
Graduate Student Graduate Student 
Recruitment Recruitment 
WorkshopWorkshop

Office of Graduate StudiesOffice of Graduate Studies
8:00 8:00 –– 9:30 a.m., September 10, 20049:30 a.m., September 10, 2004
Centennial Room, City Campus UnionCentennial Room, City Campus Union



Workshop GoalsWorkshop Goals

I.I. Increase awareness of graduate student application and Increase awareness of graduate student application and 
enrollment trends.enrollment trends.

II.II. ““Best practicesBest practices”” for graduate student recruitment.for graduate student recruitment.

III.III. New procedure for departments to pay the onNew procedure for departments to pay the on--line line 
application fee for recruiting outstanding prospects.application fee for recruiting outstanding prospects.

IV.IV. Recruitment grant and fellowship application process and Recruitment grant and fellowship application process and 
timeline.timeline.
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Some Some ““Best PracticesBest Practices”” for for 
Recruiting Graduate StudentsRecruiting Graduate Students

Research
Prospect
Inquire
Apply
Offer
Accept

Enroll

Retain



The goal of this stage is The goal of this stage is 
to lay the foundation for a to lay the foundation for a 

successful recruitment plan. successful recruitment plan. 

Research



Identify Target Student Identify Target Student 
CharacteristicsCharacteristics

Need to be able to quickly assess  Need to be able to quickly assess  
potential graduate students potential graduate students 

Research



Talk to Current StudentsTalk to Current Students

What brought them to your program?What brought them to your program?
How could you make your graduate How could you make your graduate 
recruitment better?recruitment better?

Research



Talk to Admitted but NonTalk to Admitted but Non--enrolled enrolled 
Graduate StudentsGraduate Students

Why did they choose not to attend UNL?Why did they choose not to attend UNL?

Research



Review CompetitorsReview Competitors’’ Materials Materials 

Compare the quality of your materials
Look for ideas on how to improve your       
own materials

Research



Identify Strengths of Your Program Identify Strengths of Your Program 

What are your selling points?What are your selling points?
What makes you uniqueWhat makes you unique
Showcase faculty and student awards,     Showcase faculty and student awards,     
& significant accomplishments& significant accomplishments

Research



Monitor Your Web PresenceMonitor Your Web Presence

How do potential students find you?How do potential students find you?
How many hits do you have on your site?How many hits do you have on your site?
What pages do people view?What pages do people view?
What is the path people use to find information?What is the path people use to find information?
How long do people stay on your site?How long do people stay on your site?

Look for ways to maximize efficient access to Look for ways to maximize efficient access to 
information. information. 

Research



The goal of this stage is The goal of this stage is 
get someone to express get someone to express 

an interest in your program.an interest in your program.

Prospect



Build a Database of Faculty at Build a Database of Faculty at 
Surrounding Colleges Surrounding Colleges 

Send information about your graduate programs Send information about your graduate programs 
Offer to make research presentations Offer to make research presentations 
(seminars/colloquia) at their campus, preferably (seminars/colloquia) at their campus, preferably 
at your expense (always include information on at your expense (always include information on 
your graduate programs)your graduate programs)
Develop relationships so they will encourage their Develop relationships so they will encourage their 
students to apply at UNLstudents to apply at UNL

Prospect



Build a Database of Your Alumni Build a Database of Your Alumni 

Send information on your graduate programs Send information on your graduate programs 
Keep alumni informed on new developmentsKeep alumni informed on new developments
Encourage alumni to return for further studyEncourage alumni to return for further study
Invite alumni to assist with recruitment effortsInvite alumni to assist with recruitment efforts

Prospect



Host a Research SymposiumHost a Research Symposium

Invite area faculty, students, and practitionersInvite area faculty, students, and practitioners
Offer Offer CEUCEU’’ss (if appropriate)(if appropriate)
Make the symposium free and pay the travel Make the symposium free and pay the travel 
expenses (if possible)expenses (if possible)
Offer Offer ““scholarshipsscholarships”” to target students (if unable  to target students (if unable  
to pay full expenses)to pay full expenses)
Include information about graduate programsInclude information about graduate programs

Prospect



Host a Summer Research Host a Summer Research 
Experience Experience 

Invite targeted students to work in your Invite targeted students to work in your 
department for the summerdepartment for the summer
Give students the opportunity to Give students the opportunity to 
experience graduate level work while also experience graduate level work while also 
encouraging them to pursue a graduate encouraging them to pursue a graduate 
degree at UNLdegree at UNL

