
Buckingham Browne & Nichols 
Job Description 

 
Title:    Lower School Admission Assistant  
 
Campus and Department:   Lower School Admission Office 
 
Reporting to: Director of Enrollment Management/ Associate Director of 

Admission, Lower School 
 
FLSA Status:   Non-Exempt 
 
 
Job Summary 
The Admission Assistant's primary role is to coordinate all administrative aspects of the 
Lower School Admission office.  He/she provides general administrative support to 
Associate Director of Lower School Admission, the Director of Enrollment Management 
and the rest of the Lower School admission staff; and serves as a source of information 
for applicant families as well as students, parents, faculty and visitors. The assistant 
coordinates visits to campus, greets families upon arrival, maintains the database and 
applicant files, answers the LS Admission phone number, and participates in the 
planning and production of admission events.  The Lower School Admission Assistant is 
also expected to work on the Saturdays when Lower School admission testing is held 
and on the evening of the 6th, 7th, and 8th grade Admission Reception in April.  The 
perfect applicant for the Lower School Admission Assistant job is highly organized, self-
motivated, loves people (especially young children), is good under pressure, and enjoys 
being part of a team.   
Note: This is a ten-month position, from mid-August to mid-June. Hours are 7:30 
am – 4:00 pm. 
 
Context 
BB&N, a coeducational day school in Cambridge, MA, was established in 1974 by the 
merger of two independent schools, the Buckingham School and the Browne & Nichols 
School, founded respectively in 1889 and 1883.  Located on multiple campuses, we 
work as one School in pursuit of excellence.  We celebrate the diversity of our 
community which enriches our daily experience.  At BB&N, we foster intellectual 
curiosity, critical thinking, and a deep concern and respect for others.   
 
BB&N enrolls approximately 980 students from the Greater Boston area.  The Lower 
School campus has approximately 330 students in Grades Beginner - 6.  Each year the 
Lower School Admission Office processes approximately 400 applications for 
approximately 50 openings. 
 
Skills and Competencies 
Bachelor’s degree or equivalent preferred.  At least one year of administrative support or 
educational environment experience a plus.  In addition, the Admission Assistant will 
demonstrate the following competencies: 
 
• High degree of organization, with multi-tasking capability to manage multiple projects 
• Proficiency with writing, grammar, and proofreading 



• Computer literacy with strong Word, Excel and database software.   
• Personable, friendly and good humored 
• Self-starter, highly energetic 
• Ability to cope with fast moving environment and busy supervisor 
• Professional boundaries in regard to the handling of privileged information.  Regard 

for appropriate information channels 
• Problem resolution, willingness to find new solutions and share ideas in a 

constructive way 
• Ability to work a flexible schedule, including occasional evenings and weekends  
 
Specific Duties will include 
• Management of Admission Office's calendar (especially prospective student/parent 

interviews and campus tours) and “Activities Calendar” 
• Special event management including invitations, preparation of agendas, room and 

catering arrangements, exhibits, minutes and mailings 
• Letters, reports and other printed materials free from error, well formatted, and 

presented to represent the School positively 
• Applicant information and general office materials organized and filed  
• Compliance with all relevant School record keeping requirements 
• Coordination of application (folder) reading process 
• Coordination of tour guides 
• Maintenance of comprehensive filing system 
 
To Apply online, visit:  https://home.eease.com/recruit/?id=508354 
 
Buckingham Browne & Nichols School does not discriminate on the basis of race, color, 
religion, creed, age, gender, national origin or ancestry, veteran status, sexual 
orientation, or any non-job related physical or mental disability.  We welcome candidates 
who will increase our diversity; we encourage candidates of color to apply. 
 
 


