
 

Director of Admissions 
 

Summary 
The Director of Admissions reports to the President and is primarily responsible for the planning and 

implementation of the school’s student recruitment and retention efforts. He/She develops and executes 

recruitment strategies; manages all facets of the admissions process, including providing active guidance 

to prospective students and families; and administers the enrollment and orientation of new students. 

The Director of Admissions is a key member of the school’s Advancement Team, which serves the larger 

goal of engaging in effective community outreach to maintain and expand the school’s excellent 

reputation in the region. Applicants must be willing to support the mission and core values of Villa Joseph 

Marie High School. This is a 10-month position. 

 

Responsibilities 
 Develop a comprehensive recruitment plan to attract prospective incoming students, transfer 

students, and parents to Villa Joseph Marie.  

 Cultivate interest in Villa among girls in grades 5-8 by organizing and promoting recruiting activities, 

such as open houses, shadow days, test prep, socials, summer camps, and off-campus visits to feeder 

schools.  

 Facilitate all on-campus tours and visits by prospective students and their families. 

 Manage all aspects of the Admissions process, including administering the 7th Grade Practice Test and 

8th Grade Entrance Exam, identifying and recruiting Early Candidates, conducting student interviews, 

tracking and reviewing candidate applications, generating final admission and scholarship decisions, 

and converting newly admitted students to enrolled students. 

 Coordinate the orientation of new students. 

 Solicit and oversee Parent Ambassadors and student volunteers (Diamond Key Club). 

 Partner with the school’s Communications Office to develop and distribute marketing materials and 

strategize advertising opportunities. 

 Work with other Advancement personnel to assist in promoting the school’s brand and expand 

visibility within the broader community. 

 

Key Competencies 
 A passion for education—particularly, Catholic education in a single-sex environment— and its 

benefits to individuals and communities 

 Excellent interpersonal skills to effectively work with a variety of people and personalities 

 A gently persuasive and highly empathetic communication style 

 Strong marketing sensibilities 

 An understanding of the importance of and a commitment to confidentiality 

 Attention to detail and accuracy in data management and file maintenance 

 Proficiency at writing correspondence and reports 



Education and Experience 
 Bachelor’s degree required; Master’s degree preferred 

 At least three (3) years’ experience working in high school administration highly desirable 

 Experience with SchoolAdmin desirable, though not required 

 Proficiency with MS Office Suite and familiarity with database management 

 

Salary and Benefits 
Salary negotiable and commensurate with experience. Medical and dental benefits offered, as well as 

pension and 403B plans. Benefit package includes vacation and sick/personal time. 

 

Application Process 
Please submit cover letter, resume, and two professional references by June 1, 2018, to: 
 
Thomas Kardish, President 
Villa Joseph Marie High School 
1180 Holland Road 
Holland, PA 18966 
Via email: tkardish@vjmhs.org  

mailto:tkardish@vjmhs.org