Prospect



Purchase Names of Purchase Names of 
Prospective Students Prospective Students 

GREGRE
Professional AssociationProfessional Association’’s membership lists s membership lists 
Student organizations and honorary Student organizations and honorary 
membership listsmembership lists

Prospect



Specialty Area ConferencesSpecialty Area Conferences
(If appropriate or possible)(If appropriate or possible)

Include information about your graduate Include information about your graduate 
programs during presentationsprograms during presentations
Help sponsor the conferenceHelp sponsor the conference
Host a recruitment table in the exhibit hallHost a recruitment table in the exhibit hall
Host a reception for  your alumni and Host a reception for  your alumni and 
prospective studentsprospective students

Prospect



Send Letter to Authors of Send Letter to Authors of 
Recommendation LettersRecommendation Letters

Acknowledge receipt of their letterAcknowledge receipt of their letter
Thank them for their recommendationThank them for their recommendation
Invite them to recommend other studentsInvite them to recommend other students
Include information on your graduate Include information on your graduate 
programsprograms

Prospect



Purchase Advertisements Purchase Advertisements 

Specialty journalsSpecialty journals
Association magazines Association magazines 
Local college newspapers Local college newspapers 

Prospect



Develop Materials for Mailing to Develop Materials for Mailing to 
Students, Alumni and Departments Students, Alumni and Departments 

Posters Posters -- include postageinclude postage--paid reply card to paid reply card to 
request more informationrequest more information
Postcards Postcards –– include images of people, department include images of people, department 
facts and website addressfacts and website address
Brochures Brochures –– include degree programs, funding include degree programs, funding 
opportunities, faculty, and areas of            opportunities, faculty, and areas of            
research expertiseresearch expertise

Prospect



The goal of this stage is The goal of this stage is 
to get the student to get the student 

to apply to your program!to apply to your program!

Inquire



Each Person Who Expresses Each Person Who Expresses 
Interest is a Potential StudentInterest is a Potential Student

Begin the process of developing a Begin the process of developing a 
relationship with them as soon as possible relationship with them as soon as possible 
–– ultimately students will choose their ultimately students will choose their 
program based on the program based on the peoplepeople with whom with whom 
they will workthey will work

Inquire



Capture Basic InformationCapture Basic Information

Collect basic information as soon as Collect basic information as soon as 
possible to evaluate if the inquirer falls possible to evaluate if the inquirer falls 
into your target profile into your target profile –– concentrate your concentrate your 
most aggressive efforts on your top most aggressive efforts on your top 
studentsstudents

Inquire



Respond to Requests for Respond to Requests for 
InformationInformation

Within 24 to 48 hours, followWithin 24 to 48 hours, follow--up via up via 
phone, email or mail (as appropriate) phone, email or mail (as appropriate) 

Inquire



FollowFollow--up on Your Followup on Your Follow--upup

Within 1 to 2 weeks, followWithin 1 to 2 weeks, follow--up again via up again via 
phone or email phone or email 
Verify that they received the information, Verify that they received the information, 
found the web site, got their questions found the web site, got their questions 
answeredanswered

Inquire



Have a Planned Have a Planned 
Communication StrategyCommunication Strategy

Develop multiple ways to communicateDevelop multiple ways to communicate
Use post cards, letters, emails, Use post cards, letters, emails, 
newsletters, etc. newsletters, etc. –– keep them short and keep them short and 
relevant relevant 

Inquire



Other Strategies Other Strategies 

FollowFollow--up on inquiries who have not up on inquiries who have not 
applied and encourage them to apply or applied and encourage them to apply or 
see if their plans have changedsee if their plans have changed
Offer to pay the application fee for your Offer to pay the application fee for your 
top recruitstop recruits
Offer to arrange/pay for a campus visit Offer to arrange/pay for a campus visit 

Inquire



The goal of this stage is to assist the student in The goal of this stage is to assist the student in 
completing their application and setting a completing their application and setting a 
realistic expectation about the admissions realistic expectation about the admissions 

process/decision timeline.process/decision timeline.

