
 

 

 

 

 

THE WHEELER SCHOOL 
Director of Enrollment 

July 1, 2019 

 

Founded in 1889, The Wheeler School is a co-educational independent day school for approximately 800 students 

from Nursery through Grade Twelve in beautiful and dynamic Providence, Rhode Island. The essence of the Wheeler 

mission and vision comes down to a simple imperative reflected by Mary C. Wheeler’s founding precept: “to 

learn our powers and be answerable for their use.”  Wheeler is a community through which teachers strive to 

make anything possible for students, where choice, inquiry, and interest are of primary import, where educators 

know students well, and where nurturing intellectual character, critical thinking, empathy, and creative spirit 

are insisted upon. 

The Director of Enrollment will provide vision and leadership to attract and enroll a diverse and dynamic group 

of students and families who will thrive within and advance the mission of The Wheeler School. The Director will 

work well with other leaders and the admissions team 

to meet schoolwide enrollment, recruitment, and 

retention goals and ensure sustainability throughout a 

chapter of ongoing growth and leadership in the area. 

Leading a team of professionals, the Director of 

Enrollment will pursue and implement best practices for 

engagement, communications, and relationship-building. 

The Director of Enrollment will often be the public face of 

our School for prospective families in the Providence and 

Southeastern Massachusetts region, where Wheeler 

maintains a strong reputation and position. In the years 

ahead, this individual will work closely with a strong team of school leaders and the Head of School to continue the 

legacy of innovation and excellence for which The Wheeler School is known. 

At the highest level, the ideal candidate will be a dedicated and accessible leader and manager, a pragmatic 

visionary – collaborative, self-motivated, and decisive. An ideal candidate will have experience leading 

growth and will garner trust through open and direct communications and a strong work ethic. The ideal 

candidate will be creative and dynamic and will have high energy level to match the dynamism of Wheeler’s 

environment. The candidate will act with humility and a sense of humor, will be organized and an excellent, 

thoughtful communicator, and will have extremely strong relational skills and follow through. 

More specifically, the Director of Enrollment will: 

• Advance the mission of the school by attracting and enrolling mission-aligned families and students 

• Provide clear vision, supervisory leadership and management, and strategic direction for a team of five 

admissions professionals, driven by shared school goals created in conjunction with the Head of School and 

Leadership Team 

• Nurture relationships with other schools and community organizations, as well as within the Wheeler 

community through attendance at fairs, recruitment events, and schoolwide events, serving as a chief 

spokesperson for the School 

• Provide a clear, warm, dynamic presence and leadership for families, students, and the larger community, both 



 

prospective and current 

• Work in collaboration with the Business, Communications, and Advancement offices on organizational goals, 

specifically budget, tuition assistance allocation, communications strategies, enrollment, and retention 

• Lead the School’s Tuition Assistance Committee, in collaboration with the Business Office and Head of 

School 

• Participate on the Leadership Team as a strategic partner in advancing Wheeler’s mission, and act as the 

enrollment liaison to the Board of Trustees as well as serve as administrative liaison to the Board’s Enrollment, 

Recruitment, and Public Relations subcommittee 

• Incorporate the use of research, best practices, data, and quantitative analysis into the enrollment strategy 

• Manage enrollment projections, goals, budget, policies, and procedures 

• Continue to nurture existing relationships with feeder schools and establish new relationships with 

schools, educational consultants, and placement organizations as appropriate 

• Demonstrate high ethical standards, integrity, and respect for prospective families, colleagues, alumni, 

parents, guardians, and students throughout the admissions process 

 

• Qualifications 

• Success in prior external-facing leadership roles in schools  

• Excellent listening, written and oral communication skills 

• Demonstrated cultural competency and commitment to 

diversity, equity, and inclusion work in schools 

• Facility with social media and thought leadership 

• Ability to work evenings and weekends as necessary 

• Experience with admissions and enrollment strategies, 

leadership, and best-practices 

• Experience with financial aid processes and procedures 

• Demonstrated leadership and management expertise 

• Bachelor’s Degree required; Master’s degree or higher 

preferred 

 

Providence is located less than an hour’s drive from Boston and three and a half hours from New York City, 

and the second largest urban center in New England, proximate to both ocean and to the mountains of northern 

New England. A small and easily-navigated city, Providence proper is home many ethnic neighborhoods, 

and to eight hospitals and seven institutions of higher learning, including Brown and RISD.  One of New 

England’s major commercial, financial, and industrial centers, with an economy based on a foundation of 

manufacturing, trade, and service-oriented Providence and Rhode Island have a rich history dating to Roger 

Williams and the Providence Plantation.  Even with recent population growth, the cost of living in Providence 

has remained relatively low, and home prices are quite reasonable. Minor league baseball and hockey teams 

attract both visitors and residents alike, as does the city’s 1,200-acre park system that includes the Waterplace 

Park Amphitheater and river walks along the banks of the city’s two main rivers.  Rhode Island features some 

of the best beaches in New England. 

 

If you wish to speak with the consultant about the position prior to applying, please call or email. All inquiries 

are kept confidential. Candidates interested in the position should email a resume, cover letter, personal 

statement, and list of references (as separate documents) to Ben Bolte (bbolte@carneysandoe.com) and DZ Zito 

(dzito@carneysandoe.com).  

Please do not contact the school directly. 
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