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Associate Director of Admission 
Full-time, 12-month Position 

St. Margaret’s School is seeking an energetic, charismatic, and team-oriented admission officer 
to promote the school and help guide families through the admission process from inquiry to 
enrollment. 
 
St. Margaret’s is a girls’ boarding and day school with a strong college preparatory program 
located on the banks of the Rappahannock River. Our 120 students represent 15 states and 15 
countries, and come from diverse religious, cultural, and economic backgrounds. True to our 
Episcopal heritage, we are an intentionally diverse, inclusive community that celebrates both the 
value of each individual and her contributions to our community.  
 
The Associate Director of Admission position requires local, national, and international travel. 
Regular participation in school events and some weekend duty is required. This is a full-time 12-
month position with benefits. The position will remain open until filled and the first review of 
applicants will begin in April 2019. 
 
Qualifications of the ideal candidate include: 
 

● Fastidious attention to detail, confidentiality, flexibility, and the ability to work 
independently in a fast-paced, competitive environment 

● Ability to initiate, foster and maintain relationships with alumnae, current families and 
students, educational consultants, agents, and feeder schools 

● Strong interpersonal, communication, technology, writing, and organizational skills 
● Engaging personality, positive energy, calm demeanor, and a sense of humor 
● Eagerness to be involved in the life of the school community 
● An appreciation and understanding of the mission of a girls’ college preparatory boarding 

and day school with an incredibly diverse population, and the ability to respond 
effectively to the needs of this student population 

 
A bachelor’s degree and experience in admissions is required. Prior work experience with 
SEVIS is preferred. 
 
Please send cover letter, resume, and references to the Director of Enrollment Management, 
Cameron Sgroi, at csgroi2@sms.org. 
 
St. Margaret’s is an equal opportunity employer and does not discriminate on the basis of race, 
color, religion, gender, sexual orientation, or national origin in the administration of its hiring 
practices. 
 


