Admissions Office Coordinator

Presentation of Mary Academy
Hudson, NH

Presentation of Mary Academy is seeking a dedicated and enthusiastic Admissions Office Coordinator to join
our team for the school year. This important role serves as a first point of contact for prospective families and
plays a vital part in sharing the mission, values, and community of PMA with those interested in learning more
about our school.

The Admissions Office Coordinator will help welcome new families into our community while supporting
enrollment processes and various school operations.

Responsibilities Include:

o Coordinating school tours and visits for prospective families interested in learning more about PMA

e Assisting families throughout the enrollment process and answering questions regarding admissions

e Conducting school tours and sharing the mission, programs, and unique qualities of Presentation of
Mary Academy

e Organizing and coordinating student shadow days for prospective students

e Working closely with Main Office staff to welcome visitors and provide a positive first impression of
our school

e Overseeing the hot lunch program and managing related communication and organization

e Collaborating with administration to complete 8th-grade high school recommendation and application
packages

e Supporting other administrative tasks as needed

Qualified Candidates Should:

e Be outgoing, organized, and friendly

o Possess excellent communication and interpersonal skills

e Have a passion for promoting Catholic education and supporting the mission of a Catholic school
o Enjoy working with students, families, and community members

o Be detail-oriented and able to manage multiple responsibilities effectively

o Have knowledge of Microsoft Office programs and a moderate level of comfort with technology

The ideal candidate will be someone who enjoys building relationships, welcoming families, and sharing the
many opportunities available at Presentation of Mary Academy.

Position Details:

e Monday-Friday

e 7:30 am.—3:00 p.m.

e School-year position (when school is in session) and minimal summer hours.
Interested candidates should submit a resume and letter of interest to:
Lisa Toohey, Principal

Presentation of Mary Academy
ltoohey(@pmaschool.org
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