
 
 

Assistant Director of Admission 
 
Friends’ Central School, an independent, coeducational, Quaker day school founded in 1845 and 
serving around 800 students in Nursery through grade 12, seeks a full-time, 12-month Assistant 
Director of Admission to recruit prospective Middle and Upper School families from initial inquiry 
through enrollment. Ideal candidates will have experience in recruitment, working closely with 
families and an understanding of the Philadelphia area independent school market. The position 
requires dedication to the School’s Quaker heritage, the ability to collaborate and inspire, and a deep 
interest in education.  
 
Responsibilities include:  
● Assist in meeting enrollment goals for the Middle and Upper School Divisions  
● Assist in the development and execution of the Admission and Communications Office’s 

robust recruitment and marketing plan with the purpose of promoting Friends’ Central 
School to the external community 

● Assist in planning and implementing Admission events on our vibrant City Avenue campus, 
as well as off-campus events 

● Attend recruitment and other related events on behalf of the Admission Office, including 
weekend and evening events 

● Develop and maintain close working relationships with local feeder schools 
● Organize all aspects of daily prospective student visits, parent interviews, and tours 
● Organize faculty and parent volunteers for giving tours and assisting at Open Houses 
● Evaluate applicant credentials and reach admission decisions as a member of the Admission 

Committee 
● Guide and work closely with prospective families through the Admission process 
● Assist in developing and monitoring statistical reports to enhance recruitment strategies, 

yield management, forecasting, and operational efficiency 
● Other duties as assigned 

 
Qualifications:  
● A Bachelor’s degree with a minimum of two years of Admission experience 
● Excellent interpersonal skills and an interest in speaking with children of all ages  
● Ability to effectively communicate verbally and in writing 
● A creative spark, high energy, attention to detail, and the ability to organize effectively 
● Ability to multi-task and work in a fast-paced, team environment 
● Willingness to work nights and weekends as required 
● Experience interviewing prospective students and parents 
● Experience using database software to track admission activity and communicate with 

families 



Candidates should send a cover letter, resume, and three references to careers@friendscentral.org 
 
Friends’ Central School seeks candidates with a commitment to fostering an inclusive learning community who will 
address issues of diversity, as well as enhance the Philosophy of Inclusivity and Awareness articulated in our Diversity 
Statement. For more information about Friends’ Central, visit www.friendscentral.org. 
 
 


