
MOORESTOWN FRIENDS SCHOOL
Associate Director of Admissions and Financial Aid

At Moorestown Friends School, we weave academic rigor with Quaker values to serve a dual
purpose: offering uncommon intellectual challenges while also instilling vital emotional and
ethical attributes that empower our students. Our focus on relationships creates conditions for
great intellectual daring, remarkably productive collaboration, and courageous perseverance.
And our Quaker values impart universal principles of equality, compassion, reflection, and
responsibility—which serve students from all backgrounds and belief systems and remain
relevant in rapidly changing times. We are seeking an Associate Director of Admissions and
Financial Aid.

This critical position requires someone with a strong work ethic who is an excellent and inclusive
communicator and relationship builder, data-minded, and collaborative.

General Position Description

The person’s primary role is admissions and financial aid officer within the enrollment office.
They share responsibility with the Director of Enrollment Management (DOEM) and Assistant
Director of Admission for managing the prospective family pool with specific emphasis on Upper
School (US) - including interviews, tours, applicant management, sending school liaison, and
committee participation - with a focus on families applying for financial aid including creating
communications and education, FA application management, FA budget management in
partnership with the DOEM, and successful enrollment of qualified students with established
need.

Responsibilities

Admissions/Recruitment
● Manage all aspects of the US admissions process - communicating and cultivating

relationships with prospective families and stewarding them through the entire
admissions cycle - prospect to enrolled (inquiry, interview, tours, application assistance,
etc).

● Review and refine assessments of US Admissions, annually working with the US
Director and serving as a leader of the US Admissions Committee.



● Support and advance Quaker principles and processes in work with prospective families.
● Plan, manage, and participate in information sessions, open houses, and MFS outreach

events; represent MFS at fairs, community outreach, and engagement efforts.
● Participate in regional and national professional development with admissions and

financial aid-related organizations (EMA/AISAP/NAIS).
● Co-Direct the Student Ambassador program.
● Manage international admissions process and serve as a SEVIS Designated School

Official (DSO).

Financial Aid
● Manage all aspects of the financial aid program in collaboration with DOEM.
● Manage re-enrollment of families receiving financial aid.
● Serve as primary contact for all current and prospective financial aid families.
● Manage and update all financial aid materials, including the website and financial aid

brochure and participate as a member of the Financial Aid Committee.
● Evaluate all requests for financial aid.
● Assist with yielding students who would benefit from Moorestown Friends School’s

mission and educational program.
● Maintain the financial aid database and appropriate reports.
● Assist with the preparation of all financial aid reports to include NAIS and INDEX

surveys.
● Assist in recruitment and admission by participating in all admission events, outreach

events, and financial aid presentations.
● Maintain confidentiality of all information provided by families.
● Other duties as assigned

Qualifications
● A bachelor's degree is required, master’s degree preferred.
● A minimum of four years of experience in independent school financial aid and

admission work; experience in US admissions is preferred.
● Strong organizational, data management, and data presentation skills.
● Well-developed interpersonal, written, and verbal communication skills, including

communicating effectively with all constituents in a school environment, including
students, co-workers, parents, alumni, volunteers, trustees, and the public.

● Personal and professional commitment to diversity, equity, and inclusion and interest in
creating an inclusive admissions experience for families.

● Advanced understanding and ability to use computers and technology, including
Microsoft Windows and office products, basic office equipment, and mechanical
equipment; preferred experience with admissions (BlackBaud or RAVENNA), and
financial aid software (SSS or FAST).

● Adaptability, honesty, self-reliance, teamwork, dependability, flexibility, willingness to
listen and learn, work ethic, determination, persistence, problem-solving, loyalty, and
congeniality are essential; ability to manage a fast-paced, dynamic work environment
with a great sense of humor.



BENEFITS

Moorestown Friends School offers a comprehensive benefits package which includes paid time
off, medical, dental, vision, 403b with matching contribution, and company paid life insurance
and long term disability.

Moorestown Friends School provides equal employment opportunities to all employees and
applicants for employment and prohibits discrimination and harassment of any type without
regard to race, color, religion, age, sex, national origin, disability status, genetics, protected
veteran status, sexual orientation, gender identity or expression, or any other characteristic
protected by federal, state or local laws.

Interested candidates should send a resume and three references to Director of Human
Resources Amy Bitting at abitting@mfriends.org.

mailto:abitting@mfriends.org

