
 
 

JOB DESCRIPTION                                                                                                                                                                                                    

Re cr u it in g a n d  Alu m n i Coord in a t o r  
 
 
REPORTS TO: Institu tion a l and  Program  Coord in a tor (IPC), GME Office  
 
EDUCATION & EXPERIENCE 
High  school d ip lom a - Associa te  degree  or h ighe r p re fe rred  

 
 
SKILLS 

1. Dem onstra ted  organ iza tiona l skills . 
2. Microsoft Office  fluency (Word , PowerPoin t, Exce l, Team s, Outlook – includ ing m ail m erges) 
3. Web based  te leconfe rencing skills  (Zoom , WebEx, e tc.) 
4. Exceptiona l in te rpe rsona l skills 
5. High  leve l of in tegrity, ab le  to  m anage  confiden tia l in form ation . 
6. Availab ility and  ab ility to  trave l as needed . 
7. Able  to  m ee t p roductivity standards for a ll ro le s. 

 
 
PRIMARY DUTIES 

1. Residen t and  Fe llow Applica tions  
a. Mainta in  up-to-d a te  recru iting in form ation . 
b. Assist re sidency se lection  com m ittee  (RSC) and  fe llow se lection  com m ittee  (FSC) cha irs  

and /or Program  Directors (PDs) in  app lican t screen ing crite ria  and  se lection  for in te rviews. 
c. Coord ina te  a ll aspects of the  in te rview processe s with  m in im al supe rvision , includ ing 

(bu t not lim ited  to): m ain tenance  of a ll app lican t da tabases; com m unica tion  (in itia l and  
follow up) with  app lican ts; e lectron ic m anagem ent o f re siden t and  fe llow in te rview 
schedule s; ove rsigh t of recru iting d inne rs, tours, lun ches, and  sign ifican t o the r visits; 
and  coord ina tion  of app lican t housing. 

d. Coord ina te  a ll aspects of the  RSC and  FSC processe s. 
2. Recru iting 

a. Coord ina te  re siden t and  fe llow recru iting in  con junction  with  Scheduling Coord ina tor 
b. Trave l for recru itm ent even ts as approved  by PDs and  IPC 
c. Create  and /or m ain ta in  re sidency and  fe llowship  socia l m edia  p re sence , as approved  by 

PDs. 
3. Rota ting Studen ts and  Residen ts 

a. Assist the  Regula tions Coord ina tor in  se lection  and  coord ina tion  o f studen t an d  
ou tside  re siden t rota tors, as assigned  by the  IPC 

b. Coord ina te  and  supe rvise  with  the  Regula tions Coord ina tor a ll onboa rd ing, orien ta tion  
pape rwork, and  tra in ing (m edica l clearance , background  checks, HIPAA and  ch ild  abuse  
reporting tra in ing, Ep ic access, e tc.) 

c. Coord ina te  ro ta ting studen t/re siden t schedule s with  Regula tions Coord in a tor and  
rota tion  supe rvising facu lty, if app licab le  

4. Alum ni Coord ina tion  
a. Coord ina te  a lu m ni com m unica tion  and  update s  
b. Assist in  p lann ing a lum ni reun ions or ce lebra tions. 
c. Assist IPC in  com ple ting and  m ain ta in ing re sidency ve rifica tion  docum en ts an d  

m ain ta in ing accura te  and  up-to-da te  a lu m ni da tabase  and  file s. 



 
 

 
 
OTHER DUTIES 
 Perform  othe r du tie s as assigned  pe r the  IPC and  Program  Directors 
 
PHYSICAL AND MENTAL REQUIREMENTS 
• Possess a  va lid  Texas d rive r’s license  and  appropria te  liab ility insurance  
• Visual and  aud itory accuracy 
• Shift length  – 8 hours/day, Monday th rough  Friday with  varia tion  for trave l days 
• Indoor se tting 
• Continuous use  of com pu te r 
• Long pe riods of sitting 
• Frequen t use  of te lephone  and /or sm art device s 
• Continuous repe titive  gra sp ing and  m anipu la tion  o f both  hands  
• Continuous conve rsa tiona l com m unica tion  
• Occasiona l reach ing, walking, squa tting, bend ing, kn ee ling, twisting and  clim bing 
• Occasiona lly carrying, lifting, push ing and  pu lling of up  to  25 lbs. 
• Occasiona lly working in  confined , noisy, dusty a reas  
• Frequen t use  of pe rsonal car 
• Understand /carry ou t sim ple /de ta iled , ora l/written  instructions  
• Mem orize  and  re ta in  instructions  
• Read  and  in te rpre t de ta iled  specifica tions 
• Menta l com pe tency 
• Tobacco non-use r 
• Physica l accom m od ations will be  im plem ented  where  necessary and  feasib le  
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