	
	
	



Three Leadership Roles for 2025–2026

College of Liberal Arts – Colorado State University
Compensation: $3,000 CLA Scholarship ($1,500 per semester)
Supervisor: Kristen Mullen, Recruitment & Enrollment Manager

1. Recruitment Strategy & Research Lead
Research recruitment strategy, generate new outreach ideas, creative recruitment projects
2. Ambassador Operations & Scheduling Lead
Scheduling ambassadors, scheduling tours, Monday emails, roster management, lesson plans
3. Marketing, Engagement & Events Lead
Social media, parties, student community events, digital engagement, storytelling, documentation
Description of Work Unit
The College of Liberal Arts (CLA) Student Ambassador Program is an integral part of the CLA Dean’s Office. Under the leadership of the college’s full-time recruitment manager, ambassadors support undergraduate recruitment and outreach for all Liberal Arts departments and programs.
To strengthen coordination, improve communication, and advance the college’s strategic recruitment initiatives, three CLA Ambassador Student Coordinators (Leads) provide administrative, leadership, and program support. Each Lead receives a year-long scholarship and contributes essential work that shapes the prospective student experience and addresses the college’s most significant recruitment needs. 
Position Summary
CLA Ambassador Student Coordinators are emerging leaders committed to the Ambassador Philosophy and the Principles of Community. Each coordinator is assigned to one specialized leadership role, but all three function as a unified team that supports:
· Weekly ambassador meetings
· Campus visits and admissions events
· Strategic recruitment initiatives
· Team training, onboarding, and traditions
· Effective, proactive communication across the organization
Coordinators host four weekly office hours, complete assigned projects, and collaborate with professional staff, campus partners, and academic departments. They also help maintain welcoming, organized, guest-ready physical and virtual spaces for prospective students and their families.
Required Qualifications
· Current CLA Ambassador
· Cumulative 3.0 GPA (maintained each semester, flexible w/ communication)
· Full academic year availability (excluding breaks/holidays)
· Demonstrated commitment to the Ambassador Philosophy & Principles of Community
· Strong written and verbal communication skills
· Commitment to integrity, teamwork, inclusivity, and professionalism
· Interest in servant leadership
Preferred Qualifications
· Confident, proactive, and adaptable
· Organized, detail-oriented, and accountable
· Strong presentation and interpersonal skills
· Willingness to ask questions, seek clarification, and receive feedback
· Excited to learn new skills and support the evolving needs of the college
· Spanish Bilingual (optional)
Additional role-specific preferred skills are listed in each leadership section below.
Shared Responsibilities (All Coordinators)
All three Coordinators:
· Host 4 weekly office hours in the CLA Dean’s Office (Clark C138).
· Managing the claambs@ inbox
· Attend biweekly leadership team meetings + individual check‑ins (as needed).
· Assist with planning and facilitating weekly meetings.
· Maintain updated and organized digital files, transition notes, calendars, and resources.
· Support onboarding and training of new ambassadors and future coordinators.
· Assist with pre and post event organizing and takedown.
· Respond to inquiries from prospective ambassadors and assist with ambassador recruitment.
· Support admissions visit days, yield events, and special recruitment initiatives.
· Communicate proactively with the manager and team.
Leadership Roles
1. Recruitment Strategy & Research Lead
Focus: Focus: Semester master schedules, research, content development, strategic hiring support, training design.Career interests this role supports: Research & evaluation, Education and curriculum design, Student affairs / higher education, Program development, Communications and writing, Human resources & training, Nonprofit strategy
Focus: Semester master schedules, research, content development, strategic hiring support, training design.
Preferred Skills
· Strong curiosity and interest in data and research
· Ability to identify trends, insights, and best practices
· Strategic thinker who likes solving problems
· Enthusiasm for writing, planning, and idea development
Key Responsibilities
Semester & Meeting Planning
· Create the Fall and Spring Semester Master Schedules (meeting goals, activities, recruitment timelines, Choose CSU benchmarks).
· Place all hiring timelines, application deadlines, and meeting themes into each semester schedule.
· Poll ambassadors for preferred activities and integrate findings into weekly meeting planning.

Meeting Content Development & Training
· Prepare meeting materials: activity guides, links, guest speaker coordination, and collaboration with other leads.
· Plan meeting activities requiring specialized content (team builders, professional development, skills workshops).
· Lead at least one tour‑focused meeting each semester in partnership with Operations Lead.

Recruitment Research & Innovation
· Conduct ongoing research on recruitment data, trends in prospective student communication, including recruitment strategies, outreach methods, and ambassador program models.
· Identify creative, student-centered opportunities to strengthen CLA recruitment, reduce barriers, and increase engagement across departments.
· Recommend improvements to outreach and training based on observed trends.
· Develop small-scale projects that respond directly to the college’s recruitment deficits (e.g., inconsistent follow-through, uncoordinated departmental outreach, underutilized ambassador skills, gaps in early-stage engagement).
· Assist in messaging updates, communicating the value of a Liberal Arts degree.
Hiring & Selection Support
· Co‑manage hiring cycles by:
· Drafting application timelines and communications.
· Supporting interview question development and evaluation criteria.
· Participating in interviews as availability allows.

