
 
 
 
 
 
 
Director of Enrolment Management 
 
The Sterling Hall School (SHS), founded in 1987, is a leading independent school that specializes in 
educating boys during their formative years of Junior Kindergarten to Grade 8. We are known for 
delivering innovative, proven and boy-focused programming that includes an exceptional academic 
curriculum and outstanding character education. SHS is a small, supportive environment with an actively 
engaged community of boys, faculty, staff, parents and alumni. 
 
Summary of Position 
 
The Director of Enrolment Management (DEM) is responsible for keeping the school fully enrolled.  
 
The DEM provides vision, leadership and innovation through the ongoing assessment and development 
of enrolment policies and best practices. The DEM actively manages recruitment and re-recruitment 
strategies, leveraging data and analyzing trends to guide effective enrolment decision-making in 
collaboration with the Academics team. The DEM also works closely with Advancement to develop 
marketing and advertising strategies that reflect our recruitment and retention priorities and foster 
strong relationships with feeder schools and nurseries. Within the SHS community, the DEM is 
committed to building and sustaining strong relationships with students and their families, from the 
time of enrolment through graduation and beyond. 
 
The DEM reports directly to the Principal and is a key member of the Strategic Leadership Team, 
providing advice and direction on the school’s strategic priorities. 
 
Specific responsibilities 
 

 Champions the school’s mission and values to current and prospective families and the external 
community through an array of direct and indirect communication vehicles 
 

 Collaborates with Advancement to design learning opportunities for current and prospective 
families, reinforcing a clear and broad understanding of SHS’s unique value proposition 
 

 Works closely with Advancement to develop and implement strategic marketing ideas, including 
placement and distribution channels for recruitment marketing materials 
 

 Develops and executes a strategic recruitment and re-recruitment plan to reach target 
audiences and explore new areas of potential interest and capacity 
 

 Coordinates and participates in special outreach events, including school fairs and expos to 
assert brand recognition and reinforce family recruitment efforts throughout the Greater 
Toronto Area  
 

 Partners with Academics to ensure fair and reflective admissions processes 
 



 Manages all aspects of admissions including visits, evaluation of applicants, selection, 
enrolment, and communicating outcomes 
 

 Cogently shares essential elements of the school - including academic, co-curricular, character 
programs and special community events - with current and prospective families 
 

 Develops and maintains strong relationships with prospective and returning families during the 
admission process, the family’s transition into the school and throughout their experience at 
SHS. 
  

Skills, Experience and Attributes 
 

 Bachelor’s degree with a minimum of 5 years relevant enrolment, administrative and/or 
leadership experience in a school setting 

 Bachelor of Education degree and teaching experience in an elementary setting is preferred  

 Understanding of database systems, with proficiency in GSuite  

 Thorough understanding of independent school environment and culture 

 Excellent social intelligence and communication skills  

 Strategic thinker with good project and time management skills 

 Strong work ethic, willing to work extended hours, including some evenings and weekends  

 Ability to exercise good judgment and use discretion with confidential information  

 Self-starter, high energy, flexible, and able to approach tasks with humour, warmth and 
enthusiasm  

 Collegial, approachable, invested in the success of the school, and able to step outside the job 
description at times for the greater good of the school 

 

Additional Information 

All CVs should be forwarded by email to careers@sterlinghall.com for the attention of the Principal, Rick 

Parsons. The deadline for applications is April 3, 2020. The start date for the position is July 2020. 

We thank all candidates for their applications; however, only those selected for an interview will be 

contacted. For more information on The Sterling Hall School, please visit www.sterlinghall.com. 

The Sterling Hall School is committed to fostering an inclusive, equitable and accessible environment. 

We encourage all qualified candidates to apply. Upon request, accommodations are available for 

applicants with disabilities throughout the recruitment process. 
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