
 

Job  descrip tion  
Ad m iss ion s  Co ord in a t o r  
Bethlehem Lutheran School – K–8 & Ea rly Lea rning Center 
 
Job  Ove rvie w  
Be th le hem  Luthe ran  School is  seeking  a  passiona te  and  driven  Ad m iss ion s  Coord in a t o r  to  
support ou r K–8 and  Ea rly Lea rn ing  Cente r p rogram s. Th is vita l ro le  is  the  first  poin t of con tact for 
p rospective  fam ilie s and  p lays a  key pa rt in  g rowin g  our stu den t com m un ity by com m u nica t ing  the  
va lue  of ou r Christ-cen te red , fam ily-focused  academ ic environm ent. 
The  idea l cand ida te  is  re la tionsh ip-focused , de ta il-o rien ted , and  excited  to  sh a re  the  story of our 
school with  othe rs. From  m anagin g  adm issions p rocesse s to  lead ing  tours an d  collab ora t ing  on  
m arke ting  e fforts , the  Ad m issions Coord ina tor will gu ide  fam ilie s th rough  a  seam less and  
we lcom in g  enrollm ent expe rie nce . 
If you ' re  som eone  wh o th rives in  a  collab ora tive  Ch ristia n  environm en t and  h as a  hea rt for m in istry 
and  educa tion , we ’d  love  to  hea r from  you! 
 
Ke y Re sp on sib ilit ie s  

• Active ly recru it fam ilie s th rou gh  va rious chan ne ls, e ven ts, and  re fe rra l le ads. 
• Serve  a s the  p rim ary p oin t of con tact for p rospective  fam ilie s, gu id in g  them  th roug h  the  

adm issions journey. 
• Conduct school tours and  com m unica te  p rog ram  bene fits  with  warm th , cla rity, and  

en th usia sm . 
• Coord ina te  the  fu ll adm issions p rocess: co llecting  records, com p le ting  pape rwork, and  

en te ring  da ta . 
• Collabora te  with  the  Execu tive  Directo r, Principa l, and  ELC Director to  se t and  support 

annua l enrollm ent goa ls. 
• Partne r with  the  Ma rke tin g  Coord ina to r on  recru itm ent cam pa igns, m a te ria ls , and  

com m un ity eve n ts. 
• Track and  re port on  adm issions inq u irie s and  ne w enro llm e nts m onth ly. 
• Support re ten tion  e fforts  by reg u la rly en gag ing  with  curren t fam ilie s. 

Wh a t  We ’r e  Look in g  For  

• A deep  love  fo r Je sus and  a  passion  for con necting  with  His peop le . 
• A hea rt for m in istry and  a  genu ine  des ire  to  sha re  our school’s m iss ion . 
• A sa le s-m in ded  approach  with  strong  com m u nica t ion  and  re la tionsh ip-bu ild ing  skills . 
• Ability to  work b oth  indep enden tly an d  collabora t ive ly in  a  fa st-paced  environm ent. 
• Strong  organ iza tiona l skills , a tten tion  to  de ta il, and  a  com m itm ent to  confide n tia lity. 
• A posit ive , p rofe ss iona l, and  flexib le  a ttitude . 
• Crea tive  th inkin g  and  a  d rive  for con tinu ous im p rovem ent in  recru itm ent and  adm issions 

p rocesse s. 
• Willing ness to  em bod y an d  prom ote  Be th le hem ’s “Love  On” wa y of life—at work and  in  the  

com m un ity. 



 

Qu a lifica t ion s  

• Pr ior  e xp e r ie n ce  in  s t u d e n t  r e cru it m e n t  o r  sch ool a d m iss ion s  (p r e fe r r e d ). 
• Exp e r ie n ce  in  a  Ch r is t ia n  sch ool o r  m in is t r y se t t in g  is  a  p lu s . 
• Ba ch e lor ’s  d e g re e  (p r e fe r r e d ). 
• Proficie n cy in  Microsoft  Office  a n d  e n ro llm e n t  o r  d a t a b a se  so ft w a re . 

Wh y Jo in  Us?  
 
Th is is  a  rewa rd ing  op portun ity to  he lp  shape  the  fu tu re  of our sch ool wh ile  working  a longside  
ca ring , m iss ion-m inded  fa cu lty and  sta ff. You ' ll be  p a rt of a  dynam ic team  focused  on  academ ic 
exce lle nce , fa ith  form a tion , and  stude n t success—a ll in  a  fun  and  nu rtu ring  e nvironm ent. 
Job  Type : Fu ll-tim e  
Pay: From  $54,000.00 pe r yea r 
Bene fits: 

• 403(b) 
• Denta l insurance  
• Em ployee  a ssistance  p rog ram  
• Em ployee  d iscou nt  
• Hea lth  insurance  
• Hea lth  savin gs account  
• Life  insura nce  
• Pa id  tim e  off 
• Retirem ent p lan  
• Vision  insura nce  
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