
 

Job Title 

Admissions & Marketing Assistant 

Reports To 

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

Job Overview 

Nouvel Catholic Central is looking for a self-motivated individual to serve as the Admissions & Marketing 
Assistant, to assist with the day-to-day operations of the Admissions & Marketing department, in a 
support role. This department is responsible for generating and working with all prospective leads. The 
assistant would work with the director to share key information, help track inquiries, schedule and 
facilitate tours, request transfer documents and anything else pertaining to admittance. Additionally, 
the assistant would work with the director to help proof and create marketing material for the school, as 
well as assist with other duties assigned. 

Responsibilities and Duties 

1. Admissions Assistance 
a. Answer telephone and emails in a professional manner, screening and directing 
b. Track admissions inquiries and details 
c. Work with other schools to obtain student records 
d. Maintain calendars, timelines and checklists 
e. Assist with conducting campus tours 
f. Assist with preschool enrollment  
g. Assist with the creation, organization and implementation of admissions events 

2. Marketing Assistance 
a. Create content for school website and social media pages 
b. Assist with event and classroom promotion (i.e. taking photos, creating materials, 

writing recaps, etc.) at both buildings 
c. Help maintain branding standards on all documents/materials representing the school 
d. Assist with proofreading both hard-copy and electronic documents for all departments 
e. Assist with general office marketing needs such as purchasing marketing material, 

creating gift baskets, organizing give-a-ways  
f. Compile, generate and share monthly “focus” efforts, such as Student of the Month, 

Alumni Spotlight, Senior Spotlight, Teacher of the Week and more 
g. Assist with creating and scheduling admissions communications 
h. Assist with survey coordination and data presentation 

3. General Office Duties 
a. Collaborate effectively with staff and other departments 
b. Interact with staff, students and parents, in a professional manner 
c. Provide quality and timely customer service  
d. Work with students, families, teaching staff, support staff and administration 



Education, Experience and Skills 

1. Associates degree required; Bachelor’s degree in Marketing, Public Relations, Communications 
and/or field preferred 

2. Preferred 1-3 years of experience in an office setting 
3. Working knowledge and experience with Microsoft Office Suite and Google Suite 
4. Experience with either Adobe Creative Suite or Canva 
5. Must be extremely organized and detail oriented 
6. Proficient in social media management, such as Facebook and Instagram 
7. Willing to assist with other duties as assigned  

Key Competencies 

1. Excellent verbal and written communication skills 
2. Excellent customer service skills 
3. Organizing and planning skills 
4. Attention to detail and accuracy 
5. Reliability  
6. Professional attitude and demeanor 
7. Able to take instruction and direction 

Professional/Technical Knowledge, Skills and Abilities 

1. Computer skills, including the ability to prepare correspondence and reports in Microsoft Office 
Suites   

2. Ability to prioritize work, manage time and work independently and responsibly 
3. Demonstrate sound judgement in exhibiting behavior that may impact the organization 
4. Demonstrate positive interactions with employees, as well as existing and prospective families 
5. Demonstrate professional image, maturity, self-confidence and positive attitudes 
6. Excellent phone etiquette  

 

Interested candidates should send resume and cover letter to: 

Mrs. Kelly Breasbois, Director of Admissions & Marketing – kbreasbois@nouvelcatholic.org 
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