
 
 

Mesa Community College 
Enrollment Specialist Application 

 

Department Name:   Enrollment Services - Admissions & Records - Tier II 

Job Title:    Student Enrollment Specialist 

Pay Level and Rate:   $12.92/hr.  

Work Hours:   Monday-Thursday: 8:00am-6:00 pm, 8:00-am-5pm Friday - 25 hrs. per week 

Duties / Qualifications: Provide consistent and excellent customer service to a diverse population 
of prospective, current, and returning students, primarily via phone, ticketing system, email and 
chat. Provide information as a point of contact for students, determining their enrollment needs, 
answering questions and providing direction related to Enrollment Services. Process admission 
and registration forms; provide cashiering services; answer basic financial aid questions, provide 
general clerical assistance, filing and other duties as assigned. 

Please attach a completed application and cover letter.  

Minimum Qualifications:  

1. One (1) or more years of experience in a customer service setting involving a high 
volume of public contact 

2. Experience managing multiple tasks within a process or procedure 
3. Effective interpersonal and written communication skills 
4. Experience working with a diverse student/customer population 
5. Experience working with computer software applications such as Microsoft Office & 

Google Suite and internet applications 
 

Desired Qualifications: 

1. Associate Degree or higher, (or credit equivalent) 

2. Bilingual in a Foreign Language, Spanish preferred  

3. Experience working in a college setting 

4. Experience using my.Maricopa.edu Student Center 

5. Knowledge of Mesa Community College programs and services 

6. Experience using the Maricopa Student Information System (SIS), PeopleSoft 
 

Contact Person: Admissions & Records Staff 

Email: admissionsandrecords@mesacc.edu 

Campus Location/Room #: Southern & Dobson Campus, Enrollment Center Bldg. #39 
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Mesa Community College 

Enrollment Specialist Application 
 

 

Date:__________________________ 

Name: ________________________________                                           Student ID #:__________________________ 

Address: _________________________                City:_________________ State:_____________ Zip:_____________  

Phone#( ___)______________________                Email:__________________________________________________ 

Required Skills: 

✓ Excellent customer service and communication skills 
✓ Knowledge of MCC programs and services: my.Mariocopa.edu 
✓ Ability to use discretion and keep confidentiality 
✓ Experience using computers, general office skills 

 
Past Employment Experience (if any): 

Employer __________________________________          Employer_______________________________________ 

Address ___________________________________          Address_________________________________________ 

Phone #____________________________________          Phone #_________________________________________ 

Dates of Employment_________________________          Dates of Employment______________________________ 

Type of Work_______________________________          Type of Work____________________________________ 

Why do you want to work with Enrollment Services?______________________________________________________ 

Describe your previous customer service experience:_______________________________________________________ 

List your office skills:________________________________________________________________________________ 

Available work schedule 
 

Monday___________________________________________________________________________________________ 

Tuesday___________________________________________________________________________________________ 

Wednesday________________________________________________________________________________________ 

Thursday__________________________________________________________________________________________ 

Friday____________________________________________________________________________________________  

The Maricopa County Community College District (MCCCD) is an EEO/AA institution and an equal opportunity employer of protected 
veterans and individuals with disabilities. All qualified applicants will receive consideration for employment without regard to race, color, 
religion, sex, sexual orientation, gender identity, age, or national origin. A lack of English language skills will not be a barrier to admission 
and participation in the career and technical education programs of the District. 

The Maricopa County Community College District does not discriminate on the basis of race, color, national origin, sex, disability or age in 
its programs or activities.  For Title IX/504 concerns, call the following number to reach the appointed coordinator:  (480) 731-8499.  For 
additional information, as well as a listing of all coordinators within the Maricopa College system, visit 
http://www.maricopa.edu/non-discrimination. 
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