Recruitment Officer

Position Description:

The Catholic Schools Foundation (CSF) is seeking a Recruitment Officer to assist with increasing enrollment in the 16 elementary and five secondary Catholic schools in the City of Boston.  Specifically, this position will be focused on increasing the presence of under-represented socioeconomic groups within Boston Catholic schools.  This is a new position that will report to the Program Officer of the Catholic Schools Foundation.       
Position Responsibilities:
·  Create and implement a marketing plan to promote a defined identity for the recruitment program;

·  Create and implement a recruiting strategy;
· Develop strategic relationships with Boston Catholic schools; 
· Develop strategic community partnerships within the City of Boston; 
· Manage the admission and financial aid application process for recruited students; 

· Track student progress  after enrollment; 

· Provide an annual report on the results of recruiting efforts;
· Act as a liaison for the Catholic Schools Foundation within the Boston community 

Position Requirements:

· Bachelor’s degree 

· 3-5 years work experience, preferable in the field of admissions, marketing, public relations, or sales

· Fluency in Spanish

· Knowledge of the Boston Latino community, culture, and customs

· Familiarity and commitment to Catholic  education

· Ability to work independently 

Please forward a cover letter and resume to Sue Gartside at sgartside@csfboston.org or by mail to:

Susan Gartside

Catholic Schools Foundation

260 Franklin Street, Suite 630

Boston, MA 02110
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