
 

 

 

 
Live Oak School invites applications, nominations, and inquiries as it embarks upon a search for a 
dynamic and visionary Director of Enrollment Management and Admissions who can build upon Live 
Oak’s many successes since its founding in 1971. This is an exciting opportunity for an experienced and 
innovative enrollment management leader with an entrepreneurial spirit, an eye for creativity, fresh 
thinking, and a proven record of implementing best practices.  
 
The Director of Enrollment Management and Admissions is responsible for creating and leading a 
strategic and comprehensive admissions and enrollment program. They are one of the key ambassadors 
for Live Oak and provide leadership on issues related to student recruitment, admissions, and 
enrollment management. Serving as a chief strategist to all matters related to enrollment management, 
the successful candidate will demonstrate commitment to building a mission-aligned, diverse, and 
inclusive community that is reflective of the socio-economic, racial, ethnic, varied family structure, and 
gender diversity of the Bay Area.  
 
ABOUT LIVE OAK SCHOOL  
Live Oak School is an all-gender independent day school in San Francisco founded in 1971, serving nearly 
420 students in grades K–8. Live Oak supports the potential and promise of each student. They provide a 
strong academic foundation, foster skills to effect change, and develop courageous and conscientious 
learners from all backgrounds. They inspire students to advance equity and inclusion, to act with 
compassion and integrity, and to pursue a lifelong passion for learning. Live Oak believes deeply in the 
symbiotic relationship between each individual and their communities—their school, their 
neighborhood, their city, and ultimately the whole world. Their Mission and Values emanate out from 
that essential truth — helping the individual access everything that they need to flourish necessarily 
benefits the entire group and practicing compassion for those around us necessarily benefits each 
individual. 
 
MISSION, VISION, AND VALUES 
Mission: Live Oak School supports the potential and promise of each student. They provide a strong 
academic foundation, foster skills to effect change, and develop courageous and conscientious learners 
from all backgrounds. They inspire students to advance equity and inclusion, to act with compassion and 
integrity, and to pursue a lifelong passion for learning. 
 
 

https://www.liveoaksf.org/
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Vision:  
To know a child well is Live Oak School’s vision and the responsibility of the entire Live Oak 
community—faculty, parents, and the students themselves. 
 
Live Oak knows children well so they can teach them well, providing access and challenge for all 
students. 
 
They know them well so they can bring their whole selves – all aspects of their identity – to school so 
they can be comfortable at school to take the risks that result in real learning. 
 
They know them well so they can know themselves well, and grow into people who can advocate for 
themselves and for others  
 
Live Oak Values: 
A rich curriculum that provides access and challenge for every student, supporting deep thinking, self-
expression, and new perspectives. 
 
An inclusive school community that explores and appreciates the differences that define us as 
individuals. 
 
Empathy in our personal relationships to encourage responsibility and integrity in our actions. 
 
Joy and humor—In this, we find the willingness to learn from mistakes, the desire to take healthy risks, 
and the curiosity of childhood. 
 
Live Oak Mission and Values emanate out from that essential truth — helping the individual access 
everything that they need to flourish necessarily benefits the entire group and practicing compassion for 
those around them necessarily benefits each individual. 
 
CURRICULUM, STUDENT LIFE, AND OUTCOMES 
Live Oak structures their curriculum upon two core elements: essential questions and throughlines. 
Essential questions anchor their academic exploration to an overarching concept that students work to 
explore. Diving deeper into the year-by-year progression, their schoolwide curriculum provides a 
cohesive learning experience from kindergarten to eighth grade graduation via thoughtfully crafted 
throughlines. 
 
Student Life: Live Oak’s educational program is enhanced by experiences that deepen connections to 
their local community and generate positive social interactions. They actively cultivate an environment 
that allows students to harness their curiosity and take the risks that result in real learning. 
 
Experiential Learning:  
FIELD TRIPS - Live Oak students are regularly leaving the classroom to learn from the world around 
them. Kindergartners experience an array of San Francisco's parks, sights, and neighborhoods on weekly 
Friday field trips. They make it a point to help expose their students to experiences that deepen their 
understanding of academic concepts while collecting valuable insights into how these skills make 
meaning in their everyday life. Field trips allow their students to experience the richness of the city they 
live in. 

https://www.liveoaksf.org/our-program/curriculum
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OUTDOOR EDUCATION - Overnight outdoor trips present opportunities for their students to pursue 
learning goals beyond the walls of the school. The trips allow students to deepen their learning and 
expand their connections with peers. The administrative and faculty teams work in partnership with 
outside organizations to provide students in grades 4-8 with opportunities ranging from recreating a 
Russian settlement in Ft. Ross to a backpacking trip in Pinnacles National Forest. 
 
