
Director of Enrollment Management

Rocky Hill Country Day School seeks an experienced Director of Enrollment Management to
lead the enrollment and outreach efforts of the school.

Rocky Hill Country Day focuses on innovative teaching and an interactive, inquiry-based educational
experience to ensure that RHCD students grow to become navigators, critical thinkers, citizens, and
communicators, who are innovative, self-aware, ethical, and globally-minded. Our diverse student
body is made up of domestic and international students, and our intentionally small school community
allows for individualized instruction and creates a familial setting throughout campus. Overlooking
acres of saltwater marsh and Narragansett Bay, Rocky Hill Country Day School’s stunning campus
fosters exploration and discovery for students in all divisions, nursery through grade 12. Rocky Hill
Country Day School graduates are bold learners, prepared to navigate a complex and changing
world.

Start date: As soon as possible, but definitely by July 1, 2022

Essential Duties and Responsibilities:

● Oversee and evolve a strategic and innovative admissions plan aimed at attracting and
retaining mission-appropriate students for our growing student population.

● Managing a domestic and international admissions effort, the successful candidate will
have experience in both areas of recruitment and serve as a Designated School Official
(DSO) for the Student and Exchange Visitor Program (SEVP).

● Work with the Chief Operating Officer and Head of School to manage the Financial Aid
program.

● Work with the Admissions Associate and the Director of Marketing and Director of
Communications to promote the School using both inbound and outbound marketing
techniques.

● Value and embrace the School’s mission and serve as an ambassador of its programs
and pedagogy.

● Design and implement an engaging admissions experience for prospective students and
their families from point of inquiry through matriculation.

● Develop and manage a strategic recruitment plan that incorporates inbound and
outbound marketing, innovative enrollment methods and a highly personalized client
experience.

● Manage admissions and financial aid budgets.
● Supervise and evaluate Admission Associate.
● Oversee the Admission Committee in the discernment of admission decisions.
● Manage Admissions events and programs including, but not limited to, Open House,

Bring a Friend to School Day, and Accepted Students Day.
● Support Division Heads in execution of retention efforts at the key grade levels.



● Collaborate and communicate with the senior leadership team and faculty to be able
to best represent the mission and educational objectives of the school.

● Report on key enrollment management metrics to the Head of School, Board of Trustees,
and faculty as needed.

● Keep up to date with enrollment management trends by participating in educational
opportunities, reading professional publications, maintaining personal networks, and
participating in professional organizations.

● Conduct campus tours for prospective students, families, consultants, agents, and other
various constituents.

● Cultivate positive and professional relationships with feeder school leaders, placement
directors, educational consultants, outside institutions or groups such as Project GOAL,
Star Kids, Naval War College, professional organizations, and other referral sources in
local target markets.

● Issue and manage re-enrollment of current students and coordinate all re-enrollment
activity with constant monitoring of attrition.

● Communicate, organize, manage, and administer financial aid, merit aid, remission, and
named scholarships.

● Establish and pursue new international student markets in an effort to diversify the
School’s international student population including traveling overseas to recruit students,
meeting with agencies, and skyping with prospective students and families.

● Work with the Coordinator of International Programs to manage the international student
experience.

● Advise Admission Associate in management of a network of parents, former parents, and
alumni, as well as the student ambassador program, to assist in the admissions program.

● Perform other duties as assigned by, and in support of, the Head of School.
● Report to the Head of School.

The candidate will possess the following:  

● Experience as a Director of Enrollment Management or Admissions in an independent
school environment.

● Skill in public relations, communications, strategic marketing, board relations, and/or
school management

● Knowledge of best practices in the financial aid process.
● Experience in international student recruitment and management.
● Collaborative leadership style and desire to partner with administrators, teachers,

students, and staff to advance the School.
● Strong management skills including attention to detail, facility with data, and  creative

problem solving.
● Strong interpersonal, organizational, and written and verbal communication skills.
● The ability to maintain confidentiality.
● An innovative, growth mindset.
● Knowledge of diversity, equity, and inclusion practices and commitment to ongoing

growth in this area.
● Knowledge of and appreciation for 21st century educational trends
● Fluency in the use of Veracross or other database systems and MS Office applications.

Education & Experience: 
● a bachelor’s degree, with a master’s degree preferred.



Founded in 1934, Rocky Hill Country Day School is an independent, coeducational, college
preparatory day school in East Greenwich, RI made up of 300 students in nursery through grade
12. To learn more about our community, please visit www.rockyhill.org. Our waterfront campus is
on the Potowomut peninsula and offers a unique setting, where students and faculty alike
demonstrate a sense of energy, imagination, and entrepreneurial spirit. Rocky Hill Country Day
School stands firmly behind the principle that the admission of students, the employment of
faculty and staff, the operation of programs, and the governance of the School be open to all
who are qualified regardless of race, creed, color, national origin, ethnic origin, or sexual
orientation.

If this description speaks to you and you love working in a fast-paced and rewarding
community, please send a cover letter and resume BY EMAIL ONLY to drich@rockyhill.org.

mailto:employment@rockyhill.org

