospective families and an awareness of the needs and sensitivities of parents, 
students, faculty, staff and administrators, and ultimately be able to manage 
expectations and deliver decisions in a manner that is honest, student centric, and 
diplomatic.

Minimum Qualifications: 
• Master’s Degree
• Three to five years of progressively responsible experience in admissions/
enrollment.
• Experience supervising and evaluating the work of subordinates.



• Experience in marketing preferred.
• Strong interpersonal and communication skills as well as experience working with 
diverse populations.
• Must possess excellent customer service skills, be energetic, highly motivated and 
a self- starter.

ESSENTIAL DUTIES AND RESPONSIBILITIES 
Recruitment/Admissions/Enrollment 
• Develop and coordinate the implementation of a strategic recruitment plan for new 
student enrollment
• Hire, train, supervise, motivate, and evaluate direct reports team
• Coordinate all activities for the recruitment of new students
• Coordinate counselor prospect management plans
• Coordinate applications and admission review and accepts
• Participate in all major admissions events and activities
• Plan/implement professional staff development opportunities throughout the year
• Maintain oversight/integrity of data
• Research and evaluate program effectiveness and data analysis to inform strategic 
planning
• Supervise the operations of the admissions and enrollment one-stop
• Review and develop written policies and procedures that are effective, efficient, 
and maintain high levels of customer service
• Develop and execute a multi-channel marketing and communication plan, in 
conjunction with the Marketing and VP of Enrollment and Student Affairs
• Collaborate with the Office of Marketing on the development of print, digital and 
social media
• Oversee implementation of a Customer Relationship Management tool (CRM) for 
recruitment of new students
• Establish and maintain positive relationships with area educational constituencies 
including area schools, preschools, consultants, admissions directors, and 
organizations and create networking opportunities
• Create and maintain positive relationships with all internal and external 
constituents
• Serve on internal/external committees
• Collaborate with colleagues to ensure smooth operation of one-stop services
• Perform other duties as assigned



Areas of Priority 
• Enrollment – secure new student enrollment to meet institutional goals
• Enrollment – plan and implement a one-stop operation for new student enrollment
• Recruitment Plan – implement a strategic recruitment plan inclusive of a 
formalized prospect management plan to move students through admissions funnel
• Communication Flow – update/create communication flows for prospective 
students through email, print, web and tele-counseling methods to support and 
optimize recruitment efforts; incorporate communication flow into CRM tool
• Assessment of skills and talents – identify counseling and support staff talents and 
interests as they pertain to current responsibilities; delegate department projects to 
fit skill set
• Provide staff development and team building opportunities to connect staff with 
each other, their roles and the college’s operations
• Manage CRM
• Processing – assess current Enrollment materials and registration processing for 
efficiency; develop and implement strategic processing practices that support 
enrollment efforts
• Collaborate with institutional colleagues to ensure smooth operation of one-stop 
functionality

Trocaire College is being assisted by the partners of Hyatt-Fennell. Submit 
applications and nominations to Cheryl Hyatt at Trocaire@hyatt-fennell.com. 
Applications will be reviewed as they are received. Applications must include a 
detailed letter of interest, resume/cv, and five professional references.

For more information: 
Cheryl Hyatt - 724-242-0476 
Trocaire@hyatt-fennell.com 
www.HYATT-FENNELL.com 

Trocaire College provides equal employment opportunity to all individuals. 
They are committed to a diverse workforce. They value all employees' 
talents and support an environment that is inclusive and respectful. They 
are strongly committed to this policy and believe in the concept and spirit of 
the law.


