HORACE MANN SCHOOL
231 West 246"™ Street
Bronx, NY 10471
An Equal Opportunity Employer

Assistant/Associate Director of Admissions for Nursery, Kindergarten and Lower Division
Start Date: August 24, 2026

The Assistant/Associate Director of Admissions (AD) for Nursery, Kindergarten and Lower Division is a ten-
month staff position. While the position is primarily based on our Bronx Lower Division campus, the AD will
have responsibilities at the Manhattan Nursery Division Campus. The AD will report directly to the Director of
Admissions and be in close and constant communication with the Head of Nursery Division and the Head of
Lower Division. The title — Assistant vs. Associate- will be determined based on the level of experience of the
successful applicant. The expected annual salary range for this position is $100,000 to $125,000, with the final
determination based on experience, education level and other job-related factors.

The AD will be responsible for coordinating the Admissions process for Nursery (Threes and PreK) Kindergarten
and Lower (Grades 1-5) applicants, and will work closely with the Director of Admissions to manage the
Admissions process. This includes providing general information, providing application materials, reviewing
application forms, and processing completed files. This also includes attending school fairs, visiting feeder
schools, communicating with Nursery program directors, and also with members of the HM Community who
have a connection to the admissions process, or to other families who are submitting applications.

The AD will conduct parent interviews, supervise Kindergarten and Nursery group interviews and conduct parent
and student interviews for applicants to Grades 1-5. The AD will train and work closely with admissions
personnel and faculty members involved in the interviewing of applicants.

The AD will screen and review applicants. This phase includes evaluating complete files to make preliminary
admissions recommendations. The AD must have demonstrated experience with early childhood evaluations and
assessments. The AD will work closely as a member of the Admissions Committee with the Head of School,
Heads of the Nursery and Lower Divisions and Director of Admissions to complete the evaluation of candidates,
process final decisions and follow-up with families after decisions have been made.

The AD will attend weekly Admissions staff meetings. The AD may be called upon to assist with other school
activities on a day-to-day basis as needed, including assisting with Admissions activities on the other campuses,
attending school-wide or community events, and otherwise representing the HM Admissions Office internally or
externally.

Qualifications:

Bachelor’s Degree is required. The ideal candidate will have successfully completed a Masters degree, and will
have four to six years of teaching and/or assessment (educational or psychological) experience in an early-
childhood or elementary environment - with at least three years of admissions experience. The candidate will
have strong written and verbal communication skills, strong organizational and computer skills, a demonstrated
understanding of child development, and the ability to work independently. Finally, the successful candidate will
be able to work well with a variety of different people, will be a team player, and will be able to well represent the
Horace Mann School in the School and external community.

Horace Mann School is a coeducational, college preparatory independent day school for students from Nursery
through grade 12. The School seeks to stretch the imagination, intellect and insight of its students while



developing the moral characteristics that impart identity and purpose. We recognize as our core values: the Life of
the Mind, Mature Behavior, Mutual Respect, a Secure and Healthful Environment, and a Balance between
Individual Achievement and a Caring Community. These core values guide our decision-making and govern the
implementation of our curriculum and programs across all divisions of Horace Mann School. In addition to its
campuses in Manhattan and the Bronx, NY, the School also owns and maintains the John Dorr Nature Laboratory,
a comprehensive outdoor education facility on 320 largely wooded acres in Washington, CT. One of the nation’s
10 largest independent day schools, as of September, 2025, the School enrolls 1,823 students from 149 zip codes,
primarily representing Manhattan, The Bronx, New Jersey, Westchester and Connecticut. For 2025-26, 87% of
students N-12 reported optional race and/or ethnicity information. Of that group, 60% identify as students of
color, 38% identify as White non-Hispanic/Latine, and 2% identify as international. Just over 49% of our students
identify as girls, 50% of our students identify as boys and a third group expresses a different gender identity.
Approximately 17% of our current students receive Financial Aid to attend Horace Mann. Thirty-seven percent of
School administrators, teachers, and staff members identified as race other than white and/or as Hispanic/Latine.
Over the past five years, the School has recorded a 97% annual retention rate for students and a 92% retention rate
for all employees. The school’s most recent $125 million bricks and mortar campaign has provided the Middle
and Upper Divisions with newly constructed and renovated state of the art science and physical education
facilities.

Interested candidates should send resume and cover letter to: employment@horacemann.org
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