
6/24/2020 

 

 
 
The St. Paul’s Schools are pleased to announce an opening for a full-time Admissions Database 
Manager.     
  
School Overview 
 
The St. Paul’s Schools is a family of independent schools located in Brooklandville, Maryland. 
With more than 1,400 students from ages 6 months to grade 12, St. Paul’s Pre and Lower School 
(coed), St. Paul’s School for Girls, and St. Paul’s School for Boys share a 120-acre 
campus, an Episcopal affiliation, and a focus on developing confident, well balanced students 
who will use their education and ethics to improve the world. In July 2018, the schools unified 
under the umbrella of The St. Paul's Schools, with a single board of trustees and one president, 
but each school retains its individual traditions and its gender-specific programs. A 
coordinated structure allows The St. Paul’s Schools to preserve the small school feel within each 
school while sharing resources and certain programs to maximize opportunities for students. 
With St. Paul’s unique model, boys and girls are taught together and separately at just the right 
times in their development.  
 
Position Description 
 
Reporting to the Executive Director of Enrollment Management and working with our entire 
admissions team, the database manager position is a mix of administrative and office support, 
as well as customer service work.  This position will be the initial point of contact for prospective 
families.  
 
The Database Manager must be able to assume varied roles and to multitask in a fast-paced 
work environment. A can-do attitude is essential, as is the ability to work both independently 
and with a team. The ideal candidate will possess excellent administrative and computer skills as 
well as outstanding communication and interpersonal skills. Candidates should have experience 
in or an interest in admissions and enjoy working with parents, students, and teachers. Must be 
proficient in Excel, be able to perform advanced mail merges, have prior database experience, 
and be able to problem solve.  

Job Responsibilities 

Primary responsibilities will include, but are not limited to,  

• Maintaining the online application process and admissions database. 

• Creating reports or queries as needed for weekly and monthly reports for business 
office. 

• Export and create mail merge documents for events including but not limited to, 
nametags, sign-in sheets, and inquiry letters. 

• Representing St. Paul’s School for Girls as the first point of contact for most applicant 
families to the school. 

https://nam03.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.stpaulsmd.org%2F&data=02%7C01%7C%7Ce13d8fd516834f42273608d7b64e5f29%7C8c64d7600b7f4a84a736a8e0dc2cd74f%7C0%7C0%7C637178320039066392&sdata=ifu4HJwuLxcWEGotL7cSGgdWP8EtS%2FDXvkE%2B5JaE4gE%3D&reserved=0
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• Assisting in the planning and execution of admissions events, such as open house and 
transition events. 

• Support the Director of Financial Aid during the financial aid season, with outreach to 
families for supporting documents and follow up.  

• Other duties as assigned.  

Key Qualifications 
 

• Proficiency in Excel, mail merges, and Microsoft Office. 

• Prior database experience, preferably Senior Systems and/or School Admin 

• Experience working in admissions and/or independent schools preferred, but not 

required 

• Strong organizational, verbal, and written skills 

• Excellent communication and listening skills  

• Strong work ethic 

The St. Paul’s Schools are committed to creating a supportive learning environment where all 
individuals are valued for their unique contributions and are able to achieve their highest 
potential. We strongly believe that a diverse and inclusive environment is the best learning 
environment for our students and prepares them to live, work, and thrive in an increasingly 
global and multicultural community. We reject all prejudice, particularly those based on race, 
national and ethnic origin, religion, socioeconomic status, gender identity, sexual orientation, 
and physical characteristics.  
 
Full-time employees are eligible to participate in our comprehensive benefits program which 
includes, but is not limited to, medical, dental, vision, disability and 403(b).  Other supplemental 
benefits include free lunch, fitness center and tuition remission.  Salary is commensurate with 
experience.  

Interested candidates can send their cover letter, resume and list of references to Shannon 
Duckett, Director of Employee Recruitment and Retention, at sduckett@stpaulsmd.org. The St. 
Paul’s Schools is an equal opportunity employer.  
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