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Alumni Recruiting Network Program 
Introduction: Alumni Recruiting   
The Alumni Recruiting Network program at Oklahoma State University was created in response 
to alumni desire to help their alma mater, and the University’s need for alumni recruiters. The 
purpose of this program is to extend the reach of the Office of Undergraduate Admissions 
through the volunteer recruitment efforts of enthusiastic, well-trained, and knowledgeable 
alumni throughout the world.  
 
Roles of the Alumni Recruiting Network Volunteer  
The alumni recruiter assists the Office of Undergraduate Admissions by representing Oklahoma 
State University at various recruitment events and activities, and by identifying and maintaining 
contact with prospective students from the geographic area and community.  
 
As an alumni recruiter, you are the Office of Undergraduate Admissions representative in your 
community. This important role requires you to be familiar with our professional recruitment 
practices and adhere to them at all times. 
 

Specific Responsibilities: 
• Stay informed of basic admissions information.  

• Participate in alumni student recruiting programs.  

• Assist in coordinating events.  

• Provide feedback to the Office of Undergraduate Admissions and Alumni Association 
regarding recruitment materials and activities.  

 
Training  
The Office of Undergraduate Admissions and the OSU Alumni Association recognize the 
importance of providing training workshops and resource materials. Any time an alumnus is on 
campus, they can schedule an informational session through the Alumni Association. In 
addition, special training sessions are offered throughout the year. Additionally, a newsletter is 
mailed twice a year in the spring and in the fall and a training manual is provided in print and 
on the website. Attending one of the informational sessions offered each fall is another great 
way to be trained and brush up on important information.  
 
Staying In Touch  
Maintain contact with the Alumni Association Vice President and CMO via mail, email, FAX, or 
phone. Also, be sure you renew your membership with the OSU Alumni Association each year 
and maintain contact with your local chapter. 
  



Page | 3  
 

Office of Undergraduate Admissions Contact Information  
 
Address  
219 Student Union 
Stillwater, OK 74078  
 
Phone  
405.744.5358 (main) 
800.233.5019 
 
Fax  
405.744.7092  
 
Internet Site  
http://admissions.okstate.edu 
 
Email  
admissions@okstate.edu 

 

 

View a list of Undergraduate Admissions Counselors and recruitment regions at: 

http://admissions.okstate.edu/meetrep.html 
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Overview of Recruitment Opportunities 
 
There are numerous ways to get involved as an alumni recruiter. College Fairs, Admissions 
Events, and Student Send-Offs are just a few ways to help recruit prospective OSU students 
in your area.  
 
College Fairs/College Nights  
These programs are designed to give prospective students and families a chance to gather 
literature about many colleges and speak to admissions representatives in a single 
day/evening program. Fairs are usually large two-hour functions held at a high school or 
community center. Each institution is assigned a table where a representative stands to 
answer questions and display information.  
For further information see page 6.  
 
Admissions Events  
Admissions events are offered by the Office of Undergraduate Admissions across the 
country, often in a hotel meeting room or ballroom. A team of admissions officers and 
current students travel to these sites where they present a PowerPoint presentation, discuss 
admissions standards, and conclude with a question/answer session. Alumni serve as hosts, 
assist with registration, distribute information, and also have the opportunity to share 
information about upcoming chapter events.  
For further information see page 8.  
 
Student Send-offs  
Many OSU Alumni chapters host events for newly admitted students and their families. 
These informal picnics, socials, etc. are where current students, new students, and alumni 
are able to meet and socialize. The Office of Undergraduate Admissions tries to send a 
representative to nearby send-offs to answer any questions students may have.  
For further information see page 10.  
 
Adopt-a-School 
Alumni recruiters would assist the Office of Undergraduate Admissions by representing 
OSU at a local high school.  The alumni recruiter will identify and maintain contact with 
prospective students and guidance counselors from their local high school.   
For further information see page 12.  
 
