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VANGUAR .

Position: Promotions and Recruitment Director

We are looking for a highly motivated individual with strong communication skills capable of
working independently as well as on a team. You will be responsible to facilitate all forms of
promotion and recruitment for Vanguard College engaging in key relationships between the
College and prospective students, parents, and leaders. You must also have the ability to involve
students, faculty, and alumni in an ongoing strategy of relational marketing for Vanguard College.

The Promotions and Recruitment Director will report directly to the President and will work closely
with the Registrar, Marketing Designer/Consultant, Promotions Liaison, Recruitment Assistant,
and Housing Coordinator. The main responsibilities will include, but are not limited to, the
following:

=  Student Recruitment

= Public Promotions

= Marketing

= Research and Development

= Administration

= Housing

Qualifications:
= A Diploma or Bachelor’s Degree from an accredited institution
= Experience in promotions and having developed strong communication skills
= Creative and innovative
= Strong organizational and administrative skills
= Strong management skills
= Strong computer skills, including word processing, data management, PowerPoint, and
mail merging
= Evident love for Jesus Christ and a mature personal relationship with Him that is
communicated in word and action
Natural ability to connect and relate with youth and young adults
High standard of confidentiality and discernment
Enthusiasm
Self-motivated and disciplined
= Passion for Vanguard College and its mission

This is a yearly renewable 1.0 contract position.
Closing Date: Open until the position has been filled.
Please submit resume and covering letter to:

Stephen Hertzog
President
Vanguard College
12140 103 street
Edmonton, AB
T5G 2)9

Email: shertzog@vanguardcollege.com
Fax (780)452-5803



VANGUARD

Recruitment Director — Full Time

The Recruitment Director is the head of the Promotions and Recruitment Department. The roll of
the Recruitment Director is to encourage and assist potential students choosing Vanguard College
as a place to prepare for Christian ministry.

Goal 1: To facilitate all forms of promotion and recruitment for Vanguard College engaging in key
relationships between the college and prospective students, parents, and leaders.

Goal 2: To convert prospective students into enrolled students of Vanguard College.

Goal 3: Involve students, faculty and alumni in an ongoing strategy of relational marketing for
Vanguard College.

Qualifications

1. Education
i. Grade 12 Diploma
ii. Post-secondary Diploma or Degree
2. Skills
i Experience in Promotions
ii. Strong organizational and administrative skills
iii. Professionalism
iv. Management skills

v. Strong communication skills and experience in public speaking

vi. Strong relational skills and positive attitude

vii.  Ability to work collaboratively with others

viii.  Basic computer skills, including word processing, data management, PowerPoint
and mail merging

iX. Creativity and innovation

X. A passion to develop relationships with prospective students

xi. A passion for Vanguard College and God’s calling upon the lives of prospective
students

3.Character

i Evident love for Jesus Christ and a mature personal relationship with Him that is
communicated in word and action

ii. Self-motivated and disciplined. Candidate will be required to develop their own
work schedule and habits

iii. Natural ability to connect and relate with youth and young adults

iv. High standard of confidentiality and discernment

V. Enthusiasm - displayed in their attitude and dealings with Faculty/Staff and
strong support of the College shown through participation in school activities

Appointment
The President will appoint the Recruitment Director of the College. The appointment is for one
year from July 1 to June 30 with an annual review.

Rol nd Relationshi
1.The Recruitment Director will report directly to the President.
2.The Recruitment Director will work closely with the Registrar, Marketing Designer/
Consultant, Promotions Liaison, Recruitment Assistant, Housing Coordinator and the
President to form and facilitate the overall promotion and recruitment strategy of
Vanguard College.

Duties



1. Student Recruitment

* Reply to inquiries via phone, e-mail, or fax.

* Oversee the development and maintenance of the Student Recruitment database.

* Collect student contact information and document the follow-up process in the
recruitment database.

* Meet with prospective students and/or their parents, provide tours of the College and
arrange class visitations upon request.

* Liaison with Program Directors and the President in relation to student recruitment
concerns and follow up tasks for those parties.

2. Public Promotions

* Oversee administration and execution of open house events (ie. inVision).

* In cooperation with the Promotions Liaison book display booths at various events (i.e.
Missions Fests, CCU Fairs).

* Visit local church youth groups, high schools, camps, Christian bookstores, etc. - to
meet with prospective students, parents and leaders as needed.

* Develop and maintain relationships with district youth pastors, Christian schools and
Christian higher education leaders.

* Facilitate display booths at various promotional events and recruit volunteers for
those events as is needed.

* Work alongside Vanguard ministry teams and Promotions Liaison to connect with
district Youth Groups.

3. Marketing
* In cooperation with the Marketing Designer/Consultant and the President of the

College the Recruitment Director will oversee the development, implementation of a
promotions and recruitment strategy to connect with Pastors (& leaders), Prospects,
Parents and Alumni in touch with promotions, news and events.

*  Work with the President’s Office to maintain a college-wide approach to marketing
efforts.

* In cooperation with the Recruitment Assistant prepare and send bulk mail-outs to
grade 12 graduating students found in the recruitment database.

* In cooperation with the Recruitment Assistant strategize advertising campaigns in
various media (print, web, radio etc.).

* In cooperation with the Promotions Liaison recruit and train student ambassadors as
liaison personnel from various Vanguard traveling teams.

4. Research and Development

* Report developments to President

* Meet monthly with Marketing Designer/Consultant and the President to touch base,
share ideas and strategize.

* Regularly checking to see that the Vanguard College website is up to date and
informing the Marketing Designer/Consultant of any changes that are required.

* Gather student recruitment statistics through informal conversations, survey tools
and focus groups, reporting findings to President and Marketing Designer/Consultant
for future planning

5. Administration
* The Recruitment Director will be required to complete a yearly budget
* Attendance at various meetings and college committees will be required
* Maintenance of the photo galleries and blogs on the Vanguard College website.

6. Housing
*  The Recruitment Director will work in conjunction with the Recruitment Assistant and/

or Housing Coordinator to make sure a comprehensive plan is in place to assist
students moving to the city to study at Vanguard College. (i.e. grocery runs, airport
pickup, housing board/forums, “safe walk” program, etc.)



