
                                                                        
 

 

 

 

Admissions Liaison in New York City 

 

 

New Position!  FM is seeking a part time admissions recruiter (91 days for the 9/1/2016-

8/31/2017 academic year).  This position is based in New York City and will operate in 

coordination with our main Admissions office in Johnstown, NY.  We offer a supportive work 

environment, competitive per diem rates, NYS Retirement Plan and more.  Qualifications and 

duties are outlined below.  Please send resume and references to 

admissionsliaison@fmcc.suny.edu.  The search will continue until a suitable candidate is 

identified, however for fullest consideration please apply by August 12, 2016. 

 

 

Fulton-Montgomery Community College, a College of the State University of New York, is a 

comprehensive institution, serving 2,800 students in credit programs, including students from 

over 20 countries on five continents and Metropolitan New York City. The campus is situated in 

rural upstate New York, in the foothills of the Adirondack Mountains, approximately 40 miles 

from Albany, three hours from New York City, 3 ½ hours from Boston, and four hours from 

Montreal.  Fulton-Montgomery Community College is an equal opportunity employer, dedicated 

to workforce diversity. 

 

 

 

FMCC POSITION DESCRIPTION 

 

POSITION TITLE:  Admissions Liaison – New York City (91 days) 

 

CLASSIFICATION:  Part-Time 

 

DEPARTMENT:  Enrollment Management/Student Affairs 

 

REPORTS TO:  Associate Dean for Student Recruitment and Admission 

 

 

 

 

mailto:admissionsliaison@fmcc.suny.edu


MINIMUM QUALIFICATIONS: 

 Bachelor’s degree required.   Master’s degree preferred. 

 One year of professional admission or related experience is required. 

 Valid NYS driver’s license 

 Willingness to work in the New York City area with periodic travel to Johnstown, 

New York to the Fulton-Montgomery Community College campus. 

 

SUMMARY OF MAJOR RESPONSIBILITIES: 

The Admissions Liaison is responsible for the recruitment of incoming students from the New 

York City area. Responsibilities include development of leads through prospective student 

inquiry, providing information about the campus and college program offerings, managing the 

admission process, identifying and meeting with prospective students, families and school 

counselors to promote Fulton-Montgomery Community College. 

 

PRIMARY FUNCTIONS: 

 

1. Be responsible for the recruitment of high school students/graduates, in the New York 

City area. 

 

2. Develop, maintain and nurture a program of visits to high schools/vocational schools, and 

specialized community organizations/agencies.  Provide evening services as assigned. 

 

3. Provide regular communication with students, parents and school counselors via phone, 

email, social media and one-on-one meetings; assist with planning and execution of on 

and off campus programs. 

 

4. Meet individually with students/families at the SUNY Welcome Center; community 

based organizations (CBOs), and other public, external sites in New York City. 

 

5. Be responsible for follow up of recruited students.  Review applicant materials for 

completeness. 

 

6. Be responsible for special projects and events as assigned by the Associate Dean for 

Enrollment Management. 

 

7. Serve as the liaison between Admissions and Financial Aid. 

 

8. Perform other incidental duties related to those that are listed above. 

 

 

 