Know A Future Cowboy Program  
Alumni recruiters are encouraged to identify prospective students in their community by 
sending names and addresses to the Office of Undergraduate Admissions. You may learn of 
these names from casual conversations at work or from clipping articles from the local 
newspaper.  Names can be submitted through the Know A Future Cowboy website at: 
futurecowboy.okstate.edu 
  
Also, high school guidance counselors can be contacted to learn the dates of important 
college fairs and other recruitment events. Volunteers should forward this information to 
the Office of Undergraduate Admissions.  An admissions representative will attend when 
possible.  Sometimes fairs are not attended due to travel costs or scheduling conflicts.  
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Informal Representation  
You can be just as effective of an alumni recruiter by doing informal recruitment as you can 
by helping out at formal recruitment opportunities! Some of the best interactions with 
students and parents are informal – with people you know in your community, at work, at 
school, etc. You can assist OSU simply by serving as a resource in your area and by being a 
positive ambassador for OSU on a regular basis.  And, wear your OSU orange.    
 
How we can help you  
The Alumni Association and the Office of Undergraduate Admissions will work in 
partnership with the alumni recruiters to provide the following support:  
 

• On-campus and special training sessions  

• Recruitment materials to be distributed at programs  

• Updates on policies, programs, and campus facilities  

• Support from the Alumni Association (answers to questions and concerns you have 
as a recruiter)  

• Bi-annual newsletter  

• Alumni Recruitment Network resource section of the orangeconnection.org site  
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Attending a College Fair  
 
One very valuable service provided by alumni recruiters is assisting members of the OSU 
Undergraduate Admissions staff at college fairs, or representing OSU at college fairs that a 
member of the OSU Undergraduate Admissions staff cannot attend.  
 
Preparation  
Invitations to college fairs must come to the Office of Undergraduate Admissions. The Alumni 
Association will arrange for alumni coverage and will respond to the host. You will be notified of 
events by either the Alumni Association or by the Recruitment Coordinator in your area.  
 
If you agree to cover a college fair, we will send you a copy of the invitation, along with other 
necessary information. Mark the date on your calendar.  
 
Materials for college fairs are sent to alumni recruiters prior to the event. Provided will be 
materials such as brochures, table banner, etc.  
 
Before going to the fair, please read all of the information carefully. It is important to review the 
Alumni Recruiting Network Handbook and the recent admissions materials as well. Most 
questions can be answered by the materials right in front of you!  
 
Dress appropriately. Neat, professional dress should be worn. Comfortable shoes will save 
aching feet later!  
 
Arrival and Set-Up  
Plan to arrive at least 30 minutes before the program starts. Read travel directions provided by 
the school, and remember that parking can be challenging at times. Check in when you arrive, 
and locate the assigned Oklahoma State University table.  
 
Most college fairs are an open shopper format. Tables are set up in a large area (often a 
gymnasium) and students and parents move from table to table to obtain brochures and ask 
questions.  
 
Don’t crowd too many representatives behind one table, but remember to stay behind the table 
and not in the aisles.  
 
Talking with Students and Parents  
Conversations are usually short, and concern very basic information. Start by sharing the 
admissions information provided for the University.  
 
Don’t steal students from other tables. The interested ones will come. Stand behind your table, 
even if a chair is provided, to advertise approachability.  Smile and show your enthusiasm for 
OSU.  
 
Specific Questions  
Direct them to the Office of Undergraduate Admissions or the University website.  
 
Please do not answer a question unless you are 100% sure of the answer.  
 



Page | 7  
 

Contacts  
Please ask students to complete the Information Cards.  In addition, make sure each student 
leaves the booth with an admission packet.  Please let them know to register online as a 
prospective student (and this will get them on our mailing list, etc.), if they do not submit an 
information card at the table.  
 
The admission information packets will include information on: 

• Admission requirements and suggested application/scholarship dates 
• Scholarship opportunities  
• Campus life  
• A list of majors & programs  
• Campus visit and event information  

 
It is important to encourage each student to:  

• Apply early for admissions and residential halls 
• Schedule a campus visit  

 
Departure  
We prefer that our representatives stay until the completion of the program, even if other 
representatives working around you leave before the designated time.  
 
Complete the fair evaluation if provided (there is also an Alumni Recruiting Network evaluation 
on which you should ask questions and give comments).  
 
Thank the host school, and leave your name and address as a local contact person (business 
card is fine, too). It is appropriate to leave the high school extra brochures and your business 
card.  
 
Wrap-Up  
Return the banner and all unused materials in the postage-paid envelope immediately. Include 
the completed evaluation and any other input you may have.  
 
