
 

 

The Primary Day School  

Director of Admission and Enrollment Management 

FT/12 month 

Anticipated Start Date:  August 2017                  

 
About The Primary Day School: 

Founded in 1944, The Primary Day School in Bethesda, Maryland, is a school for boys and girls from Pre-

Kindergarten through Second Grade.  We are the only school in the area that focuses exclusively on 

children in this unique age group, and we do so for a very important reason. At Primary Day, everything we 

do focuses on helping young children flourish—as learners and as people—during this vitally important 

time of life.  The Primary Day School was founded as a demonstration school for the Phonovisual Method, 

a unique, phonics-based approach to teaching reading and language arts that remains vital to each student’s 

educational journey today.  To learn more about our school and its community, curriculum and traditions 

please visit www.theprimarydayschool.org. 

Position Summary: 

The Primary Day School of Bethesda seeks an experienced and dynamic Director of Admission and 

Enrollment Management to join our dedicated senior leadership team and faculty, leading a vibrant 

admission office. An integral member of the administrative team, the Director is the lead ambassador for 

the school and provides leadership and strategic direction on issues related to student recruitment, 

admissions, enrollment management, retention, financial aid, and next-school placement. The candidate will 

create and communicate a compelling story about Primary Day, in order to attract well-matched students 

and their families to the school.  

The administrator in this positon is a critical member of the next-school placement team, helping to ensure 

appropriate elementary school placements for PDS graduates. In addition, the Director provides leadership 

and supervision to the Admission staff; oversees all aspects of the Financial Aid program; serves on school 

and board committees; involves current and alumni parents in admission and marketing activities; is chiefly 

responsible for the gathering, analysis and presentation of information on attrition and retention, and for the 

related planning to address issues of attrition and retention; oversees and manages the budget of the 

Admission Office. 

Further, the ideal candidate should be a skilled relationship builder who communicates well with students, 

parents, and colleagues. Candidates must have a professional, genuine, collaborative, and welcoming 

demeanor. Excellent skills in oral and written communication are required, as is the ability to achieve 

ambitious goals, meet deadlines, work independently and as party of a team, and handle multiple 

assignments in a busy environment. Proficiency with technology, including database management and social 

media, is critical. 

 

http://www.theprimarydayschool.org/


 

 

In summary, we need: 

 A Communicator: Energetic skilled presenter with outstanding oral & written communication 

skills. Meticulous attention to detail. 

 A Self-starter: Track record of accomplishments – you’ve made an impact; exceptional initiative, 

judgement and problem solving skills. Self-motivated and self-directed.  

 A Coordinator: Strong analytical, organizational, and interpersonal skills. Demonstrated ability to 

set priorities and manage multiple projects at a time.  

 A Collaborator: Outgoing, creative and flexible-comfortable connecting with people. Lead and 

work collaboratively; interacting with a diverse constituency.  

 
Specific duties and responsibilities include: 

 Design and implement strategies to increase and sustain admissions 

 Recruit new students with an eye toward maintaining enrollment (including diversity and gender 
balance) at appropriate levels in individual classes and school wide  

 Maintain personal relationships with applicant families throughout the admission process 

 Create and manage all internal/external admissions and marketing communication initiatives and 
materials, including: website, print/electronic, social media, etc.; develop, supervise, and evaluate 
advertising campaign and strategy 

 Develop, edit, and update brochures, pamphlets and other recruitment literature in keeping with 
established brand and in coordination with the Director of Advancement 

 Issue enrollment agreements and report contracts to the Business Office 

 Coordinate all aspects of admissions including visits, testing, evaluation, selection, and 
communicating outcomes 

 Build and maintain strong relationships with the independent school community 

 Oversee financial aid distribution to current and new families (SSS is the format used). 

 Oversee the production of admission correspondence, including decisions letters and contracts 

 Attend admission events and fairs 

 Oversee the management of student records 

 Participate as an active member of the Next-School Placement team 
 
Required Qualifications 

 BA required, MA preferred 

 Minimum of 3-5 years working in admissions and/or communications or marketing/public 

relations; leadership experience desired. 

 Strong aptitude for technology. High proficiency with Microsoft Office products (Excel, Word), 

database, social media/web-based applications, and website analytics.  

 Experience successfully training, managing, and mentoring a motivated staff. 

 Experience in marketing and communications (including social media, online marketing, community 

marketing and events). 



 

 

 Experience using financial aid in optimizing enrollment attracting the range of students necessary to 

enhance the school community. 

 Must be a team player and possess superior communication, interpersonal, organization and 

managerial skills, high energy, flexibility, warmth, and a sense of humor.  

 
Salary 
Compensation is competitive with area independent schools and commensurate with experience. 
 
 
To Apply 
Interested candidates for the Director of Admission and Enrollment Management position are encouraged 
to review Primary Day’s curricular philosophy at www.theprimarydayschool.org.  To apply for this position, 
please send the following to the address below: 

 letter of interest, including desired salary range 

 current resume 

 completed application, application available on the school’s website 

 by June 15, 2017 

 
No Phone Inquiries Please 

 
Director of Admission and Enrollment Managment Search 

ATTN:  Scott Lawrence, Head of School 
The Primary Day School 

7300 River Road 
Bethesda, MD  20817 

 
The Primary Day School is dedicated to providing equal employment opportunities to all personnel and applicants for employment without regard to race; color; religion; 
sex; national origin; handicap or disability; sexual orientation; or status as a veteran, Vietnam era, or special disabled veteran. 

 

http://www.l.org/
http://theprimarydayschool.org/about/employment-opportunities/

