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CO N F I D E N T I A L  P O S I T I O N  D E S CR I P T I O N  

 

POSITION Head of Admissions and Enrollment Management 

ORGANIZATION St. Francis Episcopal School 

LOCATION Houston, TX 

WEBSITE                                     www.stfrancishouston.org 

 

Overview of the Opportunity 

St. Francis Episcopal School, located in Houston, TX, is seeking a Head of Admissions and Enrollment 
Management to lead a relationship-based and data-driven admissions program. The Head of Admissions and 
Enrollment Management will manage operations for the school’s PK-12 admissions program, with a focus on 
Upper School. The Head of Admissions and Enrollment Management will supervise the school’s admissions 
team, and in conjunction with senior leadership, will set strategy and priorities for all aspects of recruitment 
from the point of inquiry to enrolling. The ideal candidate will have a customer-service orientation, a 
commitment to the school’s Episcopal Mission, and strong interpersonal skills.  

St. Francis Episcopal enjoys robust enrollment in its PK-8 grades and is viewed as one of, if not the preeminent 
PK-8 Episcopal schools in the competitive Houston Market. In 2018, after five years of preparation, the school 
launched its high school program with a small but dedicated class of 25 students. The next Head of Admissions 
and Enrollment Management will serve a pivotal role in communicating the vision and strategy for attracting 
mission appropriate students to the new upper school with a significant focus on retention between grades 8-
9 and identifying new markets beyond the traditional ones that have served St. Francis so well in the past. 

The Head of Admissions and Enrollment Management reports directly to the Head of School, serves on the 
senior leadership team, and serves as Chair of the financial aid committee. The Head will have significant 
influence in shaping the school’s approach to community outreach, recruiting and scholarship, and how best 
to use financial aid dollars to attract the best and brightest from the Houston area and beyond. 
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ST. FRANCIS AT A GLANCE 

Mission:  

In the Anglican tradition, St. Francis Episcopal School challenges and motivates students in an academically and 

spiritually stimulating environment to become imaginative, critical thinkers and people for others. 

Vision:  

Why do we teach? Our aim is to spark the imaginations, pique the interests, and develop the character of our 
students as they: 

• Cultivate unique intellectual and physical capacities 
• Develop moral integrity and character 
• Become responsible, informed citizens 
• Fortify a personal relationship with God 
• Embrace creative expression 
• Develop respect for all people 

Cornerstones: 

Faith, Dignity, Courage, Scholarship 

 

 

 

Admissions and Financial Aid 
Enrollment: 848 (2018) 
 
Students and Classes: 
Grades taught: Pre-Primary–9 
Primary School—205 students, average class size 
of 10–12 in Pre-Primary, 16–18 in Primary I and 
Primary II 
Lower School—336 students, average class size 
of 20 
Middle School—282 students, average class size 
of 20 
Grade 9 – 20 Students 
 
Faculty and Staff 
Total Number of Employees: 216 
Full-Time Faculty: 74 
Part-Time Faculty: 7 
Average Faculty Tenure: 14 Years 
 
Affiliations 
Accreditations: NAIS, ISAS 
Select Memberships: NAES, SAES 
 

Campus and Facilities 
Location: 335 Piney Point Rd, Houston, TX 
Acres: 39 
Finance and Development 
Operating Budget:  
Endowment:  
Indebtedness:  
 
Tuition (2018-2019): 
Pre Primary: $9,940 – $18,450 
Primary 1: $14,280-$21,500 
Primary 2: $21,500 
K-4: $22,370 
5-8: $25,940 
9: $19,520.18* 
*Founders Discount of 30% was given to the inaugural class 

 
Annual Giving: 
Board Participation: 100% 
 
 

“The balance here is 

something that stands 

out from other schools. 

St. Francis is creating 

well-rounded children 

who are willing to open 

their eyes to adventure 

and the world around 

them.”  
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Academic Profile: 

 

SOCIAL, EMOTIONAL, AND ACADEMIC LEARNING (SEAL) APPROACH 
 
This research-based approach to teaching focuses on the strong link between social-emotional skills and 
academic, personal, and civic success. Integrating SEAL into the St. Francis curriculum helps students develop 
four core competencies: 
 

 Self-Awareness:  Accurately recognizing one’s emotions and thoughts and their influence on behavior. 
   

 Self-Management: Regulating one’s emotions, thoughts, and behaviors effectively in different 
situations.   
 

