
The Nightingale-Bamford School 
Position:  Associate Director of Admissions for Lower School (K–IV) 

  
About Nightingale 
The Nightingale-Bamford School is a K–12 independent girls’ school located on the Upper East 
Side of Manhattan. Founded in 1920, it serves a diverse community of 653 students. 
Nightingale offers a comprehensive liberal arts curriculum adapted to the modern world, with 
learning occurring within a rich interplay of relationships—among the students, their teachers, 
their families, and each other. Our dedicated faculty work to harness the power of those 
relationships to educate every student’s mind and heart.  
 
The school’s mission, as adopted by the Board of Trustees on November 2, 2017, is as follows: 
 

The Nightingale-Bamford School inspires girls to go beyond barriers. 
Our vision is for Nightingale students to be joyful learners who have the intellectual 
depth and the courage to be critical thinkers, compassionate citizens, and agents of 
their own lives; in doing so, we advance equity for the betterment of all. 
 
To achieve this mission and vision, we will educate girls’ minds and hearts by: 

• Infusing their lives with meaningful relationships; 
• Teaching them to value difference as a source of strength and means of growth; 
• Empowering them to question the status quo with confidence, empathy, 

resilience, and reason. 
 
About the Position 
The associate director of admissions (ADA) is instrumental in the implementation of the 
admissions program at the Nightingale-Bamford School. This position requires strong time-
management and organizational abilities, effective interpersonal and communication skills, and 
a high energy level. It is essential that the ADA establish and maintain collegial relationships 
among all constituents within the Nightingale community —students, parents, faculty, and 
staff—and be comfortable communicating and marketing Nightingale’s academic program and 
school culture. The ideal candidate must demonstrate a commitment to girls’ education and be 
able to work in a fast-paced environment within tight deadlines as well as maintain humor and 
grace under pressure. Previous experience in admissions and working with admissions 
databases is preferred but not required.   
 
Specific Responsibilities: 
The responsibilities of the position are listed below, but do not define the entire scope of this 
position. As with the other members of the admissions department, the associate director of 
admissions is also expected to handle all other duties assigned by the director of admissions 
and/or head of school as needed. 
 
• Interview families applying to grades K–IV primarily and other grades as needed 



• Write evaluations of family/student interviews 
• Maintain communication and follow-up with applicant families in a timely manner, via 

phone and e-mail 
• Organize and assist with parent/student tour guides and tour schedules, and conduct tours 

as necessary   
• Coordinate and oversee Kindergarten and Lower School assessment program 
• Assist with Kindergarten nursery school visits when necessary 
• Prepare student files for review by admissions committee 
• Help organize, coordinate, and assist with the scheduling of revisiting days for accepted 

students in grades K–IX 
• Interface with director of diversity and equity to promote diversity efforts 
• Exercise discretion in dealing with sensitive admission and financial issues 
• Attend school fairs  
• Assist with planning for open houses and welcome parties in all three divisions 
• Help manage application process from receipt of initial application through final decision 

communications 
• Be primary liaison with admissions portal (OnBoard/Blackbaud) and manage the online 

interface and processing of applications 
• Serve as Lower School liaison 
• Assist in the communication of decisions for all three divisions 
• Assist in creation and maintenance of RSVP lists for tours and open houses in Lower School 
• Enter standardized testing data for Lower School into OnBoard. 
• Participate in weekly office meetings 
• Assume additional duties as assigned 
 
 
Qualifications and Requirements: 
• Bachelor’s degree required 
• Flexibility to work longer hours, occasional evenings and weekends during peak admissions 

season 
• Commitment to girls’ education 
 
The Nightingale-Bamford School is an equal employment opportunity employer committed to hiring 
exceptional, dedicated faculty and staff of diverse backgrounds. We consider qualified individuals for 
employment with the school regardless of race, color, religion, national origin, sex, age, disability or any 
other state or federal protected classification. 
 


