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POSITION DESCRIPTION 
 

 

JOB TITLE:   Administrative Assistant to the Director of Admissions  
 

DEPARTMENT:  Admissions 
 

REPORTS TO:  Director of Admissions 
 

FTE:    1.00   Non-Exempt Position 
 
POSITION REQUIREMENTS: 

 
The duties and responsibilities of the Administrative Assistant to the Director of Admissions 
include, but are not limited to: 
 

 Strong interpersonal skills and the ability to work and communicate with all levels of 
constituents; Faculty/Staff, students and/or families is required.  
 

 Comprehensive understanding of Microsoft Suite products, including but not limited to 
Word, Excel, etc.  

 
 Manage internal database and act as liaison to IT coordinator for entire Admissions Office. 

 
 Generate queries using the database for all aspects of the admissions process including 

visit sheets, alumni relations, applications and application checklists, review documents, 
enrollment confirmations, school fairs, and any other necessary information needed by the 
admissions department. 
 

 Provide administrative support to the Director of Admissions and the Admissions 
department as needed and directed by the Director of Admissions and the Associate 
Director of Admissions; such support includes, but is not limited to scheduling travel 
arrangements, email correspondence, and fielding phone calls. 
 

 Must maintain confidentiality and ensure of all admission and applicant records, files, and 
information.  
 

 Field and respond to phone, mail, and email inquiries from applicants and parents. 
 

 Schedule and track applicant interviews and interview participants (interviewers, teachers, 
coaches, department heads) using the online scheduling system, input interview notes, and 
generate acknowledgment letters. 
 

 Respond to all admission leads and applicants attending school fairs and generate 
correspondence through letters and email. 
  

 Use the database and SSAT Member Access Portal to record, track, update, and maintain 
all applicant files, including recommendations, writing samples, transcripts, SSAT scores, 
and correspondence. 
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 Compile and maintain annual statistics of the inquirant, applicant, accepted, and 
matriculated pools of students for external and internal school needs. 
 

 Coordinate the Named Scholarship List and Scholarships awarded with the Development 
Office. 
 

 Coordinate publication of the annual Notice of Nondiscrimination Policy in local 
newspapers. 
 

 Coordinate and assist international students with necessary documentation, including I-20 
forms and SEVIS-related business. 
 

 Order and maintain office supplies. 
 

 Ability to work after normal business hours and on weekends during the Admission 
department’s peak season. 
 

 Provide Admissions department information to other departments as needed.  
 

 Assist the Director of Admissions & the Associate Director of Admissions with assigned 
tasks as needed. 

 
MINIMUM DESIRED QUALIFICATIONS:  

 
 Undergraduate degree preferred.   
 At least one year of experience in an administrative assistant position. 
 Strong organizational, interpersonal, and customer service skills. 
 Strong written and verbal communication skills. 
 Microsoft Office skills, especially Word and Excel. 
 Database experience, preferably Veracross. 
 Strong organizational skills. 
 Position requires attention to detail and ability to work in a diverse and fast- paced 

environment.   

 
The Taft School is an affirmative action-equal opportunity employer in accordance with regulations 
adopted by the Commission on Human Rights and Opportunities. It is the policy of The Taft School to 
provide equal employment opportunities to all qualified individuals without regard to age, gender, race, 
color, national origin, ancestry, religion, actual or perceived disability, marital status, sexual orientation, 
gender identity or expression, veteran's status, genetic predisposition or any other class protected by law. 