Cross-Grade Interactions: 
GROVES - Every Live Oak student and staff member is a member of a mixed grade Grove. Groves 
encourage a sense of belonging, connectedness, and responsibility. Middle school students take on 
leadership roles in these groups, acting as models for social interaction and supporting younger students 
in Grove activities and community projects. 
 
CAMP LIVE OAK - Camp Live Oak is the most eagerly anticipated event of the year. With the support of 
faculty, camp staff, and parents, students take on new challenges, from sleeping in cabins with 
classmates, rock climbing, and a “polar bear swim” to quiet time journaling and performing in a talent 
show. 
 
After School: 
DRAMA - Twice a year, Live Oak middle school students stage a full play geared for the enjoyment of 
San Francisco families. The productions give seventh and eighth graders the opportunity to sharpen 
their acting skills or participate in the stage crew to help bring the production to life. These 
performances are open to the public and sell out every year. Live Oak students put on two full-scale 
productions each year. 
 
ATHLETICS - After school sports for students in fifth through eighth grades include cross-country, 
volleyball, basketball, and futsal. Coaching focuses on skill development, good sportsmanship, and 
leadership, while providing a positive opportunity for social and group interaction. Lower school 
students have the opportunity to participate in soccer and Taekwondo as part of our Roots & Branches 
enrichment programs. 
 
ENROLLMENT SNAPSHOT 
 

Enrollment (Fall 2022) 418 

Inclusive Tuition- includes all school supplies, 
lunch, etc. (Fall 2022) 

LS $39,550.  MS $40,075  
 

Percent of Students Participating in the Adjusted 
Tuition Program 

23% 

Average Tuition for Participants in Adjusted Tuition 
Program  

$8,500 

Annual Adjusted Tuition Budget $ 3,005,146 
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LOCATION AND CULTURE 
San Francisco, located on the Pacific Ocean and the San Francisco Bay, is the cultural, commercial, and 
financial center of Northern California. A city of diverse neighborhoods, San Francisco is known for its 
coastal climate, steep rolling hills, eclectic mix of architecture and world-famous landmarks, including 
the Golden Gate Bridge, cable cars, Fisherman’s Wharf, and it's Chinatown district. The city, and 
surrounding Bay Area, is a global center of the sciences and arts and is home to a number of educational 
and cultural institutions, such as the University of San Francisco, University of California, San Francisco, 
the de Young Museum, the San Francisco Museum of Modern Art, the SF JAZZ Center, and the California 
Academy of Sciences. San Francisco is also the headquarters of major banking and tech institutions and 
various companies, including Levi Strauss & Co., Dropbox, Airbnb, Twitter, Uber, Lyft, and Mozilla. The 
Bay Area is home to MLB’s Giants, the NFL’s 49ers, and the NBA’s Golden State Warriors. San Francisco 
residents enjoy abundant opportunities for outdoor activities with over 220 parks and beaches.  
 
Live Oak School’s campus is located in San Francisco's Potrero Hill neighborhood. Potrero Hill sits on the 
eastern edge of the City and offers an evolving mix of residential and commercial properties, along with 
numerous corridors featuring a range of shopping, coffee shops, and eclectic dining options, many of 
which have taken over buildings that harken back to the neighborhood’s agricultural and industrial 
roots. Among the cultural and recreational landmarks that dot Potrero Hill’s streets is Jackson Park, 
which sits directly across Mariposa Street from Live Oak School and, through a long-standing partnership 
with the City of San Francisco, serves as an extended learning and play space, assembly area, and after-
school sports facility for Live Oak students.    
 
Live Oak’s campus itself is home to 400+ students spread among the four-story building that has 
expanded significantly over the years. Among recent campus additions is a 6,000 square foot rooftop 
playground that is constantly buzzing with recess, PE, and school assemblies, while offering wide open 
views of San Francisco’s captivating skyline. In addition, the ChangeMaker Lab, a Center of Values Driven 
Innovation, houses Live Oak’s maker space, opening access to all students to elevate their creative 
potential and innovative promise through a variety of projects throughout the year.      
 
Live Oak School takes pride in integrating our neighborhood into our students' overall learning 
experience. Over their time at Live Oak, students come to see the neighborhood having a symbiotic 
effect: they embrace and actively seek to help and improve the Potrero Hill community and in turn gain 
important insight into the diverse cultures and experiences that Potrero Hill residents - and the city of 
San Francisco as a whole - add to the community.   
 