THANK YOU for your time, energy, and enthusiasm!  
 

Important!  
Immediately return the completed Information Cards, evaluation form, banner, and any unused 
materials to OSU. It is important to do this right away, as we need to reuse the banners and 
materials for other events after yours.  
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Assisting with Admissions Events   
 
OSU admission events and programs are where teams of representatives from OSU offer an 
overview and presentation to students and their families. The teams consist of an admissions 
representative(s) and current OSU students. Previews are generally held at hotel banquet 
facilities, community centers, or high schools. A typical evening includes:  

• Welcome by the OSU alumni chapter representative  

• Presentation done by the admissions representative and current students where possible  

• Information about admissions, housing, scholarships, finances, etc.  

• Question and answer period  
 
Who is invited?  
Invitations are typically extended 4-6 weeks prior to the program to all students on the OSU 
mailing list within 60 miles of the site. Previews are held in markets across the country. The 
geographic areas for these programs have been determined by studies of past application and 
matriculation. Our schedule seeks to cover all areas in which we have a significant volume of 
present students and/or the potential for strong student enrollment in the future. While we 
would like to cover more areas (and do more fairs), resources are limited. We also would like to 
avoid the psychological impact of a low-attended event, giving the impression that few people 
are interested in OSU. You can see the most recent listing of OSU recruitment events and 
activities at: http://admissions.okstate.edu/events.html 
 
How can you help?  

• Identify facilities where the programs might be held  

• Provide alumni hosts to greet and welcome students as well as assist with registration  

• Ask the alumni chapter to provide financial support to help sponsor an event in the area  

• Provide refreshments (punch, soda, coffee/tea, cookies, fruit, etc.) to serve at the Preview  
• Donate giveaway or raffle items for event attendees  

 
The Program Day  

• Arrive early! Assist with set up, registration, greeting, refreshments, etc.  
 
A few cautions:  

• Confine your personal conversations to general comments about the campus and 
feelings about how it helped prepare you for your career.  

• Refer specific questions (residence hall life, academics, etc.) to the campus 
representatives.  

• Do not ―hard sell any particular position—the program is designed to be general in its 
scope.  
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Hosting a Student Send-Off  
 
Many alumni chapters choose to host a Student Send-Off event for incoming freshmen students, 
returning OSU students and parents, and local alumni. This can be very productive in bringing 
together students, families, and OSU alumni in their home area, and reinforces the decision 
made by students and their parents to attend OSU.  
 
It is important to give the proper message and signals at your meeting. The goal of the Send-Off 
is to help each student have a positive experience at OSU, starting in their home community.  
 
Things to Do  

• On the invitation, encourage parents to attend. (Alumni Association prints and mails the 
invitation – you/chapter provide the information.)  

• Give good directions.  

• Include a contact telephone number and name for questions.  

• Encourage attendance by reducing the formality of the event (e.g. Drop by and see us 
from 6 to 8 pm).  

• Have a name tag table and two greeters to welcome guests.  

• Design event activities to include all guests.  

• Design activities with the social aspect in mind. Let people mingle.  

• Encourage the new and returning students (if space permits) to meet. (These names and 
addresses can be obtained from the Alumni Association.)  

• Make everyone feel welcome and comfortable.  

• Make it a free event – invite the students and parents as your guests.  
 
Things Not To Do  

• Avoid portraying (on the invitation or at the event) the image of the university as a party 
school.  While there are ample social opportunities, the academic mission should be 
displayed first and foremost.  

• Don’t plan a formal program for this event. A brief welcome is sufficient.  

• Avoid encouraging returning students or alumni to tell their war stories.  Also avoid 
dwelling on the school located in Cleveland County. Instead, emphasize cultural and 
community experiences.  

• Avoid trying to answer a question about OSU that would best be answered by a 
member of the university staff. Sometimes an admissions representative will be at the 
Send-Off; otherwise, encourage students to contact the Office of Undergraduate 
Admissions for answers to specific questions.  

