
 
 

 
POSITION POSTING: DIRECTOR OF RECRUITMENT & ADMISSIONS 

 
Mother McAuley Liberal Arts High School, sponsored by the Sisters of Mercy of the West-Midwest Community, a Catholic 
college preparatory, all female high school, located on the southwest side of Chicago, seeks a full-time Director of Recruitment 
& Admissions.  This position will be the primary representative of Mother McAuley for the purpose of recruitment and admissions 
of prospective students and families overseeing all efforts to attract new students to Mother McAuley. 
 
Essential Duties and Responsibilities include the following.  Other duties may be assigned.  

 Design and implement a comprehensive strategic plan of recruitment and admissions of new students to the school. 

 Direct the admissions process from point of inquiry through enrollment. 

 Develop and manage annual recruitment calendar. 

 Select, train and manage all activities and performance of Recruitment Assistant and seasonal recruiters. 

 Present the school to prospective students and parents, which includes but is not limited to verbal and written 
correspondence, tours of the school, arrangements for admissions testing; securing of necessary student credentials 
and communicating in conjunction with the level Deans when necessary as well as final admission decisions. 

 Develop the recruitment/admissions budget with the VP of Finance. 

 Coordinate and oversee Student Ambassador Program:  training, schedule of visits and meetings. 

 Organize, communicate and supervise on and off site recruitment activities and events  

 Conduct all recruitment and admission events in accordance with IHSA and Archdiocesan Rules and Guidelines. 

 Develop the appropriate admissions materials, ads, mailings, web pages, publications, newsletters and recruitment 
videos with the Director of Marketing and Communications. 

 Create and promote relationships with outside institutions and groups that can be helpful in attracting students at 
Mother McAuley. 

 Keep relevant statistics on all aspects of the recruitment and admissions program. 
 
Qualifications:  

 Bachelor’s degree in a related field is required. 

 Previous experience in a supervisory role is required. 

 Strong interpersonal skills, oral and written communications skills are required.  

 Ability to establish and maintain effective work relationships with students, faculty, staff, alumnae and the public.  

 Ability to use a personal computer and other office equipment. Proficient with computer software programs such as MS 
Word, MS Excel, Google Mail, and constituent database programs. 

 
This is a full-time, year-round position.  We offer a competitive salary and a comprehensive benefits package including medical, 
dental, life insurance, retirement plan and paid time off.  Many opportunities to be involved in extra-curricular activities such as 
club moderator and coaching are also available.  Participation in these activities is strongly encouraged and welcomed. 
 
Interested candidates should forward their resume to: 
Attention: Judy Porch 
Mother McAuley High School 
3737 West 99th Street 
Chicago, IL 60655 
Fax: 773-881-6562 
 jporch@mothermcauley.org 
 
Mother McAuley is an equal opportunity employer.  
Resumes will be accepted until the position is filled. 


