
 
 
 

 
 
 

Position:​ ​ Admissions Coordinator 

Direct Report:​ Director of Advancement 

Evaluation: ​ ​ Annually by the Director of Advancement​  

 
Job Summary 

The Admissions Coordinator is a valued member of the Pella Christian Advancement Team and plays a 
vital role in advancing the mission of Pella Christian Schools. Serving as the first point of connection for 
prospective families, this position helps welcome mission-aligned families into a Christ-centered 
educational community that empowers students to join in God's restorative work. 

Working collaboratively, the Admissions Coordinator builds meaningful relationships with families from 
their first inquiry through enrollment and integration into the life of the school. This role combines 
hospitality, communication, and strategic enrollment efforts. 

In partnership with the Advancement Team, the Admissions Coordinator also supports events, 
communications, and initiatives that strengthen relationships throughout the broader Pella Christian 
community, including parents, students, grandparents, alumni, donors, and prospective families. This is 
a highly relational and rewarding position that directly contributes to the growth and vitality of the school 
while helping families experience the transformational impact of Christian education. 

 

Qualifications: 
●​ Experience, Training, and Licensure 

○​ Bachelor’s degree preferred 
○​ Experience in marketing or sales preferred 

●​ Professional Profile 
○​ Must demonstrate personal faith in Jesus Christ as Lord and Savior.  
○​ Active member/regular attendee of a Bible-believing church. 
○​ Understanding of and agreement with the mission, statement of faith, philosophy and 

pedagogy of Pella Christian Schools, including the Reformed perspective. 
○​ In agreement with the Pella Christian Statement of Faith. 
○​ Passion for Christian education and Pella Christian Schools in particular. 
○​ Communicates professionally & effectively both verbally and in writing. 
○​ Excellent interpersonal, organizational and time management. 
○​ Works as a team player to accomplish goals. 
○​ Is proactive and seeks ways to add value to the school community. 
○​ Characterized by integrity and maintains confidentiality. 
○​ Committed to excellent customer service. 
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Responsibilities: 

●​ General Admissions Duties 
○​ Welcomes, invites and walks alongside prospective families from initial inquiry to 

enrollment to integration into the school. 
○​ Organizes and maintains the new family checklist to ensure all items are collected and 

steps are completed for enrollment. 
○​ Plans and executes new family events 
○​ Schedules and hosts events for prospective students 
○​ Coordinate the onboarding process of new students/families. 
○​ Gain the respect and trust of parents and other parties and provide a positive influence 

in their decision-making process for admission 
○​ Develop relationships with sister schools in the Pella area. 
○​ Build network of relationships with outside institutions or groups (schools, churches, civic 

organizations) that can be helpful in attracting students 
●​ Admissions Marketing 

○​ Along with the Advancement Team, create a comprehensive communication plan to 
increase enrollment with emphasis on the value of a Pella Christian education. 

○​ Collaborates with Marketing Coordinator to prepare promotional materials for admissions 
●​ Admission Management. Manage the admissions process from inquiry to enrollment including 

activities such as: 
○​ Following up with inquiries and drawing them to visit the school 
○​ Scheduling and conducting tours and open houses 
○​ Following up with visitors and encouraging them to apply 
○​ Leading families through the admissions process 
○​ Coordinate admissions testing 
○​ Secure and track necessary documentation for applications 
○​ Communicate admissions decisions to applicants and encourage them to enroll 
○​ Work with new families to integrate them into the school 
○​ Maintain and improve school relationship with current families 
○​ Coordinate and manage re-enrollment process 
○​ Data management regarding admissions, enrollment, withdrawals, inquiries, applicants, 

and attrition. Maintain statistics on a daily basis, to be communicated to the Head of 
School and, periodically, to the Board. 

○​ Creative process review and improvement 
●​ Other Duties 

○​ Perform other duties as assigned by Direct Report. 
 
Work Policies, Salaries, and Other Benefits 

●​ Hourly position, based on experience 
●​ Regular hours during the school year may include three days per week, with flexible hours 

during the summer. Scheduling can be tailored in partnership with the successful candidate to 
accommodate both school and employee needs. 
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