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School Overview:
Following its Mission to “Teach students using diverse learning strategies, ignite their potential, and inspire academic, personal and social success,” Lawrence School serves 345 students in grades K-12 from approximately 80 Northeast Ohio communities on its two campuses located within ten miles of one another in suburban settings between Cleveland and Akron, Ohio.
Lawrence is a member of the National Association of Independent Schools (NAIS), Ohio Association of Independent Schools (OAIS), and the Cleveland Council of Independent Schools (CCIS).   Lawrence School is accredited by the Independent School Association of the Central States (ISACS). 
School History:
Lawrence traces its origins to the development of an afterschool program for students with reading problems in 1969 by a professor at Case Western University. Within five years, the program had evolved into a full-time school for students in grades 1-8 with learning disabilities. By 1993, changes in program, name and location had come together as Lawrence School, a moniker to honor its chief benefactor, in Broadview Heights, one of its current locations. In 2001, Trustees voted to extend Lawrence through grade 12, and in 2007, the Upper School relocated to its new 47-acre campus in Sagamore Hills. Lawrence is one of the few schools in the country to offer a standalone Upper School to support students with learning differences, and it offers athletic and extracurricular opportunities that enable students to explore a wide range of personal interests and help shape their school experience.
With a faculty and staff comprised of approximately 110 women and men, Lawrence students benefit from a highly favorable student/teacher ratio that offers the kind of individual attention so necessary for their success. Teachers at Lawrence work closely with each student to understand how he or she learns best and adapt assignments and projects to complement students’ individual strengths. Perhaps most importantly, the student-teacher relationship — one of support, encouragement, and adaptability in learning — fosters feelings of success and confidence to approach learning challenges head-on.
Position Overview:
Current Director of Admission, Douglas Hamilton, will be moving into the Head of School role on July 1, 2018. Mr. Hamilton currently oversees all aspects of enrollment management including the Admission Office staff (Office Coordinator and Associate Admission Director) as well as the Registrar’s Office staff (Registrar and Associate Registrar). Lawrence School currently has strong enrollment at both campuses. 
The Director of Enrollment Management reports directly to the Head of School and sits on the Lawrence Leadership Council. For the next Director of Enrollment Management, Lawrence School seeks an individual of outstanding character, preferably someone with a background in working with students with learning differences, and someone who can fully appreciate the unique considerations of the families of these students.  A thorough job description is attached to this document.  This position is scheduled to start April 1st 2018 allowing adequate overlap with the current Director of Admission. 

Candidates interested in this position are asked to submit the following materials by February 15, 2018:
· Application materials are to be sent, electronically via email, as a single WORD document or PDF to: dhamilton@lawrenceschool.org
· Cover letter addressed to the Director of Enrollment Management Search Committee
· Resume
· Personal Statement or Statement of Educational Philosophy
· A list of three or more references with contact information (including phone numbers and email addresses)
· Up to three letters of reference may be submitted. 
Please address any inquiries or expressions of interest to:
Douglas Hamilton, Director of Admission, Lawrence School: dhamilton@lawrenceschool.org, 440-526-0717
Believing that “Great Minds Don’t Think Alike”, Lawrence School is dedicated to providing an educational environment that supports the academic and social growth of boys and girls in grades K-12 with learning differences.









Lawrence School

Job Title:	Director of Enrollment Management		Date Revised: 12/13/2017
Job Status:  	12 months
FLSA Status:  	Exempt
POSITION SUMMARY:  The Director of Enrollment Management reports to the Head of School and serves as a member of the Lawrence Leadership Council.  The Director of Enrollment Management is responsible for implementing, leading, and managing all aspects of the k-12 admission and re-enrollment process in accordance with the school’s mission, vision and guiding principles.

ESSENTIAL FUNCTIONS:

Leads and manages the Admission Office and the Registrar’s Office.

Supervises the Admission Office staff (Associate Director of Admission and Admission Office Coordinator).

Responsible for sharing monthly enrollment updates with school administration.

Supervises the admission process at both campuses:
· Directs, manages and engages all aspects of the enrollment process from outreach to family engagement and enrollment.
· Oversees the admission process including the review of applications and associated testing, and interviewing and engaging with families.
· Oversees all visits to the school (parent, student and professionals). 
· Coordinates admission decisions with the admission committees at both campuses.
· Oversees the notification of admission decisions (phone calls, emails, letters, etc.) with families.
· Supports students and families throughout the enrollment process for students accepted into the program as well as students referred elsewhere.
· Supports families and students if enrollment has been denied.  
· Supports families and students during the on-boarding process to ensure a smooth student entry.
· Oversees the creation of enrollment contracts (prorated as necessary).
· Coordinates with both Upper and Lower School leadership teams to ensure a quality experience for those families participating in Open House events.
· Organizes and staffs all Open House events. Continuously reviews and refines the admission process to assure accurate reflection of the school's mission, vision, and guiding principles. 

Supervises the re-enrollment process for current students:
· Oversees all aspects of the re-enrollment process.
· Coordinates with both Upper and Lower School leadership teams to ensure a quality experience for those families participating in “move-up” events.
· Regularly communicates with families throughout the re-enrollment process.
· Oversees the preparation, emailing (postal mail if necessary) and processing of re-enrollment contracts.
· Regularly communicates with administration and faculty to ensure smooth transitions for students and families: status of re-enrollment contracts / student outplacements.

Supervises staff in the Registrar’s Office.

Ensures the accurate processing of all student information with Registrar’s Office.

Coordinates with the Student Advocacy and Support Services department (SASS) making sure all necessary paperwork is received from families participating in Ohio Department of Education (ODE) scholarships: Autism Scholarship Program (ASP) or Jon Peterson Special Needs Scholarship (JPSNS).

Serves as a member of the Financial Aid Committee, facilitates the financial aid process with new and returning families, and prepares award letters and payment sheets with data provided by the Business Office.

Coordinates enrollments with the Business Office.

Collaborates in marketing efforts with the Director of Communications.

Works cooperatively with Parents’ Pride representatives.

OTHER RESPONSIBILITIES:

Attends all school events such as orientation sessions, Curriculum Night (or equivalent event at both campuses), End-of-Year Awards Ceremonies, Commencement, Convocation, and others as needed.

Represents Lawrence School at various community and professional functions. Assumes active membership in organizations that support the mission and direction of the school.

Attends Board of Trustees meetings and reports to Trustees, as requested by Head of School.

Performs other work-related duties as assigned.

Facilitates the enrollment process for summer programs at the lower school. 

EDUCATION, EXPERIENCE, AND SKILLS REQUIRED:

Bachelor’s degree in Education, Psychology, or related field. Master’s degree preferred.

At least five years’ experience in a school setting (teacher, counselor, or administration).

Knowledge of academic, behavioral and social issues related to students with learning and attention differences.

Sales and marketing experience welcome.

Demonstrated leadership qualities with the ability to think critically and creatively.

Proficient in the use of technology, database programs, and student information systems.

Strong written and interpersonal skills.

Strong public speaking presence.

Demonstrated attention to detail for quality and accuracy.

Demonstrates impeccable honesty, integrity, discretion and good judgment in all interactions.

Lawrence School welcomes students and employees of all races, colors, religions, nationalities, sexual orientations or ethnic origins to all the rights, privileges, programs, and activities available at the school.

