
 

 
 
 
 

             
 
Position/Title 
 
 

 
Director of Admissions 100% Position 

 

 
Department 
 
 

 
Institutional Advancement 

 

 
Reports To 
 
 

 
Vice President of Institutional Advancement 

 

 
Overall Responsibility 

 
This position will be responsible for all aspects for Admissions at Edgewood High School 

 

This position will lead, manage, market and evaluate the entire Edgewood Admission process 
 

This position will supervise Admissions Program Coordinator 
 

Must believe in and follow the Edgewood Mission Statement and the Sinsinawa Dominican 
 values of Truth, Compassion, Justice, Partnership, and Community 

 

Be a strong ambassador and positive advocate for the Edgewood High School Community 
 

 
Key Tasks and 
Responsibilities 
 
 
 
 
 
 

 

 This position directly reports to, and maintains constant communication with, the Vice President of 
Institutional Advancement.  
 

 This position is directly responsible for developing and meeting the Annual Admissions Budget. 
 

 Increase enrollment at Edgewood High School 5% annually.  
 

 Foster strong relationships with feeder school principals and pastors. 
1. Attend Area 2/3 Principals meetings 
2. Schedule informational parent meetings at feeder schools 
3. How can Edgewood help them? 
4. Alumni visits from current EHS students going back to their feeder schools  
5. Deliver Athletic/Theatre/Other posters to feeder schools 
6. Invite them to EHS Plays, Musicals, and Christmas Concert 
7. Reach out to Parish Religious Education Coordinators 
8. Provide Season Athletic Passes for all K-8 students to attend EHS games with 3 friends  
9. Junior Crusader Days/Nights 

a. Dance/POMS 
b. Football Game 
c. Basketball Game 
d. Band 

 Host, develop, market and direct all aspects of the Fall Transfer Family Orientation/Luncheon. 
 

 Host, develop, market and direct all aspects of the Fall Edgewood in Action Recruitment Program. 
 

 Direct the Edgewood in Action mini-sessions. Coordinate all logistics and communication with 
faculty/staff needed for presentations on these days. 
 

 Direct the Edgewood Shadow Day program. Train current EHS students to be shadow ambassadors and 
communicate with faculty/staff when potential students come for their Shadow Day. 

 

 Develop, write copy and assist with design the Admission informational/advertising marketing materials. 
 

 Direct and implement any testing requirements needed for Admission (Star 360/Math/Foreign Language). 
 

 Work with Student Services on the Inside EHS Course Selection and Registration Event. 
 

 Work closely with the Learning Resource Center and Student Services to evaluate and counsel 
prospective families regarding academic and social needs and fit. 
 

 Direct and implement the incoming freshman and parent’s social/welcome party and event. 
 

 Manage incoming freshman scholarship process. 
 

 Work with EHS Business Office to coordinate Financial Aid Packages for incoming students. 
 

 Work with Advancement Family in building a video library of key alum, parents of alumni, faculty and 
students that will share their Edgewood Experience. 



 

 
 
 
 

 

 Direct and implement all Summer Admission Events 
 

 

 Continue to build on current relationship with Oaklawn Academy to increase their EHS enrollment.  
 

 Develop and maintain accurate database of grades 1-8 enrollment numbers for feeder schools and area 
communities. 
 

 Reconnect through email/mailing with all former applicants who chose a different school initially about 
the opportunity to transfer to EHS is still an option after their first year elsewhere. 
 

 Improve/increase public school contacts to deliver the Edgewood message. 
 

 Annually review materials, messages and methods used in Admissions to attract students/families. 
 

 Develop relationship with international broker to help alleviate language barriers and increase the number 
of international students attending Edgewood. 
 

 Create annual feedback mechanism to gather data on why families who applied to EHS chose not to 
attend. 

 

 Provide a monthly Admissions summary report that will be presented at the Edgewood Board of Trustees 
meeting by the EHS President. 
 

 Attend and actively participate in the monthly Institutional Advancement Family meeting led by the VP of 
Institutional Advancement. Be positive and supportive to the entire Advancement family. 

 

 Attend a weekly meeting with the Vice President of Institutional Advancement to discuss all aspects and 
activities happening in Admissions. 
 

 Be an active member of the Internal Marketing Committee. 
 

 When possible, attend EHS school events and activities to establish relationships with parents, staff, and 
alumni. Many of our potential admission targets attend these events.  

 

 Help coordinate and write copy for the Admissions article in the bi-annual Crusader Connection 
publication. 

 

 Work with Advancement Family and our EHS Tech support on various copy and communication materials 
needed for Admission materials and events: 

 Develop, communicate, implement, manage, and measure results of the following: 
1. Recruitment  
2. Transfers  
3. Diversity Outreach 
4. International Outreach 

 

 Develop systems, measurements and monthly reports to effectively communicate private and public 
school trends, projections, and demographics.  
 

 Provide campus tours for individuals and groups.  
 

 Be detail oriented and have the ability to prioritize for effectively developing and implementing internal 
and external events and activities related to Admissions. 
 

 
Qualifications/Experience 
 

 

 Bachelor’s Degree in Education, Public Relations/Marketing or Communications with a minimum of 2-3 
years of experience in secondary or post-secondary Admissions. 
 

 Excellent analytical, organizational, verbal and written communication skills. 
 

 Overall computer proficiency with experience using Mail Chimp, Microsoft Excel, Word and Google. 
 

 Ability to make presentations to small and large audiences. 
 

 Ability to cultivate relationships with prospective families, school officials and community leaders. 
 

 Flexibility and willingness to work non-traditional hours, such as evenings and weekends for events.  
 

 Previous experience in a school system or non-profit organization preferred. 
 

 
Edgewood High School is an Equal Opportunity Employer. 

 

 


