
Director of Enrollment Management and Marketing 
 
St. Joseph Catholic STEM School in Waconia, MN is an innovative and exciting Catholic School in 
the SW metro of the Twin Cities. St. Joseph Catholic STEM School has been honored with 10 “best 
of class” awards over the past 6-years! 
 
Our motto is, “Take a closer step to heaven, and don’t go alone.” We actively live out our faith 
every day in every way! 
 
It is important that the Director becomes one of the integral faces of the school. 
 
The Director should have skills to anticipate and adopt innovations in business-building digital and 
technology applications including the impact of emerging technical skills, as well as knowledge and 
capabilities that benefit personal and school performance. 
 
Responsibilities and Duties 
 
Enrollment and Marketing 

1. Coordinates the external and internal marketing efforts and initiatives that attract and retain 
students in sufficient numbers to support the programs of the school. 

2. Advises the Principal on strategic retention. This includes initiating an early re-registration 
process, creating/enhancing a culture of community through school activities and ensuring 
that the entire community (parents, faculty, staff, etc.) understands its role in the retention 
of current students. 

3. Develops and implements strategic marketing ideas. Formulates annual Admission and 
Enrollment Action Plans with goals and objectives based on data related to admission and 
enrollment. Presents statistical trend information and enrollment projections to senior staff, 
Board of Specified Jurisdiction and faculty. 

4. Attends Board of Specified Jurisdiction meetings when appropriate and is involved in 
strategic planning and keeping the board fully apprised of the school’s admission, financial 
aid and marketing endeavors. 

5. Oversees all on-campus visitation programs including Open Houses, interviews, tours and 
accepted student programs. 

6. Oversees the management of all admission publications and admission process 
communications, including work on the production of the school’s viewbook (website 
enrollment pages). 

7. Oversees the volunteer network of Admission representatives, working closely with key 
volunteers. 

8. Builds, maintains and encourages relationships with feeder parishes, preschools and other 
neighboring schools and identifies new opportunities for outreach. 

9. Is an integral leader for the school community and participates fully in daily community life 
of the school. 

10. Be present where needed, ready for work, to recognize situations that require additional 
effort, to put in more time when necessary, to provide an example of punctuality. 

11. Participate in creating a productive, harmonious environment, promoting good morale, 
adequate communication, and cooperative teamwork 

 



 
Communications 

Sets and maintains professional writing and design standards for school communications. 
Serves as brand ambassador of the school. This includes, but is not limited to: 

1.  Website and email marketing creative direction and production 
2.  Print publications including school newsletter/magazine, marketing materials, giving 

program brochures and direct mail pieces 
3.  Social media updates and communications 
4.  Media relations including advertising and press releases in local newspapers, local 

media coverage of school events. 
 
Qualifications and Skills 

· Ability to identify and improve processes necessary to get work done effectively and 
efficiently 

· Collaborator – build and use partnerships to meet shared objectives 
· Develop and deliver multi-mode communications that convey clear understanding of the 

needs of different audiences 
· Ability to make sense of complex high quantity information 
· Ability to plan and prioritize work to meet commitments aligned with organizational goals 
· Drive to consistently achieve results 
· Take on new opportunities and tough challenges with a sense of urgency and enthusiasm 
· Ability to build and maintain positive relationships with many constituent 
· Ability to appreciate and communicate a passion for Catholic elementary education. 
· Demonstrated leadership and effectiveness in developing and accomplishing organizational 

goals. 
· Ability to build a team, effectively recruit and manage volunteers. 
· Superior communication skills, ability to conceptualize and execute strategic plans, the ability 

to interact confidently and effectively with school staff, students, donors, trustees (board 
members), school administration, the media and alumni. 

· Working knowledge of Microsoft Office (Word, PowerPoint, Excel) and social media is 
required. 

· Experience in a not-for-profit environment, parochial, independent school is preferred. 
· Bachelor’s degree in related field strongly preferred. Master’s degree a plus 

 

To apply, please contact John Bannigan, jbannigan@stjosephwaconia.org and provide your resume. 
If you have any questions, connect with John via email or call (952) 442-4500. 
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