BAYHILL SCHOOL

Grades 7-12 - Strength-Based Learning for Neurodivergent Students

Director of Admissions, Marketing & Outreach

Full-Time - Year-Round - Reports to Executive Director

ABOUT BAYHILL SCHOOL

Bayhill School serves students in grades 7—12 with mild to moderate learning differences, delivering a
personalized, strengths-based educational experience within a small, supportive community. Our mission
centers on nurturing each student’s academic growth, self-confidence, and independence. Staff who join
Bayhill become part of a collaborative, mission-driven team where meaningful relationships, innovation, and
student-centered learning guide every decision.

POSITION SUMMARY

The Director of Admissions, Marketing & Outreach provides strategic leadership for all enroliment, marketing,
and community-outreach functions at Bayhill School. Working in close partnership with the Executive Director,
this leader serves as a primary ambassador for the school—building relationships with prospective families,
referral professionals, and community partners—while ensuring that Bayhill maintains full enroliment and a
strong public presence.

THE IDEAL CANDIDATE

We are looking for a warm, collaborative, and mission-aligned professional who brings exceptional
interpersonal skills and genuine enthusiasm for serving neurodivergent learners. The ideal candidate is a
confident communicator and relationship-builder who thrives in a school environment. Qualified backgrounds
include:

— A former educator with deep knowledge of learning differences who is ready to transition into school
administration

— An admissions or enrollment professional seeking broader leadership responsibility

— A marketing or communications professional with experience in education or nonprofit settings

KEY RESPONSIBILITIES

Admissions & Enroliment

— Lead the full admissions cycle from initial inquiry through acceptance, ensuring each prospective
student is a strong mission fit

— Conduct family interviews, coordinate shadow days, collect required student documentation, and
communicate final decisions to families

— Interpret psycho-educational reports to evaluate student appropriateness and inform class placement
recommendations

— Develop and execute an annual admissions plan designed to maintain capacity enrollment and a
qualified waitlist

— Plan and host open houses, professional events, and outreach activities that generate interest among
prospective families and referral partners

— Represent Bayhill at high school fairs and educational conferences
— Administer the financial aid program in collaboration with the Executive Director
— Maintain accurate admissions statistics and continuously evaluate and improve enrollment processes



Cultivate and steward a network of current parents, former parents, and alumni who support the
admissions program

Marketing & Social Media

Develop and execute an annual marketing plan encompassing print, digital, social media, trade
conferences, and referral-base outreach

Maintain an active social media presence with 3-5 posts per week and regular industry blog
contributions

Collaborate with the Executive Director and graphic designer to strengthen brand identity, including
updates to the website, brochure, and other collateral

Keep the school website current with fresh content, coordinating with staff and web hosting partners
Partner with web hosts to improve SEO and drive qualified traffic to the site
Plan and produce professional events, trade shows, and speaker series per the marketing plan

Community Outreach

Conduct regular visits to and from middle schools and professional referral sources to deepen
awareness of and engagement with Bayhill

Research and develop a strategic conference attendance plan to promote the school at key regional
and national events

Identify community events in the East Bay appropriate for Bayhill participation

Build partnerships with organizations sharing similar missions to expand the school’s presence within
the neurodivergent community

After-School & Summer Programs

Collaborate with the Executive Director and staff to develop and promote after-school program
offerings

Coordinate Credit Recovery courses
Plan and coordinate summer skill-building courses and tutoring programs

WHAT WE OFFER

A mission-driven, close-knit school community with deep respect for neurodivergent learners
Collaborative leadership culture and a direct reporting relationship with the Executive Director
Meaningful, visible impact on the school’s growth and long-term sustainability

Year-round, full-time position with competitive compensation

Bayhill School is an equal opportunity employer committed to building an inclusive community.



