
 

 

  

 

 
Marymount High School 

Los Angeles, CA 

Director of Enrollment Management & Community Outreach 
July 2021 (Start Date Flexible)  

               

 

As part of an international network of Religious of the Sacred Heart of Mary (RSHM) schools, 

Marymount is an independent, Catholic all-girls school with the core purpose of educating and 

empowering young women to live lives of consequence as ethical leaders with a global perspective and 

an unshakable commitment to the common good.  Marymount currently enrolls 370 girls grades 9-12, 

40% of whom self-identify as students of color; about two-thirds are Catholic.  The school was founded 

in 1923. 

 

 Situated on five and a half acre, 

Spanish mission-style campus, the 

school sits across the street from 

UCLA in the western section of 

Los Angeles with the nearby 

communities of Pacific Palisades, 

Santa Monica, Westwood, and Bel 

Air, along with the Getty Center, 

one of the world’s most 

comprehensive arts, conservation, 

and education institutions.  

 

Marymount’s curricular and co-

curricular programs are designed to 

foster confidence, joy, leadership, 

and a sense of greater purpose in 

each student; education of the whole 

girl is one of the school’s foundational pillars. The school celebrates the individuality of each student, 

empowering girls to become their best selves academically, emotionally and socially.  The school’s 48 

faculty come from many faiths, and almost all hold one or more advanced degrees.  They teach a full range 

of courses, grounded in math, science and the humanities, including 31 honors classes and 20 AP courses 

(80% of overall student body enrolled in one or the other or both).  Other classes include Art History, 

Design and Engineering, Japanese Literature, Popular Culture, Digital Filmmaking, and Self-Defense.   

 

Approximately 25% of the student body receive some form of tuition assistance and arrive on campus 

from some 84 different middle schools around the city (many by the school’s nine bus routes).  Typical 

enrollment is 70-80 per grade.  Marymount was the first all-girls secondary school in Southern California 

to institute a 1:1 student laptop program, each student equipped with a fully loaded MacBook Pro.  

Additionally, classrooms are outfitted with iPads, SmartBoards and TI-Nspire Calculators, ultimately 

providing full-featured technology support through use of the latest tools. 

 



 

 

  

 

Outside the classroom, Marymount offers a robust arts program orchestra, choir, dance, theater and the 

visual and digital arts.  Each year from the school’s 13 athletic teams, about a dozen girls are recruited to 

play their sport in college.  The gym, fitness room, and pool are constantly busy and student-athletes also 

use nearby facilities for equestrian, tennis, softball, golf, and cross-country. 

 

THE POSITION 

An integral member of the Senior Administration Team, the Director of Enrollment Management & 

Community Outreach is one of the lead ambassadors for Marymount and provides leadership and strategic 

direction on issues related to student recruitment, admissions, enrollment management, and retention.  The 

school expects that successful candidates will be knowledgeable and passionate about girls’ education and 

the needs of young women in high school; ideally have independent school admissions experience, with a 

proven record of success in systematically and strategically strengthening enrollment; possess a warm, 

consultative demeanor to build rapport and establish credibility and to apply critical interpersonal skills to 

influence positive outcomes.   

 

The current Director, Patti Lemlein, is retiring (after 7 years at the school) and moving back to Colorado.  

The Head of School, Jackie Landry, is seeking an innovative, energetic Director of Enrollment to become 

a part of her collegial, collaborative admin team; Someone who enjoys and appreciates the use of data, 

who can join their “100 year-old start-up.”    

 

Key Accountabilities 

• Oversees the comprehensive admission program, from inquiry to enrollment of new students, and 

provides leadership for a comprehensive enrollment management program that tracks and supports 

the retention of enrolled students from point of entry to graduation. 

• In collaboration with the Head of School, develops and implements a strategy for admission, 

including forecasting in relation to long-term objectives, and develops and orchestrates an annual 

action plan to meet short and long-term admission and retention goals. 

• Presents the school to prospective students and parents, oversees the systematic and efficient 

handling of applications, and collaborates with the Associate Director of Admissions on admissions 

processes and activities, including; conducting interviews with candidates and their parents; 

arranging admissions testing; securing of necessary student supplemental paperwork; open houses; 

classroom/shadow visits; placement testing, and Student and Parent Ambassador Programs. 

