
 
ST. PATRICK’S EPISCOPAL DAY SCHOOL  

ASSOCIATE DIRECTOR OF ADMISSION AND FINANCIAL AID 
 

Position Available Beginning July 1, 2018 
 
 

ORGANIZATION 

 

The Day School 
St. Patrick’s Episcopal Day School, located in the Palisades section of northwest Washington, 
D.C., is a parish day school enrolling approximately 500 students on two campuses.  The Day 
School program begins at the three-year-old Nursery level and continues through Grade 8. St. 
Patrick’s students, whose families live throughout the Washington, D.C. metropolitan area, go on 
to a variety of fine independent schools upon graduation.  

St. Patrick’s has grown and changed significantly since its founding 60 years ago. Opening in 
1956 as a nursery school for parish families, St. Patrick’s began expanding through the 
elementary grades in 1967 and added Grades 7 and 8 on the MacArthur Campus in 2001 and 
2002. Since 2000, we have also transformed the main Whitehaven Campus, the longtime home of 
our nursery and elementary programs, with new classrooms, two new libraries, and a gymnasium 
and performance center. In 2012, St. Patrick’s completed an $8-million campaign that supported 
construction of our first regulation athletic field and related infrastructure on the emerging 
Foxhall Campus and strengthened the capital base of the institution through the reduction of debt.  

In 2017, St. Patrick’s relocated and expanded its middle school program to comprise Grades 6, 7, 
and 8 on a newly built-out MacArthur Campus. The Day School is in the final stages of a $4-
million campaign in support of the renovations to the new MacArthur Campus, the creation and  
redevelopment of outdoor spaces on the Whitehaven Campus, and side-by-side Design and 
Collaboration Labs for students and faculty on the Whitehaven Campus. 

Even with all of this change, the core of the institution has remained constant. St. Patrick’s 
continues its 60-year tradition of providing a vibrant, challenging, coeducational school 
environment in the District of Columbia for a diverse community of students to grow as healthy 
intellectual, social and emotional, and moral and spiritual beings. Please see the Day School 

website at www.stpatsdc.org. 

The Office of Admission and Financial Aid 
The Associate Director of Admission and Financial Aid works with the Director of Admission 

and Financial Aid and other administrators and administrative staff to create and implement an 
admission program that is consistent with St. Patrick’s Mission Statement, responsive to the Day 
School’s needs, and welcoming and helpful to families interested in learning more about and 



seeking admission to the Day School. S/he works fulltime and follows a 12-month calendar. The 
Admission Assistant/School Receptionist provides clerical and events support to the Office of 
Admission and Financial Aid. As part of her administrative portfolio, the Assistant Head of 

School for Equity, Diversity, and Inclusion collaborates with the members of the Office of 
Admission and Financial Aid both strategically and tactically with respect to admission and 
enrollment but is not, strictly speaking, a member of that office. The Associate Director of 

Admission and Financial Aid reports to the Director of Admission and Financial Aid. S/he 
participates in weekly admission team meetings. 
 

COMMUNICATION AND MARKETING 

 
The Office of Admission and Financial Aid strives to attract families with children who would 
benefit from and contribute to the Day School’s programs. Toward this end, the Associate 

Director of Admission and Financial Aid, colleagues in the Office of Admission and Financial 
Aid, and members of the Administrative Team work to promote the profile and image of the 
school in the larger community.  Duties include: 
 

• assisting colleagues and assuming specific responsibility, as assigned, in the preparation 
of admission and promotional materials, including the website, admission brochures, 
application forms, social media, and articles about school programs and 
accomplishments; 

• assisting the Director of Communication with internal and external communications, 
including photography; 

• helping to plan and effectively implement admission events such as Admission Parent 
Programs and receptions for parents of prospective and newly enrolled students, 
including managing current parents serving as Admission Parent Ambassadors for events; 

• representing the school in the community by visiting and/or speaking at feeder schools, 
school fairs, and other events; and 

• consistent with the Day School’s mission of serving children of a variety of backgrounds, 
participating in the annual Black Student Fund/Latino Student Fund School Fair, the 
Rainbow Families Conference, and similar events that seek to attract prospective families 
from groups that are under-represented in independent schools. 