Apply



Acknowledge all ApplicationsAcknowledge all Applications

Within 24 to 48 hours, let the student know you Within 24 to 48 hours, let the student know you 
have received their applicationhave received their application
Review any additional materials neededReview any additional materials needed
Explain admissions process (files reviewed when Explain admissions process (files reviewed when 
complete/after a particular date, when they can complete/after a particular date, when they can 
expect a decision)expect a decision)
Make sure they have a contact for future Make sure they have a contact for future 
questionsquestions

Apply



Track the Status of the Application Track the Status of the Application 

Let the student know whenever Let the student know whenever 
application materials have been received, application materials have been received, 
especially letters of recommendationespecially letters of recommendation
Keep them informed on the status of their Keep them informed on the status of their 
applicationapplication

Apply



The goal of this stage is to instill a sense of honor The goal of this stage is to instill a sense of honor 
in receiving the offer of admission and to in receiving the offer of admission and to 
encourage the student to accept the offer.encourage the student to accept the offer.

Offer



Make Offers in a Timely MannerMake Offers in a Timely Manner

Make offers verbally on the phone, then Make offers verbally on the phone, then 
followfollow--up with official letters up with official letters 
Time offers to arrive before, or at the Time offers to arrive before, or at the 
same time as, your competitors make same time as, your competitors make 
their offerstheir offers

Offer



Make the Financial Offer as Make the Financial Offer as 
Soon as You CanSoon as You Can

Don’t hold up the admission decisions if the 
financial offers are not finalized (if possible)
When deferring the financial offers, provide 
information as to when or if the students 
can expect a financial offer

Offer



Other StrategiesOther Strategies

FollowFollow--up to make sure the official letters up to make sure the official letters 
have been receivedhave been received
Offer to arrange or pay for a campus visit Offer to arrange or pay for a campus visit 
if the student is slow to accept an offerif the student is slow to accept an offer

Offer



The goal of this stage is to The goal of this stage is to 
maintain contact with the student. maintain contact with the student. 

DonDon’’t admit them and then forget about them.t admit them and then forget about them.

Accept



StrategiesStrategies

Provide information and assistance in Provide information and assistance in 
relocating to Lincolnrelocating to Lincoln
Maintain contact throughout the interim Maintain contact throughout the interim 
period between admission and enrollmentperiod between admission and enrollment

Accept



The goal of this stage is to make a smooth The goal of this stage is to make a smooth 
transition for the student. transition for the student. 

Enroll



OrientationOrientation

Plan an orientation program to assist Plan an orientation program to assist 
students in acclimating to the life of students in acclimating to the life of 
graduate student at UNLgraduate student at UNL
Explain departmental expectations and Explain departmental expectations and 
proceduresprocedures

Enroll



The goal of this stage is The goal of this stage is 
to retain the student through theto retain the student through the

completion of their graduate degree.completion of their graduate degree.

Retain



RetainRetain

Remember it is much easier to retain a Remember it is much easier to retain a 
student than to recruit a new onestudent than to recruit a new one
Follow Follow ““Best PracticesBest Practices”” when advising when advising 
graduate studentsgraduate students
Be responsive to student concernsBe responsive to student concerns

Retain



New Procedure for Departments to New Procedure for Departments to 
Pay the OnPay the On--Line Application FeeLine Application Fee



Recruitment Grant and Fellowship Recruitment Grant and Fellowship 
Application Process and TimelineApplication Process and Timeline

New 3New 3--page application formpage application form

Form includes both the recruitment grant & Form includes both the recruitment grant & 
fellowship requests and budget informationfellowship requests and budget information

Make Make twotwo copies of the completed application formcopies of the completed application form

Submit the copies Submit the copies directlydirectly to the Office of Graduate to the Office of Graduate 
Studies by September 24 (Studies by September 24 (this is a changethis is a change))

We will seek Academic Dean rankings by October 8We will seek Academic Dean rankings by October 8

Units notified of their awards beginning October 15Units notified of their awards beginning October 15









Recruitment Information on the Recruitment Information on the 
Graduate Studies WebsiteGraduate Studies Website
www.unl.edu/gradstudieswww.unl.edu/gradstudies

Application form Application form 
Recruitment Workshop slidesRecruitment Workshop slides
Fellowship descriptionsFellowship descriptions
Graduate Student Professional Development Graduate Student Professional Development 
BrochuresBrochures
Scheduled Appearances at Graduate & Scheduled Appearances at Graduate & 
Professional School FairsProfessional School Fairs


