
POSITION ANNOUNCEMENT 
 

 
The Episcopal Academy 

Newtown, PA 
 

Director of Enrollment Management 
 
About the School 
 

The Episcopal Academy (EA) is a PreK-12 
co-educational, independent day school 
located in suburban Philadelphia. Since 
its founding in 1785, EA has dedicated 
itself to educating the whole student in 
mind, body, and spirit. That simple, yet 
powerful, approach has resulted in EA 
being widely recognized as one of the 
finest independent schools in the nation, 
graduating students exceedingly well 
prepared for their next steps in life. EA is 
well known for its academic excellence, 
competitive athletics, vibrant arts programming, as well as holistic character and leadership 
development. Today, more than 1,250 students are enrolled at the school. 
EA’s campus boasts state-of-the-art facilities and generous green space on 123 picturesque 
acres in Newtown Square, Pennsylvania. Highlights include: ten science labs, two theaters, two 
arts studios, band and choral rooms, music technology studio, dance studio, nine athletics 
fields, six-lane pool, competition gym, and 18,000 square foot fieldhouse. 

 
Job Summary  
 

The Director of Enrollment Management plays a vital role in the Episcopal community, providing 
initiative and leadership in the facilitation of an enrollment management mindset.  Reporting to the 
Head of School, the Director of Enrollment Management is a member of the senior administrative 
team and works closely with the Board of Trustees.  The Director is responsible for understanding 
the strategic and operational components of enrollment, and the research necessary to inform 
decision-making, as well as the oversight of student recruitment, financial aid, and enrollment 



efforts. The DEM facilitates enrollment 
management discussions and manages the 
Admission Office’s seven full and part-time 
staff. As part of the School’s recruitment and 
enrollment of students, the DEM oversees 
the administration of the admission and 
financial aid budgets; all admission processes 
and records; all admission events, travel, and 
constituent volunteer efforts etc.; and all 
recruitment, enrollment and matriculation 
efforts, up to welcoming new families to 
school in September.  Working closely with 

the School’s Divisional Heads, Technology and Marketing and Communication Offices, the 
Director of Enrollment Management is attentive to the processes that support the school’s 
enrollment and reenrollment efforts and the School’ public presence in all its manifestations. The 
Director will conduct research and implement strategies to ensure that the School achieves the 
enrollment goals set by the Board of Trustees and Head of School.  As one of the school’s most 
visible spokesperson, the Director of Enrollment Management represents Episcopal to all 
constituents, which includes students, parents, alumni, faculty and administration.  

 
Job Responsibilities 
  

• Provides leadership in enrollment management, which includes admission, marketing, 
and recruitment and directs the process of attracting, enrolling and retaining students 
at Episcopal. 

• Sets annual enrollment and admission goals, in accordance with the school’s mission to 
promote economic, racial, and ethnic diversity in the student body, based on 
enrollment goals set by the Board of Trustees. 

• Organizes and administers the School’s financial aid program and budget in 
conjunction with the Chief Financial Officer. 

• Manages new student enrollment and assists with the reenrollment of current students 
in close connection with the Division Heads, Finance Office, and the Head of the 
School.  

• Understands and informs the senior team, admission staff and community about 
research and demographics and admission and enrollment trends, ensuring that 
changes and challenges are anticipated, understood, and addressed. 

• Develops and implements strategic marketing ideas.  Formulates annual Admission and 
Enrollment Action Plans with goals and objectives. 

• Attends Board of Trustee meetings when appropriate, is involved in strategic planning 
and keeping the Board fully apprised of the School’s admission, financial aid, and 
marketing endeavors. 



• Maintains statistical and trend data related to admission and enrollment.  Presents 
statistical and trend information to Senior Staff, Board of Trustees, and faculty. 

• Manages an Admission and Financial Aid staff of seven.  
• Extends himself/herself beyond the responsibilities of a job description when the need 

arises. Assists Head of School with all other duties as assigned. 

 
Desired Employee Attributes 
 

An EA employee is… 
• Student-centered, embraces school and life and shows it through actions and interactions 

with students, colleagues, and parents. 
• Embodies and lives The Stripes. 
• Consistently maintains high standards for his or her own work and motivates others to 

achieve the same standard of excellence. 
• Demonstrates a desire and willingness to constantly grow and learn, both personally and 

professionally, and sees others – especially students – as having the ability to learn and 
reach success. 

• Fosters a positive culture by being 
optimistic, selfless, flexible, and 
collaborative. 

• Demonstrates a belief in and 
commitment to fostering an 
inclusive and diverse school 
community. 

 
You Should Possess 
 

• A minimum of seven years of 
admissions and financial aid leadership experience 

• Outstanding communication skills, both written and spoken 
• An intuitive understanding of data and demonstrated success managing an admission 

database 
• The ability to think critically, creatively, and strategically as well as superior interpersonal, 

organizational and managerial skills 
• A strong commitment to PK-12 school life 
• Experience with financial aid  
• Warmth and a sense of humor as well as high energy, flexibility, and a collaborative style  
• A bachelor’s degree (required) or a master’s degree (strongly preferred) 

 
 
 
 



Applying for the Position 
 

Episcopal Academy has retained The 
Baker Group, the premier independent 
school enrollment management consulting 
firm, to assist in the recruitment of its next 
Director Enrollment Management.  
 
Interested candidates are asked to submit 
in an electronic file, their resume, a one to 
two-page cover letter, and names and 
contact information of three references 
directed to Christine H. Baker at: 
cbaker@thebakergrp.com. 

 
Equal Employment Opportunity Statement 
 
The Episcopal Academy does not discriminate in employment opportunities or practices on the 
basis of race, color, religion, sex, sexual orientation, national origin, age, disability and familial 
affiliation or any other characteristic protected by law. We seek candidates who hope to help 
foster a school environment where all people are valued and where all perspectives are 
respected and appreciated, as described in our Diversity and Inclusion statement. 
 

 


