An admissions counsellor works in academic institutions and schools where he/she is responsible for recruiting and evaluating applicants for admission.  He/she maintains communication and works closely with different professionals and groups that have roles in the admission process.  The admissions counsellor performs duties in his office but also travels to schools and other areas for recruitment activities and liaison work.  In addition, he/she also provides counselling to students and parents about their questions and concerns regarding the school admission process.  He/she ensures that students and parents of admitted students receive comprehensive orientation about the school, its guidelines, and policies to be followed by students.

Sample Admissions Counsellor CV Template

Elisa Bean 
Muswell Hill

London, N18 3EP

Phone:  111-776-6034

elisabean@gmail.com

Objective
Dynamic and reliable professional is searching for employment as the admissions counsellor of a university and be able to share my abilities to students and parents.

Summary of Qualification
· Five years of work experience as an admissions counsellor.

· Excellent analytical and decision-making skills.

· Strong ability to maintain high degree of confidentiality.

· Willingness to learn and quickly adapt to new processes.

· Demonstrate skill in interacting with multi-faceted staff and employees.

· Effective communication skills with diverse audience.

Career Experience/Job History
2005 – Present:  Admissions Counselor, London University 
· Serve as representative of the school to prospective students and parents.

· Give presentations to orient students about campus life and programs.

· Involved in the recruitment, interview, counselling, and final admission of students.

Education
2000 – 2004:  Bachelor of Science in Management, London University

Professional reference will be furnished upon request.
