
 
 
 

Buckingham Browne & Nichols 
Job Description  

 
Title:   Associate Director of Admission, Upper School  
 
Reporting to:  Director of Enrollment Management 
 
FLSA Status:  Exempt 
 
Job Summary 
The Associate Director of Upper School Admission supports the Director of Enrollment 
Management in all admission activities.  The Associate Director provides leadership and 
oversight of the Upper School Admission Office and, with the Director of Enrollment 
Management, develops and implements strategies to assure that the office meets its 
goals and challenges.   
 
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 three separate 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.   
 
Performance Expectations 
Leadership 

• Work with the Director of Enrollment Management to set and support department 
goals and ensure that these goals are met. 

• Ensure that the day-to-day operations of the office are progressing in such a way 
that goals and deadlines are met and that the experience of families in the 
process is a positive one. 

• Be aware of trends in admission (at BB&N, locally, and nationally) so that 
changes are anticipated and implemented smoothly 

 
Admission-related expectations 

• Know faculty, curriculum, and students.  Be prepared to speak knowledgeably 
with prospective families 

• Attend school fairs and other activities that promote recruitment 
• Oversee the organization of the admission committees and train/support 

members as needed 
• Oversee the planning and execution of major admission events of the year: Open 

House, Revisit Days; involve students, parents, faculty and administration in 
these events 

• Meet regularly with the Director of Enrollment Management (suggested 
frequency is once per week) 

• Represent the Admission Office at Coordinating Committee meetings 
• Represent the Admission Office at US EPC meetings 



• Willingness to be involved in other areas of school life (teaching, coaching, 
advising) as appropriate. 

 
Competencies 

• Minimum of a Bachelor’s degree 
• Several years of admission experience   
• A collaborative leader who will monitor and support staff performance and growth  
• Problem resolution; willingness to find new solutions and share ideas in a 

constructive way 
• Knowledge of the admission field and independent schools in general, including 

principles of good practice 
• Excellent interpersonal skills and ability to work with a diverse group of people, 

including students, parents, faculty and staff 
• Ability and willingness to become involved in the life of the School; knowledge of 

the School 
• Calm and helpful manner; friendly and approachable style 
• Highly organized; capable of managing multiple projects to deadline  
• Meeting and event planning experience 
• Computer literacy; preference for Filemaker Pro experience 
• Excellent written and oral communication skills; good listener 
• Initiative and follow-through; a "self-starter" 
• Diplomacy and tact; personable, friendly, and good-humored 
• Discretion; attention to professional boundaries in the handling of privileged 

information 
• Presence that inspires confidence, including giving and receiving feedback, 

promoting an ethical climate, balancing needs and demands of multiple 
constituencies 

• Models personal integrity, consistency, and reliability 
• Effective interviewing techniques 
• Represent the School positively to both internal and external constituents 
• Commitment to the celebration of diversity as a tenet of the School  
• Flexibility to work long hours, including weekends and evenings during busy 

times 
 
To Apply online, visit:  https://home.eease.adp.com/recruit/?id=15127791 
 
Buckingham Browne & Nichols School does not discriminate on the basis of race, color, 
religion, creed, age, gender, national origin or ancestry, veteran’s 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. 
 
 


