
 
 

 
Admissions Associate  

 
Canterbury School is part of a long Episcopal school tradition of strong academics, an 
inquiry-based approach to learning, and a diverse environment. We give a central place to 
both the life of reason and the life of faith, and we believe that the ultimate purpose of 
education is to prepare students to become contributors to and leaders in an ever-changing 
world. Our PreK-8 structure concentrates on the learning needs and development of young 
children and middle school adolescents, without the added complexities of the high school 
experience. Since our founding in 1993, we have stressed that the most complete education 
develops the whole child: mind, body, and spirit. 
 
Canterbury maintains a staff of approximately 70 employees, and its teaching faculty are a 
healthy mix of veteran, mid- and early-career educators who enjoy small class sizes where 
every child is known, cared for, and loved. Students of color comprise about 20 percent of 
our student body of 350. Our school is situated on a beautiful 35-acre campus with a 
natural area, ropes course, and pond – and also a well-equipped science center. From chess 
to outdoor exploration, faculty are encouraged to share their passions, and students and 
teachers participate together in service learning, as well. Canterbury Cougars are active in 
Greensboro, and we’re told that our students are some of the most polite in town – but 
they’re also still kids who love to have fun in a community that challenges their minds and 
nourishes their spirits. 
  
Greensboro, NC is the birthplace of the Sit-In Movement, a progressive community full of 
religious and ethnic diversity. It offers outstanding universities, wonderful restaurants, 
beautiful parks and trails, minor league baseball and basketball teams, and a new 3,000-seat 
performing arts center opening in 2020. 
 
Admissions Associate  
 
Canterbury seeks a dynamic professional to assist in the school’s recruitment efforts as 
admissions associate and manage student records as academic registrar. This position is 
part time, approximately 15-20 hours per week, with hours subject to variability based on 
seasonal needs. This is a 10-month position, mid-August through mid-June. 

 

 



Responsibilities include the following:  

● Welcoming and engaging with prospective families in person, on the telephone, and 
in written communication, and maintaining communication throughout the 
admission and enrollment process.   

● Communicating effectively about curriculum, programs, and opportunities in the 

Lower and Middle Schools. 

● Coordinating and leading Shepherd Committee of parent volunteers. 

● Serving as a member of the admissions committee. 

● Scheduling and creating personalized campus tours and visits. 

● Assisting in planning and running admissions events. 

● Oversee purchase and sale of school merchandise. 

● Other duties as assigned by Director of Admissions or Head of School. 
  
 
Qualifications/Skills 
 

● Minimum of a bachelor’s degree. 

● Previous experience (especially admissions) in an independent school preferred. 

● Excellent verbal and written communication skills. 

● High energy and enthusiasm about working in an academic setting. 

● Willingness to collaborate and work in a team atmosphere. 

● Maintain confidentiality of sensitive family information. 

● Highly receptive and responsive interpersonal skills. 

● Strong technology skills, including database and spreadsheet aptitude. 

● Healthy sense of humor.   

 

Applications 

To apply, please submit a resume and cover letter explaining your interest in and 
qualifications for this position to Caroline Walker at walkerca@canterburygso.org.   
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