
 

 

M E M O R A N D U M 

TO:   Jaclyn Birks 

Director of Admissions 

 

FROM:  Kim Harvey-Manus  

Vice President of Student Services 

 

DATE:  December 9, 2025 

 

RE:   Institutional Assessment – Admissions 

 

CC:   Carrie Greer, Senior Director of Enrollment Management 

  Dena McCaffrey, President 

 

This memorandum outlines the accomplishments and proposed action plans as detailed in the 

2025 Institutional Assessment for the Office of Admissions. 

 

Accomplishments 

The Office of Admissions has made remarkable progress since its reformation in 2020, 

advancing Jefferson College’s mission and contributing directly to the strategic priorities of 

Student Success and Community Engagement. Major accomplishments include: 

1. Departmental Reformation and Strategic Growth 

• Re-established the Office of Admissions as a stand-alone department in 2020, creating 

specialized positions such as Admissions Technician, Early College Coordinator, 

Admissions Representative, and Admissions Specialist. 

• Implemented a staffing model that provides targeted support for high school, adult, and 

early college populations, ensuring efficient and personalized service delivery. 

2. Digital Transformation and Service Innovation 

• Transitioned all major admissions functions to digital and virtual formats during the 

COVID-19 pandemic, including electronic acceptance letters, virtual information 

sessions, and online advising. 

• Integrated Calendly software for campus tour scheduling and collaborated with IT to 

automate application status notifications, creating a more user-friendly experience. 

3. Recruitment, Outreach, and Enrollment Recovery 

• Rebuilt recruitment momentum post-pandemic, increasing prospective student contacts 

from 170 (2020-2021) to over 2,000 annually. 

• Expanded outreach through email, phone, and text communication, with the launching 

of EdSights Admissions in fall 2025 for automated admitted student engagement. 



 

 

• Developed and institutionalized Preview Day in 2022, drawing over 160 students in 

2025 and achieving a 73% conversion rate to fall enrollment. 

4. Early College Program Expansion 

• Achieved steady growth in dual credit and dual enrollment, serving 955 students in fall 

2025 (25.6% of overall headcount). 

• Increased dual credit course offerings from 33 (2017-2018) to 73 (2025-2026) and 

expanded instructor participation to 43. 

• Earned positive feedback from high school partners, with 100% of dual credit 

instructors rating their overall experience with Jefferson College Early College as good or 

excellent and over 90% of counselors rating their overall experience as excellent. 

5. Process Improvements and Fraud Prevention Leadership 

• Partnered with 25th Hour Communications to redesign all Admissions web pages, 

emails, acceptance materials, and the viewbook for clarity and engagement. 

• Led institutional and statewide efforts to combat admissions fraud, developing 

verification and flagging systems in collaboration with IT staff that have become models 

for Missouri community colleges. Admissions staff presented on best practices at the 

Missouri Association of Collegiate Registrars and Admissions Officers (MACRAO) and 

Missouri Community College Association (MCCA) conferences in 2025. 

6. Assessment and Continuous Improvement 

• Achieved a 78% student satisfaction rate on the Ruffalo Noel Levitz Student 

Satisfaction Inventory for ease of application (respondents scored the College as a 6 or 7 

on a 7-point scale). 

• Created an Adult Learner Technology Orientation to support returning students based 

on adult learner feedback, with 100% of participants reporting increased confidence using 

college technology. 

 

Summary of Action Plans 

To align with Jefferson College’s strategic priorities, the Office of Admissions has developed the 

following institutional and departmental action plans: 

1. Increase Applicant-to-Enrollee Conversion Rate 

• Raise the fall 2026 applicant-to-enrollee conversion rate by 2%. 

2. Expand Market Share of In-District High School Graduates 

• Increase by 2% the proportion of Jefferson County high school graduates enrolling in 

fall 2026. 

3. Strengthen Conversion of Early College Students 

• Increase the postsecondary enrollment rate of dual credit, dual enrollment, and ATS 

students by 2% in fall 2026. 



 

 

4. Develop a Homegrown Customer Relationship Management (CRM) System 

• Collaborate with Information Technology to build a comprehensive system to track 

prospective and admitted student outreach by FY2030. 

5. Enhance Collaboration for Adult Learner Engagement 

• Form a cross-functional task force with Workforce & Employment Services and Adult 

Education to develop coordinated pathways and support resources for returning/adult 

students. 

6. Strengthen Communications and Recruitment Planning 

• Complete a comprehensive review and update of all outgoing communications by July 

2026. 

• Develop a comprehensive recruitment plan aligned with the 2026-2030 Strategic Plan 

and related integrated plans (Student Services and Academic Plans) to guide future 

growth and marketing efforts. 

 

The Office of Admissions has been evaluated as Meets Expectations. The department’s 

accomplishments demonstrate strategic leadership, innovation, and a student-centered approach 

that continue to advance Jefferson College’s mission and strategic priorities. I appreciate your 

team’s dedication and look forward to seeing continued growth and success in the years ahead. 

 


