The Ultimate Checklist for Improving
Communication & Boosting Student Enrollment

It should come as no secret that good communication is the most effective way to engage students and
attract them to your campus. The issue: Effective communication isn't easy. If your team wants to improve
the way it communicates with prospective students, manages ongoing relationships, and keeps track of
key interactions, this checklist is for you.

Step 1: Align Your Goals Across Departments

[] lIdentify and engage key stakeholders: Most likely, these include staff from admissions,
marketing, student services, and IT.

Set shared goals for enrollment, retention, and engagement: It's critical to have
everyone on the same page.

workflows should work together across departments to improve enrollment outcomes.

[] Develop a unified communications vision: Determine how communication and

Determine key performance indicators (KPIs): Make sure that these align with
institutional goals (e.g., application completion rates, response times, retention rates).

Step 2: Identify Communication Gaps & Challenges

[] Assess current communications tools: \Which communications tools (email, phone,
text, etc.) are you using? Are these the same across all your departments?

Evaluate how you track student communication: Are you able to access the full history
of interactions with a student, no matter where the communication happened?

or current students from different departments? Why might this be happening?
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[] Identify messaging inconsistencies: Are you sending mixed messages to prospective
L]

Determine missed touchpoints: Are there critical steps that your team consistently
overlooks (application reminders, registration alerts, retention check-ins, etc.)?

Step 3: Analyze Workflow Efficiency

[] Audit current administrative processes: Are tasks like document submission,
approvals, and communications still done manually?

Identify bottlenecks: Where do processes get delayed, and who is responsible
for each step?

or do silos create challenges in delivering smooth student experiences?
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[[] Assess cross-departmental collaboration: Are teams able to collaborate seamlessly,
]

Measure staff time spent on repetitive tasks: What portion of your team's time is
spent on repetitive tasks that could be automated?




Step 4: Build Your Communication & Workflow Strategy

[] Define your target audience segments: Consider factors like demographics, interests, and
engagement history to create targeted strategies.

Map the student journey: Identify key touchpoints at each stage (e.g., inquiry, application,
enrollment, retention) and align them with student needs.

Set clear objectives for each communication phase: \What are your goals for each
stage of the student lifecycle (e.g., increase applications to improve retention)?

Design workflows to support engagement goals: Identify departments that need to
collaborate. Develop workflows that connect these departments.
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Identify opportunities for automation: What processes or tasks (e.g., follow-up emails,
document requests) could be automated to reduce manual work and minimize errors?

Step 5: Implement Essential Systems & Tools

[] Choose the right tools: Choose systems that integrate departments, automate tasks,
and streamline communication.

Integrate systems across departments: Ensure that all departments have access to
up-to-date information and can communicate with each other effortlessly.

and support your evolving needs.
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[] Ensure scalability: Select tools that allow you to add functionality, manage more students,
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Provide staff training: Make sure that all staff members are equipped to use the new
systems effectively, and provide ongoing training to keep them up to date.

Step 6: Monitor, Measure, & Adjust

[] Track performance with KPIs: Set up a system to track KPIs. Measure things like application
completion rates, student engagement levels, and response times.

Evaluate the effectiveness of campaigns: Are students engaging with your messages?
Use both quantitative and qualitative data to assess.

improve efficiency. Where might things be slowing down and how can these be improved?
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[] lIdentify areas for improvement: Analyze your processes to pinpoint areas where you can
Ll

Make data-driven adjustments: Performance data should identify where to enhance student
engagement, streamline operations, and improve enrollment outcomes.

Discover solutions to improve efficiency and communications on your campus!
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