• Plan the event at the same time as a significant community event.  
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Program Ideas  
Cookout  
Picnic  
Breakfast/Brunch  
Pizza Party  
Make-your-own sundaes party  
 
…or whatever would work best in your community  
 
(SAMPLE) 
 
Who: The OSU Alumni Denver Chapter of invites you and your parents to meet alumni and 
other students in the Denver area who will be, or are attending OSU.  
What: A cookout  
When: Saturday, August 2  
12 noon-2 pm (lunch, announcements, and introductions)  
Where: Forest Park, Shelter A, take highway 40 to the…  
 
Contact Information  
If you are interested in hosting a Student Send-off, contact Josh Pulver at the  
Alumni Association at 405-744-8717 or josh.pulver@okstate.edu.  
Each alumni chapter hosting a Student Send-off will receive a packet from the Alumni 
Association including a sheet of announcements to share with new students, a few give away 
items, etc. 
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Adopt-a-School  
 
Please contact your adopted school by using the contact information we provide to you by mid 
September. 

• Contact via email and by phone 
• Arrange a meeting to introduce yourself if possible 
• If a representative of the Undergraduate Admissions Office travels to your school, he/she 

will contact you to see if you can accompany him/her on the visit 
• Introduce yourself as a local resource available to prospective students that have 

questions about Oklahoma State University 
• Provide your preferred contact information for prospective students to contact you if 

they have questions 
 
Please contact admitted students. 

• We will provide you with data on admitted students throughout the year 
• Call or email these students to congratulate them on their acceptance, and offer to 

answer any questions they may have (suggested script and email to come) 
• Offer to meet them (and their parents) to discuss attending Oklahoma State University 

 
Please communicate with us. 

• Be sure to notify us if a student informs you that they decide to attend OSU or if they 
decide to attend another university 

• If you have any questions that you are unable to answer, don’t hesitate to ask us to 
contact the student 

 
Please remember: 

• That you are a resource for students as they make their decision. We are not asking you 
to assess a students’ admissibility  

• This is a great way for you to show your passion for your alma mater  
• To be respectful of other institutions the student may be considering 
• We do not wish to convince students to come to OSU, but rather help guide them 

through the decision-making process 
• Your communication can help students decide whether or not they will attend 

Oklahoma State University 
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Interaction: Tips and Guidelines  
As Alumni Recruiters, you are OSU’s best resources!  
 
Do’s for Alumni Representatives  

• Be friendly, attentive, and smile. The best thing you can do is to convey your enthusiasm 
for OSU with those who come to talk to you. They are more apt to remember an 
impression of OSU than the details you discuss.  

• Enjoy the fact that you are sharing your alma mater with prospective students and their 
families. However, try not to resort to talking about old times on campus. Their interest in 
even recent history will not be great. Stress your feelings about the university and the 
preparation it provided for your life right now.  

• Realize that OSU is not for everyone.  

• Realize that the way you represent yourself is the way you are representing Oklahoma 
State University. You are OSU in the eyes of the students and their families.  

• Know the basics (admissions requirements, costs, facts).  

• Make sure the students and the families know you are an alumni representative.  

• Make sure that if you say you will get back to someone that you do.  

• Dress professionally (or in accordance with the community) when representing OSU. 
Orange or orange business casual attire is appropriate.  

 
Don’ts for Alumni Representatives  

• Don’t be afraid to say you don’t know the answer to a question. Have the student 
contact the Office of Undergraduate Admissions or the specific college/department 
directly.  

• Don’t say negative things about other institutions (including the school in Cleveland 
County). Discuss OSU’s strengths, not other schools’ perceived weaknesses.  

• Don’t guarantee admission, or even speak to specific possibilities. Only the Office of 
Undergraduate Admissions can make admissions decisions.  

• Don’t use a specific student as an example. All conversations about admissions must 
remain confidential.  

 
Interacting with Prospective Students and Their Families  
It is important to remember that the impression a student or family gets when speaking with 
you may be their first impression of the University. It is our goal to provide the most accurate 
information possible so that the students and their families will be able to make an informed 
decision about which college or university to attend.  
 
Oklahoma State University has a great deal to offer students, but OSU may not be right for 
everyone. For this reason, it is best not to solicit interest in OSU, but rather answer questions to 
those who are already interested. Keep in mind that we are looking for students with the proper 
preparation to succeed at OSU.  
 
