
Admissions Counsellor 
Full-time, Salaried with benefits, late August 2022 start date

The Admissions Counsellor position will be responsible for the recruitment of students to CMU’s undergraduate programs 
through personal contacts, presentations (virtual and in-person), high school and church youth group visits (post pandemic). The 
role requires a passion for promoting the advantages of CMU, as well as guiding prospective families in all aspects of enrolment 
services including admissions requirements, transcript evaluation, financial aid, and course registration. This person will be part of 
the Enrolment team and report to the Director of Enrolment Services.   

Responsibilities of the Admissions Counsellor 

1. As part of the Enrolment team, create and deliver recruitment strategies and initiatives; present the advantages of CMU
to potential students, church constituency groups, school groups, and the general public in clear and compelling ways.
Initiatives include campus visit days, youth gatherings, campus tours (group and individual), and virtual events.

2. Provide exceptional customer service with a proactive approach to prospective students and applicants through
mailings, email, social media, telephone, personal letters, texts, visits, and other follow-up activities, in accordance with
the strategic communications plan, while maintaining accurate documentation.

3. Develop networking relationships with and provide information about CMU to influencers—pastors, youth workers,
guidance counsellors, teachers, parents, and others who have significant contact and influence with youth.

4. Participate in department and university committees, chapels, and campus events to keep a pulse on current happenings
at CMU, while building cross-departmental relationships pursuant to recruitment.

Core Competencies and Expectations 

• Commitment—to the church and the mission of CMU, to integrity, confidentiality, and professional behaviour

• Education—undergraduate degree; passion for continuous learning

• Preferred Experience—in higher-education admission, enrolment, marketing, student recruitment or registrar’s
department and/or experience working directly with prospective students in higher education; customer service
experience an asset

• Strong Communicator—strong oral, written, listening, and interpersonal communication skills; able to communicate
accurately and effectively about CMU within unique contexts to diverse audiences

• Enthusiastic—convey energy, optimism, drive, and excitement while maintaining a high level of productivity alongside
a balanced lifestyle

• Strong organizational skills—manage multiple assignments, adapt to changing priorities, and work independently to
achieve shared objectives and goals

• Teamwork and Collaboration—work collaboratively as part of the Enrolment team, as well as cross-departmentally

• Digital Literacy—be familiar with Microsoft Office Suite, multiple online platforms and applications including social
media; able to follow and develop digital workflows, and develop appropriate skill and accuracy in the use of Slate
(Enrolment’s customer relationship management tool)

• Flexible—able to navigate fluidly between in-person and virtual work environments and respond to needs outside
business hours on a regular basis. An equivalent of four weeks of travel expected annually (post-pandemic).

• Must hold a valid driver’s license.

Inquiries should be directed to Lois Nickel at lnickel@cmu.ca or 204.487.3300 ext 652. 

Applications will be reviewed upon receipt and will be accepted until this position is filled. 

Applicants should email a resume (PDF or Word document) along with the names of three references, in confidence to 
lnickel@cmu.ca and to hrdirector@cmu.ca, or by mail to Director of Human Resources, Canadian Mennonite University, 500 
Shaftesbury Blvd., Winnipeg, MB.
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