 

ADMISSION PROCESS MANAGEMENT 

 
The Associate Director of Admission and Financial Aid supports the admission process from 
point of inquiry through enrollment, following established school policies and guidelines.  Duties 
include: 
 

• preparing for the admission season by participating in review and, when indicated, 
revision of admission policies, procedures, and materials; 

• maintaining the online admission system from point of inquiry through enrollment and, 
as applicable, withdrawal; 

• supporting the school’s online application process; 

• tracking and coordinating a timely, systematic, and efficient response to all admission 
inquiries—including response by email, telephone, and mailings; 

• with colleagues, conducting periodic cross-checks with the admission database to ensure 
that proper accounting of applications is maintained; 



• scheduling and, with the Director of Admission and Financial Aid and other designated 
persons, touring and conducting and recording interviews with parents making 
application for students to Grade 1 and beyond; 

• scheduling and making arrangements for applicant visits in all grades; 

• maintaining positive communication with and support for prospective families 
throughout the admission process; 

• monitoring outplacement to accurately determine available spaces for new students; 

• participating in Admission Committee review of applicant files and subsequent selection 
of candidates for admission; 

• assisting with preparation of admission decision notifications; 

• monitoring returns from admission offers and participating in waitpool management and 
activity; 

• assisting with the collection and presentation of statistical information on admission, 
retention, attrition, and matriculation; and 

• studying enrollment trends and making recommendations for change, as indicated. 
 

OUTPLACEMENT PROCESS MANAGEMENT 

 

The Associate Director of Admission and Financial Aid has particular responsibility for 
outplacement management at pre-graduation levels—that is, at all levels other than Grade 8. 
Families applying out at these levels, and faculty receiving outplacement requests at these levels, 
notify the Associate Director of Admission and Financial Aid, who in turn:  
 

• keeps a log of all outplacement inquiries, Nursery to Grade 7, and tracks materials to 
ensure compliance with deadlines; 

• for Nursery and PK outplacements, coordinates needed steps with the Head of Nursery 

School and the Director of Admission and Financial Aid; 

• maintains ongoing communication with families applying out and assists with deadlines, 
visits, and other specific needs, as appropriate; 

• for outplacement of current students in Kindergarten to Grade 7, facilitates completion by 
teachers of all required forms;  

• generates transcripts and edits forms, as needed; and 

• assembles and emails completed outplacement materials to receiving schools within 
deadlines. 

 

FINANCIAL AID ADMINISTRATION 

 

The Associate Director of Admission and Financial Aid supports the Director of Admission and 

Financial Aid in administering the financial aid budget, including: 
 

• staying current with financial aid processes and procedures; 

• serving as a member of the Financial Aid Committee, including becoming familiar with 
financial aid  applications and presenting financial aid files for consideration; 

• working with the Director of Admission and Financial Aid to field financial aid inquiries 
and provide assistance to families as needed; and 

• assisting with the development of financial aid forecasts and statistical analyses. 
 

 

 

 



OTHER PROFESSIONAL RESPONSIBILITIES 

 

The Associate Director of Admission and Financial Aid fulfills a variety of other important duties 
as part of his/her position.  These duties include, but are not limited to, the following: 
 

• completing other duties and tasks as assigned by the Head of School; 

• assuming responsibility for his/her professional growth in a manner consistent with the 
criteria listed in the St. Patrick’s Faculty Handbook; 

• becoming familiar with and observing the policies and procedures set forth in the Faculty 
Handbook, including requirements for participation in community events; and 

• assuming a role in the larger school community (in recent years, such roles have been as 
diverse as serving on various faculty-staff committees, coordinating workshops, and 
assisting with carpool and lunch coverage, depending on an individual’s interests and 
strengths as well as demonstrated school needs). 

 

REQUIREMENTS 

 
A successful candidate for the position of Associate Director of Admission and Financial Aid will 
demonstrate: 
  

• attainment of at least a bachelor’s degree in an applicable field; 

• strong knowledge of how schools, independent or public, work, preferably with 
experience as a teacher and/or administrator;  

• the willingness and ability to learn the details and benefits of St. Patrick’s Episcopal Day 
School’s educational program and to convey them to prospective families with skill and 
enthusiasm; 

• a determination to assist prospective families in navigating the independent school 
admission and financial aid processes by offering knowledge, understanding, 
thoughtfulness, and care; 

• the ability to express him/herself effectively both verbally and in writing; 

• strong technology skills, including Word, Excel, Google apps, social-media platforms, 
and database management; 

• strong organizational skills; and 

• successful completion of the required background check. 
 

CONTACT 

 
Candidates for the position of Associate Director of Admission and Financial Aid should submit a 
cover letter, resume, and list of names, email addresses, and telephone numbers of at least three 
professional references to Lindsay Spector, Director of Admission and Financial Aid, St. 
Patrick’s Episcopal Day School, 4700 Whitehaven Parkway, NW, Washington, D.C., 20007, or at 
SpectorL@stpatsdc.org. 
 
 

Mission Statement 
St. Patrick’s Episcopal Day School strives to create a diverse and inclusive learning community 

of students, faculty and staff, and parents who recognize the infinite value of every individual as a 

child of God. We are committed to developing character, advancing human understanding, and 

promoting academic excellence to shape engaged citizens who live with integrity, empathy, and 

purpose. 


