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POSITION:
Enrolment Services Representative, NSGEU, Local 79

DEPARTMENT:

Enrolment Services
SALARY:
$ 31,395 - $ 35,772 per annum (Group 5)
Founded in 1802 – Saint Mary’s University offers a full range of unique graduate and undergraduate programs. Currently there are more than 7,500 full and part-time students and a workforce of over 2000 full-time, part-time, casual and student employees. 
Enrolment Services seeks an Enrolment Services Representative to be the first point of contact for new and existing students and to provide effective, efficient, friendly, and reliable service with a focus on enhancing customer service by using a high level of problem solving skills.
Under the direction of the Associate Registrar, Services Centre, the Enrolment Services Representative will respond to inquiries and carry out tasks as requested by students, members of the university community, and the general public to provide one-stop quality service in the areas of admissions, registration, financial assistance, academic policies and procedures, and other areas. The Representative will assist with maintaining the information system by processing: payments, transcripts, major declarations, registrations, changes in registrations, tuition discounts, statements, third party sponsorships, intents to graduate, collection campaigns, refunds, and promissory notes. 

To be successful in this position you must have strong customer service and interpersonal skills. You will have High School completion plus two years of University level coursework and a minimum of two years directly related experience. You will have proven familiarity in MS Office, including Windows, Word and Excel. Experience in Sungard Banner is considered an asset. In addition to possessing effective time management skills, organizational skills, and ability to multi-task in a high-volume environment, you must be mature and articulate with excellent communication skills. 
Apply for this opportunity online by visiting www.smu.ca/employment and use our new online application system through CareerBeacon. Select the position you are interested in and apply by clicking the "Apply Online Now" button. Please include the names of three professional references. No telephone calls please.
Competition Opens: September 2, 2010

Competition Closes: September 9, 2010


Saint Mary's University is committed to the principles of Employment Equity. Saint Mary's University thanks all applicants for applying. Only those selected for interviews will be contacted.
Notice of Vacancy








