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Friends’ Central School Overview
Friends’ Central School is an independent, coeducational Quaker day school founded in 1845  
and serving approximately 800 students in Nursery through grade 12 – located on two campuses  
just outside Philadelphia. The Middle & Upper Schools, grades 6-12, are located just outside of  
Philadelphia in Wynnewood, and the Lower School, Nursery-grade 5, is on our Old Gulph Road 
campus in the heart of Wynnewood.

The exceptional faculty at Friends’ Central offers a curriculum that cultivates the intellectual,  
spiritual, and ethical growth of our students. Our pedagogy is grounded in continuing revelation,  
reflection, integrity, and a willingness to accept responsibility. From Nursery to grade 12, our  
students participate in a process designed to foster creative, critical, and flexible thinking. As they 
transform from playful children to skilled, self-possessed teenagers, they are always intellectually 
curious and engaged thinkers. Friends’ Central prepares graduates to succeed in college and in life. 

Associate Director of Admissions for Middle and Upper School
Friends’ Central School seeks an Associate Director of Admissions to assist with the implementation 
of the admissions program at Friends’ Central School. This full-time, exempt 12-month position 
requires strong time management and organizational skills, effective interpersonal and communication 
abilities, and a high energy level. It is essential that the Associate Director of Admissions establish 
and maintain collegial relationships among all constituents – students, parents, and teachers – in the 
Friends’ Central community. The Associate Director will also cultivate strong relationships with our 
existing parent community and develop a team of ambassadors/storytellers in connection with the 
Admissions team to strengthen outreach efforts. 



The Associate Director of Admissions will report directly to the Director of Enrollment  
Management, joining a strong team of professionals and support staff in a busy N-12 Admissions 
Office. The Associate Director of Admissions will work collaboratively with the entire Admissions 
team. Candidates should be able to assume multifaceted roles and multitask in a fast-paced work  
environment. Excellent verbal and written communication skills are imperative. Requirements 
include a proactive approach with a savvy marketing sense; strong interpersonal, organizational, 
writing, and computer skills; an ability to anticipate issues and be flexible in the moment; applying 
discretion in dealing with sensitive admission and financial issues and most importantly, a commit-
ment to the School’s mission. Candidates should be comfortable speaking persuasively and cogently 
about Friends’ Central. 

Responsibilities include:

•  Working closely with the Admissions team on the enrollment process for grades 6-12, including 
organizing tour guides, return visits for accepted students, divisional admissions events, outreach, 
interface with feeder schools, statistical work, etc.

•  Assisting in the development and execution of the Admissions and Communications Offices’  
robust recruitment and marketing plan with the purpose of promoting Friends’ Central School to 
the external community

•  Assisting with the interviewing of families applying to Middle and Upper School grades

•  Helping to plan, coordinate, and implement Admissions events

•  Interfacing with the Division Principals and the Director of Equity and Multicultural Education to 
promote diversity efforts

•  Assisting with 6-12 placement work days and other assessment days as needed

•  Participating in off-site events, including evening and weekend fairs, feeder school visits, panel 
sessions, etc.

• Documenting student and parent interviews in a timely manner

•  Preparing student files for review by admissions committees, acting as a member of these  
decision-making committees, evaluating applicant credentials, and reaching admission decisions 

•  Scheduling, interviewing, and touring applicant families and coordinating visits with faculty, tour 
guides, shadows, and principals

•  Developing and supporting existing enrollment outreach initiatives focusing on educational  
consultants, relocation specialists, HR personnel, and others

•  Assisting in developing and monitoring statistical reports to enhance recruitment strategies, yield 
management, forecasting, and operational efficiency

•  Spending a significant time in classrooms learning the culture of the School and understanding the 
curricular initiatives
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•  Overseeing SEVIS  (US Homeland Security Visa) responsibilities for international students and 
working closely with the Coordinator of International Student Education and Programs 

•  Assuming additional responsibilities as assigned

•  Being an enthusiastic teacher and supportive guide for middle school-aged students

Qualifications

•  Bachelor’s degree (Master’s degree a plus) with a minimum of three years’ admissions experience in 
an independent school that includes grades 6-12

Qualified applicants should submit a cover letter, current resume, and three references. Please send 
those materials, with your files clearly named, 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. 
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