Visiting the campus should be strongly encouraged! Whether you are volunteering in-state or 
outside of Oklahoma, we would like you to promote a campus visit. The contact information for 
scheduling a campus visit is included in the admission information packets or can be located 
online at: http://admissions.okstate.edu/tour.html. 
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Tips on Interacting with Families  
• Establish eye contact.  

• Be approachable. It is easier to talk to people who look like they’re enjoying themselves. 
A smile and a handshake may help make them feel more comfortable.  

• Be honest. Do not tell a student or parent what you think they want to hear. Accuracy is 
a must!  

• Answer their questions. Stay focused on their interests.  

• Make each person attending feel important.  

• Have fun!  
 
Questions You Can Ask Prospective Students  
Occasionally students are hesitant in asking questions. The following are things to ask students 
to help initiate a dialogue.  

• What made you consider Oklahoma State University?  

• What are you thinking about majoring in?  

• Have you ever visited the campus?  

• What other colleges and universities are you considering? What are you looking for in a 
college?  

• What are your general impressions of OSU?  
• What do you do in high school now? 
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Recruiting Freshmen: The Admissions Process  
 
It is not your role or responsibility as an alumni recruiter to discuss a student’s admissibility with 
them. However, there are some key things that you should know about the admissions process 
and be able to share with students.  
 
OSU reviews applications individually, and on a rolling basis, meaning that processing occurs as 
the applications come to the office. Students are considered based on their academic records, 
performance and answers to the seven admission/scholarship questions.  
 
There is no early decision at OSU. However, students can apply and be admitted following their 
Junior year of high school. Students complete the (very simple) joint application for admission 
and scholarships and send it to the Office of Undergraduate Admissions.  Please also encourage 
the student to request a transcript be sent to OSU from their school. Students are encouraged to 
apply on-line at: http://admissions.okstate.edu/apply 
 
Generally, a student will receive a decision from the Office of Admissions in approximately 3-5 
weeks. (Sometimes grades are requested from first semester of the senior year.) We recommend 
that students apply in the early fall of the senior year. Applications are processed, and admission 
decisions are mailed, in the order that they are received and completed.  
 
The Freshmen Application Process:  

~An application is ready for review at OSU when the following items have been received:  
• The Undergraduate Application (online or paper)  

• An official high school transcript (sent from the high school and embossed with the 
seal of the school, an original ink stamp, or signature of the certifying school official)  

• ACT/SAT test(s) scores, if not on the transcript. A photocopy will suffice 

• The $40.00 application fee (online with credit/debit card or checks made out to 
Oklahoma State University if applying by paper)  

 
OSU has competitive admission requirements and reviews applications with emphasis on 
preparation and academic performance throughout high school.  
 
It is important to stress that OSU looks at a combination of factors when making admissions 
decisions. You can share minimum standards, but only Admissions staff members can assess a 
students’ admissibility. 
 
None of these factors for admission stand alone, they are all considered together as a package 
and an admissions decision is made based on the combined information. 
 
Freshman Admissions Time Line  
Although OSU does have a rolling admissions process, there are priority dates. Recommended 
dates for admission:  

• Early October: Date we recommend that students apply in order to be considered for the 
maximum amount of scholarship opportunities that they may be eligible for.  Some 
scholarships that have limited awards available, are awarded to those who apply first.   

• Early to Mid October: Date we recommend that students apply for housing in order to 
be considered for their first preference.   

• February 1: Priority date for scholarship consideration.  
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Oklahoma State University-Fast Facts  
 
Student Population: 22,768  
 
Campus Activities/Student Programs: 400+ student clubs and organizations 
 
Academics: 250+ undergraduate majors and degree programs  
 
Colleges & Schools: Six undergraduate colleges, The Honors College, the Center for Health 
Sciences, and the Center for Veterinary Health Sciences  
 
Student-Faculty Ratio: 19:1  
 
Honors College Performance: 94% of Honors College students earn A’s and B’s 
 
Medical and Law School Placement: OSU students are accepted to medical and law schools at 
rates above the national averages 
 
Residence Halls: 27 on-campus residence halls (all freshman are required to live on campus their 
first year)  
 
Dining: 30 on-campus dining options  
 
Campus Size: 840 acres  
 
Athletics: 48 National Championships (more than any Big 12 school and the fourth most of any 
school in the nation) 
 