 Social Awareness: Taking the perspective of and empathizing with others from diverse backgrounds 
and cultures, understanding social and ethical norms for behavior, and recognizing family, school, and 
community resources and support. 
 

 Relationship Skills: Establishing and maintaining healthy and rewarding relationships with diverse 
individuals and groups.   

Primary School Curriculum 

St. Francis’s developmentally appropriate pre-K curriculum goes beyond state and national standards for 
independent preschools, offering balanced literacy practices, Reggio-inspired/project-based learning, special 
programs, and a model spiritual-development program. 

 An effective reading program exposes students to a wide variety of print, encourages students to 
actively use reading and writing as tools for learning, and offers a bridge between phonics and whole 
language. 
 

 Students develop 21st Century skills—such as critical thinking, problem-solving, creativity, 
communication, collaboration, leadership, and commitment—through hands-on exploration of 
topics that are student-generated. 

 
 Spirituality is important in everyday life, and SFES provides a faith-based community in which 

students attend chapel at least once per week. 
 
For more information, please go to: https://www.stfrancishouston.org/academics/primary-school.  

 

 

 

 

 

https://www.stfrancishouston.org/academics/primary-school
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Lower School Curriculum 

In the Lower School, students experience a lively center of learning infused with the joy and excitement of 

discovery. Through an academically enriched, rigorous curriculum, students in kindergarten through grade 4 

build on the academic, social-emotional, physical, and spiritual groundwork established by the Primary School 

program. 

The Curriculum is broken down into four main categories.  

 Language Arts and Social Studies 

 Math 

 STEAM 

 Technology 

Other highlights of the curriculum include: 
 

 Spiritual Education 
 Social, Emotional, and Academic Learning Approach 
 Physical Education 
 Spanish, Music, Art & Drama 

 

For more information, please go to https://www.stfrancishouston.org/academics/lower-school.  

Middle School Curriculum 

St. Francis Episcopal Middle School builds on the academic, social, physical, and spiritual foundations laid in 
our Primary and Lower Schools to ensure the development of the whole child.  As a nod to the significant 
growth that students experience at this age—and with a focus on Mind, Brain, and Education Science—our 
faculty works with students in their quest for independence by encouraging increased responsibility and setting 
high expectations within a supportive environment.   
 
The curriculum is broken down into the following categories.  
 

 Language Arts and Social Studies 

 Math 

 STEAM 

 Technology 

 Spanish  

Other highlights of the curriculum include: 
 

 Spiritual Education 
 Social, Emotional, and Academic Learning Approach 
 Advisory 
 Athletics, PE, Music, Art, Drama & Dance 

 
For more information on the Middle School Program: https://www.stfrancishouston.org/academics/middle-
school. 

https://www.stfrancishouston.org/academics/lower-school
https://www.stfrancishouston.org/academics/middle-school
https://www.stfrancishouston.org/academics/middle-school
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Upper School Curriculum 

The St. Francis Upper School learning environment promotes balance and self-awareness while growing 
students who are faithful, upstanding citizens and people for others. Programs are intentionally structured to 
connect the academic, social, and spiritual experiences of each student. Through interdisciplinary learning and 
design thinking, ninth graders shape their learning and leadership experiences in preparation for further study 
in grades 10–12. By graduation, a St. Francis education will foster intense intellectual curiosity, a deep affinity 
for others, and a desire to gain an understanding beyond the student’s own lived experience. 
 
Other highlights of the curriculum include: 

 Spiritual Education 
 Social, Emotional, and Academic Learning Approach 
 Advisory 
 Athletics 

 

For more information on the Upper School Program: https://www.stfrancishouston.org/academics/upper-
school.  
 

Student Life 

 

Students at all division levels participate in many of the following activities: 

Extracurricular Opportunities 

 Art à la Carte 
 School of Music     

   
 Community Outreach and Service Learning 
 Grade-Level Class Trips 
 CHOICES Program 
 Leadership Opportunities 
 Alley Theatre Partnership 
 National Junior Honor Society 

Athletics/PE 

Students attend physical education class four times per week and enjoy a variety of activities that emphasize 
the values of health-related fitness. In addition, every sixth-, seventh-, and eighth-grade student who is 
interested in participating in athletics will be placed on teams. Students may sign up for three sports a year—
one each in the fall, winter, and spring.  
 
Currently, all interested 9th Grade students participate in teams as well. 
 

