
JOB DESCRIPTION: Admission Outreach Associate 
Hampton Roads Academy Office of Admission 

 
GENERAL DESCRIPTION 
 

The primary responsibilities of the Hampton Roads Academy Admission Outreach Associate are: facilitating 
community outreach and relationships; and expediting the admission process within the Office of Admission.  
The Admission Outreach Associate is an administrative position that will provide expertise to the Director of 
Enrollment/Admission, the HRA community, and prospective families in the areas of information 
dissemination; admission process facilitation; outreach to, and collaboration with internal and external 
constituencies; admission media maintenance; data compilation; and the implementation of admission 
events.  The Admission Outreach Associate is a full-time salaried position, reports to the Director of 
Enrollment/Admission, and contributes to the enrollment health of HRA by way of the duties outlined below.   

 

Public Relations 
 

1. Perform primary point-of-contact duties for the Office of Admission. 
2. Provide Academy and admission information and timely follow-up to prospective HRA families and other 

prospective community partners.  
3. Develop and maintain relationships with internal and external partners, and facilitate the distribution of 

admission materials and updates (electronic, printed and verbal) to all. 
4. Facilitate HRA Admission outreach events including:  Open Houses, information sessions, target-area 

events, sponsored events and others as developed. 
5. Work directly with the Director of Enrollment/Admission and marketing team on assigned PR and 

community outreach projects. 
 

Administrative Responsibilities 
 

1. Maintain an on-campus office presence for the purposes of community relations, reception to office 
visitors, service to admission prospects and candidates, and assistance to Admission teammates. 

2. Provide a positive, professional and timely response to admission inquiries, updates to candidate progress, 
and assistance with subsequent enrollment / re-enrollment steps.  

3. Maintain and update Admission database, admission files and candidate documentation.  Assist in the 
creation of admission and enrollment reports, mailings, and other data-driven projects. 

4. Create, revise and distribute admission/enrollment materials, e-newsletters to candidates, other media. 
 

Qualifications and Skills 
   

The HRA Admission Outreach Associate will be a positive and vibrant presence in the Office of Admission.  In 
addition to the skills outlined below, the Associate must possess a welcoming demeanor and absolute 
professionalism both on and off campus. 
 

1. Demonstrated advanced technological skills, knowledge of all MS Office and Google applications, e-
communications, social media, and data management systems. 

2. Excellent written and oral communications. 
3. Excellent interpersonal and organizational skills.   
4. Superb attention to detail, timely response, confidentiality, and quality control. 
5. Experience working in a high volume, high energy, team-oriented work environment. 
6. A Bachelor’s degree in a Public Relations, Communications, Education, or related field. 

*To apply, please send resume and letter of interest to rbrese@hra.org* 


