
Position Description 
 

 
Alpha Sigma Alpha Employment Position Description – Collegiate Recruitment Coordinator 
 
The collegiate recruitment coordinator is charged with overseeing collegiate chapter growth initiatives. This position 
provides support to revitalization chapters and works with volunteers to support collegiate chapter recruitment and 
retention efforts. 

Primary Responsibilities 
 Oversee and work with revitalization chapters on plans for improvement 
 Coordinate recruitment initiatives and programming for collegiate chapters 
 In partnership with appropriate volunteers and staff, oversee the development and implementation of specific 

Sorority recruitment training programs 
 Coordinate the implementation of any outside education and other training programs related to membership 

growth and retention 
 Track recruitment efforts, create targets, and regularly provide and evaluate membership growth statistics 
 Communicate regularly with collegiate chapters and volunteers on recruitment and new member reporting 
 Serve as staff liaison providing resources, training, meeting coordination and follow up for the following region 

and national volunteers: 
 Recruitment Leaders 
 Recruitment Advisors 
 RFM Coaching Team 
 Recruitment Revitalization Team 
 Recruitment Resource Task Force 
 Panhellenic Liaisons 

 Evaluate emerging chapter recruitment efforts and provide feedback and assistance as necessary 
 Provide input to the director of collegiate services regarding leadership consultant training, travel schedules 

and performance expectations for consultants working with chapters in need of recruitment support 
 Serve as an NPC Release Figures Method Specialist for the Sorority if needed 
 Manage daily operations including weekly and monthly reporting, expense budgets, etc.  
 Formulate, administers and oversees operational budgets specific collegiate recruitment and retention 
 Travel to campuses, conferences or conventions as needed 
 Perform other duties as assigned by the director of collegiate services and executive director  

 
Job-Status: Exempt, Salaried, Full-time 
 
Reports to: Director of Collegiate Services  
 
Location: National Headquarters, Indianapolis  
 
Qualifications: 

 Bachelor’s degree required. Masters degree in related field preferred 
 Minimum two years’ experience preferably in higher education, corporate training or the fraternity/sorority field 
 Knowledge of Alpha Sigma Alpha national policies, procedures and bylaws 
 Excellent skills in writing/editing/proofing  
 Membership in Alpha Sigma Alpha helpful but not required 
 Working knowledge of principles of education, student development and instructional design 
 Exceptional organizational and communication skills—both written and oral, including presentation skills 
 Ability and willingness to travel as a representative of the Sorority as needed 
 Proficiency in time management and project management 
 Commitment to customer service  
 Budget development and tracking experience 
 Ability to work with volunteers and a commitment to the purpose of Alpha Sigma Alpha 


