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Project Name:  Admissions Office Receptionist
Contact Person(s): 
Gina Monson, Director of Admission

Laurie McKeever, Assistant Director of Admission

Department(s)/Division(s):  Office of Admission

Strategic Direction(s):     Provide Access & Opportunity and Innovate to Enhance Efficiency
Summary of Project Description - address the project’s purpose, goals, time line, impact, and assessment:
We are requesting funds to hire a full-time Receptionist in the Office of Admission.   This has been a growing need for several years that has been elevated by our continued and expanding admission outreach, initiating and hosting special groups, increased number of campus visitors and phone call volume. 
In 2006-2007, Admissions scheduled and hosted 2,331 students on campus.  That is an additional 575 students, a 33% increase over the previous year.  
The front desk operations are currently staffed with student employees. We provide intensive and ongoing training yet it is nearly impossible to train students who work only a few hours a week around their class schedule to retain the volume of knowledge needed to provide the high level of customer service needed.

Without a full time receptionist, it is difficult to provide the level of consistency, accuracy and customer service we believe is needed in a university admission office. In addition to answering admission questions, Admissions is often the “information” center for current students and the general public. Training students for all of the nuances and questions that arise is labor intensive and a task that can never be as fully achieved as with a professional staff member
Employing a full-time receptionist will not eliminate our need for students working at the reception desk.  However, it will provide more direct supervision of the students working in the office, greeting and serving our guests.  Therefore, providing a mentoring work experience for our students as well as serving the public in a more professional manner.
The expectations of this position include:  

· Primary role to answer high volume of phone calls, greet visitors and ensure quality campus interaction.

· Assist with scheduling of academic, financial aid, athletic and related appointments for campus tours and coordinating guides for our daily visitors

· Back up for processing freshman applications, transfer applications, and data entry during peak application times.
· Help insure that prospect data is inputted in a timely manner and is accurate, improve timeliness and accuracy.
· 
· Assist in the planning and implementation of in-office email, phone, and face-to-face contact activities.
First impressions are lasting impressions.  We want all of our visitors to receive a professional welcome when they visit campus.  A professional, well trained receptionist will make a critical best first impression for the MSUM.  
Summary of Project Budget:
Dollar Amount

Funding Source


Total Request:
$ 39,500 (
31,000 salary + 8500 benefits)




Customer Service Intermediate 14.22/hr-18.44/hr

Benefits calculated at approximately 25% of salary per HR



Funding:     
__One-time    
_X__ Base budget    
____ Seed money    
___ Internal reallocation