Team Development
· Support onboarding of new ambassadors and coordinators through training content, documents, and activity design.
· Lead team service project planning in the fall semester.
2. Ambassador Operations & Scheduling Lead
Focus: Scheduling, communication, Monday team emails, tour coordination, and operational consistency. Career interests this role supports: Project management, Operations or administrative roles, Event planning, Student affairs / higher education, Human resources, Business & organizational leadership, Client services, Communications
Preferred Skills
· Highly organized, reliable, and efficient
· Strong communication skills and time-management abilities
· Comfortable using calendars, scheduling tools, and structured workflows
Key Responsibilities
Scheduling & Coordination
· Schedule ambassadors for all events, tabling, K–12 visits, admitted student programming, and Choose CSUs.
· Schedule ambassadors for individual CLA tours, group visits, and personalized experiences and serve as a backup in case of emergencies.
· Create and track tours on Slate.
· Lead and create an agenda for biweekly leadership meetings.
· Manage availability sets and signup sheets.
Records & Tracking
· Maintain accurate team rosters, contact information, graduation terms, programs of study, and attendance records.
· Manage onboarding workflows: required trainings, surveys, access setup, calendar invites
· Oversee fall roster survey and annual roster rebuild.
Tour Experience Support
· Send weekly pre/post visit template emails to families and reminders to ambassador.
· Maintain updated tour documents, scripts, and training guides.
· Facilitate tour training sessions and shadow tours for new ambassadors.
· Propose improvements to the CLA tour experience each semester.
Meeting & Interview Logistics
· Manage interview scheduling during Fall (November) and Spring (February–March) hiring cycles (as needed).
· Coordinate sign‑up sheets for ambassadors assisting with interviews.
· Oversee scheduling for weekly meetings and leadership team meetings.
3. Marketing, Engagement & Events Lead
Focus: Social media, team engagement, digital storytelling, party/event planning, and documentation. Career interests this role supports: Social media & digital marketing, Public relations, Event planning, Creative content creation, Communications & journalism, Community engagement, Hospitality & guest experience, Student affairs / higher education
Preferred Skills
· Creative eye for visuals and social content
· Interest in photography, video, branding, or communications
· Friendly, outgoing, and community-oriented
· Organized enough to plan consistent posting
Key Responsibilities
Social Media & Marketing
· Manage the CLA Ambassadors Instagram account (@cla.ambassadors).
· Post at least twice per month; maintain a semester‑long social media plan following university brand guidelines.
· Develop an annual social media plan including themes, timelines, special campaigns, and recruitment-focused content.
· Monitor and respond to messages, identify ways to grow engagement, and collaborate with CLA Comms on cross-promotion.
· Document ambassador activities such as recruitment events, service projects, and community-building traditions.
· Coordinate semesterly team photos and keep ambassador profiles up-to-date on the website.
Weekly Communication
· Send the weekly Monday team email summarizing schedules, deadlines, reminders, and expectations.
· Share ad hoc updates throughout the week to keep the team aligned when needed.
Engagement & Community-Building
· Lead planning for: End‑of‑year celebration and senior gifts, holiday events (e.g., Halloween movie night, Valentine’s Day activity), and small community-building activities throughout the year such as Ambassador of the Year.
Event & Yield Support
· Assist with planning and preparation for admissions events (Choose CSU, Visit Days, Transfer programming) including signage, setup, documentation, and team instructions.
· Prepare materials for Involvement Expo including registration and ambassador sign‑ups,
Application Instructions
Application Deadline: January 26, 2026 
Submit materials directly to kristen.mullen@colostate.edu.
Required Materials
1. Resume detailing relevant experience (transferrable skills from nonprofessional work welcome)
2. Cover Letter indicating which Lead role(s) you are applying for, why you selected them, and how your experience aligns with the position
3. Two reference letters including at least one CLA faculty or staff member
Selection Process
Coordinators are chosen through a formal application, review, and interview process with the program manager, professional staff, and current ambassadors and leads.
Transition & Training
Attend a few office hours of current leads/manager to go over onboarding and transition documents before end of semester and shadow last event.

Hiring and Recruitment Cycles
Task					Primary 			Supporting
Meeting Master Schedule		Strategy			Ops + Marketing
Weekly Email				Marketing			Strategy + Ops
Leadership Meeting Agenda		Operations			Strategy + Marketing
Tours and Event Scheduling		Operations			Strategy + Marketing
Fall/Spring Involvement Expo	Marketing			Ops
Fall/Spring Ambassador Hiring	Operations (logistics) 	Strategy (timeline) + 										Marketing (promotion)
Fall/Spring Roster Updates		Operations			Marketing

Celebration Meetings		Marketing			Strategy + Ops

Fall Cleanup				Operations			Marketing

Admissions Events			All				All
Coordinator Hiring			Strategy			Ops + Marketing
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