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The University of Texas at San Antonio 
 
Job Description 
 
Job Title:  Assistant Director of Admissions 

Code:   19060 

Salary Grade:  59 

Department/Division: Office of Admissions 

Reports To:  Associate Director of Admissions 

 
Summary 
 

 Function: To provide knowledge and supervision of an assigned admissions area. 
 

 Scope: Responsible for administrative and supervisory skills within the specific 
admissions area. Will serve as second in command to assigned Associate 
Director.  

 
Duties 
 

 Typical: 
1. Coordinate and manage for the assigned center/program. 
2. Responsible for hiring, training, and supervising support staff 
3. Assist with counseling and outreach for students and parents.  
4. Provide admissions information and requirements to prospective students.  
5. Coordinate area specific publications and events. 
6. Communicates with Academic Affairs and Academic Advisors; acts as a 

liaison to internal and external college, university and community entities. 
7. Perform other duties as assigned. 

 

 Periodic: 
1. Chair or co-chair on committees 
2. Contributes to special projects. 
3. Create and maintain internal/external reports and data 

 
Education 
 

Required Preferred 
Bachelor’s degree from an accredited 
university in a related field. 

Master’s degree from an accredited university 
in a related field. 
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Other Requirements 
 

Required Preferred 
Demonstrated organizational, written, and 
verbal communication skills. 

N/A 

Criminal background check (CBC). 
 
Experience 
 

Required Preferred 
Two years experience in admissions and/or 
recruiting to include supervisory experience.  

Three or more years of professional experience 
in admissions within the UT system, with at 
least one year of supervisory experience. 

 
Equipment 
 

Required Preferred 
Knowledge of Personal computers, Microsoft 
Office, and standard office equipment. 

N/A 

 
Working Conditions 
 

Usual Special 
General office environment. Occasional weekend and evening hours 

required.   
 
Supervision 
 

Received Given 
General supervision from the Associate 
Director of Admissions. 

Direct supervision of assigned staff. 

 
Accuracy 
 
Proficiency in all assigned duties. 
 
Security Sensitive 
 
Specific job requirements or physical location of some positions allocated to this classification 
may render the position security sensitive, and thereby subject to the provisions of section 51.215 
Texas Education Code. 
 
Internal Control 
 
Within the scope of position duties, responsible for seeing that operations are effective and 
efficient, assets are safeguarded, reliable financial data is maintained, and applicable laws, 
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regulations, policies, and procedures are complied with. 
 


