
 

 

Job Title 

Admissions & Marketing Assistant 

Reports To 

The Admissions & Marketing Assistant will report to the Admissions & Marketing Director and the NCC 
President/Superintendent of Catholic Schools. 

Job Overview 

Nouvel Catholic Central is looking for an Admissions & Marketing Assistant (AMA) to support the day-to-
day operations of our Admissions office. In general, the AMA will maintain and update all CRM 
databases, provide information about the school to prospective families via phone, email, video 
conference and in-person during campus tours, track and follow-up on leads and inquiries, assist with 
the drafting, proofreading and creation of marketing material for the schools, as well as assist with other 
duties assigned. 

Responsibilities and Duties 

 Track admissions inquiries then follow-up with individual(s). 
 Track monetary/gift-in-kind donations, enter into Blackbaud/Raiser’s Edge. 
 Generate acknowledgements for donors, mail when completed. 
 Answer phones and emails in a professional manner. 
 Create content (various topics) to post to schools social media pages. 
 Keep the school’s website up-to-date by creating content, taking photos, researching best 

practices, etc. 
 Take marketing photos in both buildings and various local events. 
 Assist with special events, such as hosting, directing, check-ins, etc. 
 Assist with providing alumni listings for mailings, reunions, etc. 
 Use Blackbaud/Raiser’s Edge to run Annual Fund/other Blackbaud Reports for Admissions & 

Marketing Director. 
 Assist with effectively proofreading both hard-copy and electronic documents for all 

departments. 
 Collaborate effectively with staff and other departments. 
 Interact with staff, students and parents, in a professional manner, on a daily basis. 
 Assist with conducting campus tours/student shadow days for prospective families. 
 Work closely with Digital Media Specialist to generate marketing material for the school. 
 Update CRM accordingly and generate various reports from CRM based on specific criteria. 
 Compile, generate and share monthly “focus” efforts, such as Student of the Month and Alumni 

Spotlight. 
 Assist with general office marketing needs such as purchasing marketing material, running 

errands to obtain items needed for gift baskets, etc. 
 Provide quality and timely customer service, especially in regards to admissions. 



Minimum Qualifications 

 Bachelor’s Degree with experience in marketing/advertising preferred. 
 1-3 years of experience in an office setting. 
 Possess intermediate level skill in Microsoft Word, Excel, PowerPoint, Publisher, Google Suite 

and Adobe Acrobat. 
 Proven flexibility working with both A-type and B-type personalities. 
 Must have the ability to multi-task and change course at any given time, due to unscheduled 

interruptions. 
 Self-starter with the ability to work with little to no supervision. 
 Must be extremely organized and detail oriented.  
 Navigate social media sites, such as Facebook & Instagram, especially ads, publishing tools and 

videos. 
 Have experience working in CRM and SIS databases. 
 Must be open-minded, a team player, a quick learner and always looking for new ways to help 

promote the schools. 
 Willing to assist with other duties as assigned. 

Desired Qualifications 

 Background in admissions, enrollment, marketing or public relations. 
 Experience in Adobe Photoshop and InDesign. 
 Experience working in a school setting. 
 Experience with Blackbaud/Raiser’s Edge. 
 Experience with Constant Contact. 

 

Interested candidates should send resume and cover letter to: 

Mr. Cormac Lynn, Superintendent of Catholic Schools - clynn@dioceseofsaginaw.org  
 

mailto:clynn@dioceseofsaginaw.org

