


 
CSI Military Division, Director of Military Recruitment, Computer Systems Institute- All Campuses  
June 2013 – Feb. 2014 

• Develop a detailed annual recruitment and marketing plan with specific action steps and 
enrollment goals.  

• Develop and maintain strong ties with military bases, centers of influence, and key 
personnel. 

• Develop relationships in untapped and underrepresented markets who may be more 
approachable and more likely to help market CSI. 

•  Participate in local outreach efforts i.e. base visits, recruitment stations, education fairs, and 
associations. 

• Generate new leads for all CSI Campuses for Career Programs.  
• Track and follow-up on leads/prospects as necessary to facilitate enrollment.  
• Set up and conduct interviews to meet enrollment goals, quarterly contacts and enrollment 

milestones.  
• Develop strategies to target enrollment of specific students in under-enrolled programs. 
• Assist with development of high quality recruitment materials. 
• Participate in weekly with the CSI’s enrollment management team.  
• Daily monitoring and management of individual territory and program inquiries, applications, 

and enrollment goals.  
• Provide enrollment projections for programs and/or territories as necessary.  
• Perform other essential duties and tasks specific to the position. 

 
Director of Admissions, Computer Systems Institute – Chicago Campus, August 2011–Present 

• Train, manage, and hire Admissions Representatives. 
• Conduct second closes with newly enrolled students. 
• Review Admission Representatives’ paperwork. 
• Responsible to ensure that enrollment budgets are met. 
• Follow-up with new students to confirm start dates and check status. 
• Work with other departments regarding day-to-day issues such as cancels, drops, 

schedules, attendance and other school-related problems. 
• Continually monitor SMS database, and class start tracking reports to gauge and forecast 

monthly start projections. 
• Report daily on enrollment activity. 
• Create monthly admissions quality report. 

 
Admissions Manager, Computer Systems Institute – Gurnee Campus, October 2010 - August 2011 

• Train and coach Admissions Representatives. 
• Conducts second interviews/close with prospective students. 
• Review Admission Representatives’ submitted reports. 
• Works with Director of Admissions and VP of Enrollment to ensure that enrollment budgets 

are met. 
• Contact leads/prospective students to set up appointments for campus visits. 
• Schedule interviews, financial aid appointment.  
• Follow-up with new students to confirm start dates and check status. 
• Work with current students regarding day-to-day issues during start periods such as cancels, 

drops, schedules, attendance and other school-related problems. 
• Continually update SMS database with student information. 
• Report daily on appointment activity. 
• Check admissions files for accuracy. 

 
Senior Admissions Representative, Computer Systems Institute – Chicago Campus, May 2009 –
October 2010 

• Assist Admissions Manager or Director of Campus Admissions with training, coaching, and 
mentoring Admissions Representatives.  

• Contact prospective students to set up appointments for campus visits. 
• Interview prospective students. 
• Schedule interviews, financial aid appointments. 
• Follow-up with new students to confirm start dates and check status. 
• Continually update SMS database with student information. 



• Report daily on appointment activity. 
 
Admissions Representative, Computer Systems Institute – Chicago Campus, March 2008 – May 2009 

• Contact leads/prospective students to set up appointments for campus visits. 
• Interview prospective students. 
• Schedule interviews, financial aid appointments. 
• Follow-up with new students to confirm start dates and check status. 
• Continually update SMS database with student information. 
• Report daily on appointment activity. 

 
 
 

Education: Governors State University, Richton Park, Illinois - August 2004 
Bachelor of Arts - Criminal Justice 
 

Military 
Experience: 

United States Marine Corps 
Honorable Discharge: February 1999 
Stationed: 29 Palms, California 
Corporal E-4 

• Second Battalion 7th Marines 
• 1st Marine Division 
• Weapons Company 
• Air Ground Combat Center 

Commendations: 
• Navy Marine Corp Achievement Medal for Outstanding Performance in Division Competition 
• Meritorious Mast for Outstanding Service as a Squad Leader 
• Good Conduct Medal for Honest and Faithful Service 
• National Defense Medal 

 
References:        Available upon request 




