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Ojai Valley School 

Job Description 

JOB TITLE: Associate Director of Admission 

Exempt (Y/N): Yes SALARY LEVEL: Negotiable 
SHIFT: As Scheduled DIVISION:  Admission 
LOCATION:  Upper & Lower Campuses DEPARTMENT: Admission 
EMPLOYEE NAME:   SUPERVISOR: Tracy Wilson 
PREPARED BY: Tracy Wilson DATE: 07/25/2018 
APPROVED BY: Tracy Wilson  
________________________________________________________________________ 

Ojai Valley School is a pre-kindergarten to grade 12 independent boarding and day school located 
on two campuses in Ojai, California.  The Lower Campus serves students in grades PK-8 and the 
Upper Campus serves students in grades 9-12. 

Summary of Position 

The Associate Director of Admission, under the supervision of the Director of Advancement and 
Admission, is responsible for the recruitment and retention of day and boarding students, 
communicating the school’s philosophy and mission to prospective families, and assisting the 
admission team with all aspects of enrollment management for fall and summer programs.  This 
position is primarily responsible for conducting campus tours, interviewing applicants, and 
communicating with current and prospective families.  The candidate for this position must be a 
team player with strong writing and oral communication skills, and have the ability to manage 
admission responsibilities on two campuses, grades PK-12.  The candidate must have the ability to 
multitask and work collaboratively in a fast-paced environment.  Because Admissions is often the 
first point of contact for prospective families, the Associate Director must also have a dynamic, 
outgoing and warm personality. 

Preference will be given to individuals who have worked in admissions or who have taught at an 
independent school for at least two years, particularly in a boarding school environment.  Ojai Valley 
School welcomes your interest in our employment opportunities.  The school is an equal 
opportunity employer that values diversity and seeks individuals with exemplary character and skills.  

Essential Duties and Responsibilities of the Associate Director of Admission: 

1. Accurately and enthusiastically communicate information about the school’s academic and 
co-curricular programs to current and prospective families with a goal of recruiting and 
retaining mission-appropriate students at all grade levels. 

2. Greet prospective families, students, and other visitors to the school. Conduct tours of both 
the Upper and Lower campuses. 

3. Accurately and clearly communicate the curriculum and school programs on both campuses, 
grades PK-12. Maintain a general knowledge of college admission requirements for 
communication with prospective high school candidates. 

4. Conduct personal interviews, as well as interviews by phone or Skype, with prospective 
students and their parents to evaluate candidacy for admission. 

5. Input student information, including interview notes, to Admission database. 
6. Respond to inquiries in a timely, professional and welcoming manner, and correspond with 

prospective and current students, parents, guardians, and educational consultants, as well as 
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administrators and faculty members on both campuses, regarding admission of returning and 
new students for fall and summer programs. 

7. Assist the Admission Office with academic year and summer inquiries and applications; help 
maintain academic year and summer student databases, keeping all information current, 
including enrollment contracts and health and registration forms.   

8. Generate and write enrollment reports as necessary. 
9. Assist with management of the school’s website with a specific eye towards maintaining the 

visual image of the school, consistency in theme and content. Update images and text as 
needed. Aid faculty and staff in meeting school communication goals through the website, 
social media, online referral sites and other marketing platforms. 

10. Assist the Director with advertising, marketing, and recruitment for fall and summer 
programs. 

11. Assist with the development of a student tour guide/ambassador program. 
12. Plan and promote special marketing events such as open houses, receptions, school fairs, 

consultant tours and conferences. 
13. Travel to independent school information events, boarding school fairs, conferences, 

seminars, and other school visits as necessary. 
14. Regularly communicate and meet with educational consultants nationwide regarding 

returning and prospective applicants.  
15. Assist the Director in writing and preparation of catalogs, view books, news releases, and 

other web-based admission and marketing pieces. 
16. Assist with community outreach and engage community enthusiasm for school programs. 
17. Support school rules and regulations, adhering to the guidelines of the school Course of 

Study and Faculty Training Manual. 
18. Maintain a warm and positive environment on both campuses, supporting faculty and 

students. 
19. Support the school and its leadership. 
20. Attend all-school meetings on both campuses, and stay informed of campus news and 

events.  
21. Other related duties as determined by the Director. 

 
QUALIFICATION REQUIREMENTS:  
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability 
required. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
EDUCATION and/or EXPERIENCE: 
Candidates for this position should hold a Bachelor's degree (B.A.) from four-year college or 
university; previous admissions or teaching experience is preferred. 
 
LANGUAGE SKILLS: 
Ability to read and interpret documents such as safety rules, operating and maintenance instructions, 
and procedure manuals. Ability to write routine reports and correspond effectively and accurately; 
ability to speak effectively before groups of parents, students, or employees of the organization. 
 
MATHEMATICAL and/or TECHNICAL SKILLS: 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 
fractions, and decimals; ability to work in and access information through electronic Admissions 
database, as well as Excel, Word, and other programs as needed. 
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REASONING ABILITY: 
Ability to apply common sense understanding to carry out instructions furnished in written, oral, or 
diagram form; ability to deal with problems involving several concrete variables in standardized 
situations. 
 
CERTIFICATES, LICENSES, REGISTRATIONS: 
1. California Driver's License preferred. 
 

OTHER SKILLS and ABILITIES: 
1. Ability to use training and experience to evaluate students of all ages. 
2. Enthusiasm, sense of humor, patience, and self-control. 
3. Good character, integrity, and adaptability. 
4. Ability to communicate accurately and effectively. 
5. Ability to relate to one's peers. 

 
PHYSICAL DEMANDS:  

The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is regularly required to stand; walk; use hands 
to finger, handle, or feel objects, tools, or controls; reach with hands and arms; stoop, kneel, crouch, 
or crawl; and talk or hear.  The employee is occasionally required to climb or balance. 

The employee must frequently lift and/or move up to 10 pounds, and occasionally lift and/or move 
up to 50 pounds. Specific vision abilities required by this job include close vision, distance vision, 
color vision, peripheral vision, depth perception, and the ability to adjust focus. 

 

WORK ENVIRONMENT:  

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee regularly works in outside weather conditions. 
The employee occasionally works near moving mechanical parts and is occasionally exposed to wet 
and/or humid conditions and toxic or caustic chemicals. 

The noise level in the work environment is usually moderate. 

Ojai Valley School is an equal opportunity employer.  All qualified applicants will receive consideration for 
employment and will not be discriminated against on the basis of race, color, religions, sex, national origin, disability or 
veteran status. To submit your resume, or for further assistance or information, please contact Sandy 
Bowers at ovsjobs@ovs.org.   

 

	