Faculty and Staff 
 

St. Francis is blessed with a dedicated and passionate staff who model the mission of SFES. 

 30 faculty members possess their Masters. 

 5 faculty members possess a Ph.D. 

 16 faculty members have over 20 years of service at the school. 

https://www.stfrancishouston.org/academics/upper-school
https://www.stfrancishouston.org/academics/upper-school
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The Role of the Head of Admissions and Enrollment Management 

Essential Functions 

 Initiates, designs, implements and oversees initiatives designed to achieve the school’s enrollment 
goals.   

 Identifies, advises and directs the Head of School’s involvement in programs and activities to recruit 
and retain students and families across all divisions and grades.  

 Presents the school to prospective students and parents, which includes systematic and efficient 
handling of applications and communication; interviews with candidates and their parents; 
arrangements for admissions testing; securing of necessary student credentials; and, communicating 
final decisions to the appropriate individuals.  

 Prepares and maintains statistics regarding recruitment, enrollment, and geographical distribution of 
students, financial aid, retention, and attrition. Interprets these statistics, when appropriate, to the 
administration, faculty, and Board of Trustees. 

 Oversees the program of admissions for new students to the school and directs the admissions process 
from the point of inquiry through enrollment. 

 Thinks and works creatively and outside-the-box to increase student numbers in grade levels that are 
below maximum size; including, but not limited to, all Upper School classes. 

 Works relentlessly to meet enrollment goals and to increase overall student applications in the Pre-K 
to Grade 12 admissions process. 

 Collaborates and works collectively with the Head of Marketing and Communications on summative 
evaluation and re-design, when needed, of admissions-related marketing materials that are aligned 
with the goal of capacity enrollment of qualified students. 

 Assists in maintaining congruency between the school’s board-approved Mission Statement, the Long 
Range and Strategic Financial Plan and all activities of the admissions department. 

Essential Tasks 

 Assists the Head of Marketing and Communications in the development of promotional materials that 
interpret the school to prospective students. 

 Oversees the network of parents, former parents, alumni, and students that serve as Admission 
Ambassadors to assist in the admissions program.  

 Promotes good relationships with outside institutions or groups (schools, libraries, civic associations, 
nursery schools, real estate agencies, etc.) that can be helpful in attracting quality students. 

 Works with members of the administration and faculty to organize retention efforts and coordinates 
all on-boarding of families new to St. Francis. 

 Plans, prepares and implements all areas of financial responsibility related to admissions and prepares 
operating and capital budgets.  

 Supports committees of the Board of Trustees as directed by the Head of School. 

 Other duties as assigned by the Head of School. 

 Primary supervisor and evaluator for Assistant Heads of Admissions. 

 Monitors all re-enrollment activities, attrition, and retention. 

 Coordinates the on-boarding of all new families and students through the first day of school. 
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 Evaluates continually and redesigns where appropriate all aspects of the admissions program with the 
goal of maintaining a capacity enrollment of qualified students.  

 

Additional Personal Characteristics and Competencies 

 

To be successful in this role, the new Head should demonstrate:  

  

 a professional and personal demeanor that is open, trusting, consistent, and clear;  

 a commitment to the Christian mission of SFES; 

 a leadership style that is approachable, accessible, relational, empathetic, and inclusive;  

 actions that are based on sound judgment with an emphasis on clearly defined accountability;   

 a sense of optimism and a good sense of humor;  

 a commitment to partnership and collaboration with internal and external constituencies; a generous 
collegiality and the ability to connect with people at all levels. 

Qualifications  

 3 – 5 years of admissions experience in independent or higher education 

 Master’s Degree in Education Administration or appropriate degree/work experience. 

 Ability to relate effectively with other administrators, teachers, operations staff, parents, and students. 

 Excellent verbal and written communications skills. 

 Demonstrated leadership and facilitative skills. 
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Search Team and Contact Information 

 

Diversified Search has been retained by St. Francis Episcopal School to assist in this search process.  
Nominations, recommendations or expressions of interest (cover letter, CV, and five references) in the position 
should be directed electronically to:  
 

 
Peter J. Gillin 
Managing Director 
Office:  215-656-3556 
peter.gillin@divsearch.com 
 
 
 
 
 
 
 

Erin Kneeley 
Research Associate  
Office:  215-656-3500 
SFES@divsearch.com 
 
 
Gail Nixon 
Executive Assistant 
Office: (215) 656-3573 
gail.nixon@divsearch.com 
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