 

 

 

 

As a member of the Marymount community, I will strive to act with integrity, 

trustworthiness, honesty, and respect for human dignity and the property of 

others. I will fully participate in and support my community’s efforts to 

eradicate racism and all forms of prejudice so that all may have life and 

have it to the full. I accept that any behavior that constitutes racism, bigotry, 

or deliberately disrespectful forms of hate speech will not be tolerated and 

will have consequences. I promise to take full responsibility for my actions 

in all my academic and non-academic endeavors. I hereby accept this pledge 

as a guide to assist me in living honorably. 

 

- Marymount's Pledge to Live Honorably 

(Adopted Summer 2020) 



 

 

  

 

 

 

• Evaluates and communicates final admissions decisions to candidates and their parents in 

conjunction with the Associate Director of Admission and the Admission Committee, and supervises  

the sending of decision packets and other decision-related communications. 

• Oversees management of the school’s inquiry database, and 

establishes protocols for regular contact with potential families helping 

to keep them connected and informed. 

• Maintains strong relationships with sending schools, cultivates new 

relationships and builds a 5-year pipeline of prospective students. 

• Utilizes data and research to keep Marymount at the forefront of 

admissions trends; attends local and national conferences and/or 

appropriate webinars to keep up with current research. 

• Maintains a professional environment in which confidentiality and 

integrity are essential ingredients, and evaluates, recommends, and 

implements strategic goals regarding the comprehensive Admission 

and Enrollment Management Programs and related staffing. 

• In collaboration with the Marketing and Communications department 

and the Advancement Team, conceptualizes and implements 

traditional and inbound marketing, communication, and recruitment 

strategies. Evaluates and redesigns where appropriate, all aspects of 

the admissions and marketing program and collateral with the goal of 

maintaining a capacity enrollment. Oversees the content on the 

Admissions portion of the website.  

 

Additional Responsibilities  

• Provides regular updates to the Head of School and Board of Trustees on key admissions metrics. 

Prepares end-of-year report summarizing admission process and capturing important admission 

statistics; administers end-of-season surveys to students who enroll and those who decline to enroll. 

• Serves as the Staff Liaison to the Enrollment Task Force of the Board of Trustees. 

• Serves as a member of the School Administrative Team and participates in the overall strategic 

management of the school's program, policies, and planning. 

• Chairs the Admission Committee, trains Committee members on reading files, and leads the 

Committee in decision-making discussions. 

• Serves on the Financial Aid Committee: reviews, evaluates, and recommends students for aid. 

• Heads the internal Retention Committee and works collaboratively to track, report, and forecast 

student retention and plan future enrollment. 

• Represents the school at on and off-campus events and consortium groups and serves as the public 

voice on matters relating to the admission process. 

• Serves as the PDSO for SEVIS to facilitate F-1 visas for International Students. Updates records, 

registration and school recertification as needed. 

• Prepares the End of Year surveys for new and current students. 

• Supervises and manages the admission office staff: Associate Director Admission and Database 

Coordinator-Admission Associate. 

• Performs other duties as assigned by the Head of School.  

 

 

 



 

 

  

 

 

 

Position Requirements 

o A deep investment in Marymount High School’s mission, and ability to articulate the School’s 

mission, philosophy, and strategic goals clearly and effectively. 

o Superior skills in communication and technology, including outstanding writing and public speaking 

skills. 

o Knowledgeable in admissions based software systems (the school currently uses the Blackbaud 
Enrollment Management Module) 

o Strong qualitative and quantitative analytical skills. 

o Excellent managerial skills. 

 

To Apply 

Marymount High School has engaged the services of Carney, Sandoe & Associates to assist in its search for 

this position.  Interested individuals should email a cover letter and resume to and/or contact Senior Search 

Consultant, Ben Bolte:   bbolte@carneysandoe.com/617-933-3430.  Please do not send your information to 

the School.  All inquiries are confidential; compensation will be highly competitive.  

 

  

Marymount High School provides equal employment opportunities (EEO) to all employees and applicants for employment without regard 

to race, color, religion, gender, national origin, age, disability or genetics. In addition to federal law requirements, Marymount High 

School complies with applicable state and local laws governing nondiscrimination in employment. 