THE ROLE OF THE DIRECTOR OF ENROLLMENT MANAGEMENT AND ADMISSIONS 
The Director of Enrollment Management and Admissions will be a thought partner with and report to 
the Head of School. They will serve on the senior leadership team, known as the Strategy Steering Team. 
The Associate Director of Admissions will report to the Director of Enrollment Management and 
Admissions. The Director will provide appropriate and accurate information to applicants, families, 
organizations, and educators to ensure the applicants best match the School’s programs. They will work 
with the Associate Director of Admissions, faculty, and program administrators to both observe and 
select students for enrollment creatively and efficiently.  
 
In addition to the customary responsibilities of a K-8 Enrollment Management and Admissions Director 
for outreach, assessment, data management, tracking and reporting key admissions performance 



Live Oak, Director of Enrollment Management and Admissions  Page 5 

 

indicators throughout the cycle, volunteer management and coordination, and timely communication 
and effective marketing, they will also support the larger diversity and strategic goals for the school.  
 
The next Director of Enrollment Management and Admissions at Live Oak will have opportunities to 
refine an admissions process for a growing applicant pool, work with a seasoned and eager team, and 
work with a school community committed to outreach through an intentional DEI lens. 
 
The Director of Enrollment Management and Admissions position includes the following opportunities 
and challenges:  

● Designing and implementing a holistic strategic plan for Live Oak’s long-term enrollment 
success. As a forward-thinking, strategic planner, the Director of Enrollment Management and 
Admissions will craft an overarching vision to guide the recruitment of future students and 
families. The Director will develop and implement updated recruitment, admission, and financial 
aid practices and policies in anticipation of continued shifting national trends, while 
simultaneously ensuring that the School’s efforts are true to Live Oak’s mission and values. A 
collaborative leader, the Director of Enrollment Management and Admissions will also 
strengthen relationships with other members of the leadership team, faculty, staff, parents, and 
students to coordinate and streamline admission efforts across the institution. 
 

● Ensuring that Live Oak effectively communicates its impact and value to parents and key 
influencers through clear, creative, and consistent marketing and outreach. In collaboration 
with the Communications and Marketing team, the Director of Enrollment Management and 
Admissions will lead and evaluate the effectiveness of results-driven marketing and 
communications efforts. The Director will ensure all community members are able to articulate 
a powerful, shared message about the unique value and impact of a Live Oak education and its 
financial aid policies. In addition, the Director will serve as a highly visible and persuasive 
champion of the Live Oak experience to a wide range of constituencies, from local and national 
peers, to students, parents, alum, and the School’s Board of Trustees. 
 

● Collecting and analyzing data in order to inform daily operations as well as high level strategy. 
In order to attract, yield, and retain an excellent and diverse student body while remaining 
within the parameters of the financial aid budget, the Director of Enrollment Management and 
Admissions will need to evaluate the effectiveness of recruitment activities, outreach 
campaigns, and financial aid packages and be able to translate this information into clear, 
actionable priorities. The Director will also need to provide frequent and accurate reports on the 
current state of enrollment to the Head of School, other senior leaders, and the Board of 
Trustees in order to ensure the School strikes the appropriate balance between access and 
financial sustainability. 
 

● Leveraging the talents and resources of campus partners in a School-wide effort to attract and 
retain Live Oak students. The Director of Enrollment Management and Admissions will nurture 
connections across the school, in order to work as a team toward the School’s enrollment goals. 
The Director will be asked to lead the way in bringing fresh ideas and new approaches for 
engaging the entire campus in the effort to recruit and retain excellent, diverse students and 
families. 
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DESIRED QUALIFICATIONS AND CHARACTERISTICS 
In joining the team at Live Oak, you will become a part of an inclusive, iterative, and equity-minded 
community that recognizes that social justice is a lens with which Live Oak examines all aspects of the 
school community in order to ensure an educational experience where all students can thrive.  
 
Desired qualities, skills, and competences include:  

● Knowledgeable and passionate about K-8 school education and progressive, constructivist 
pedagogy; 

● Excellent oral, written, and organizational and managerial skills with great attention to detail; 
Ability to work independently and to collaborate on a team; 

● Ability to manage multiple responsibilities simultaneously and prioritize;  
● Flexibility, innovative thinking, and creativity in working in a dynamic environment where new 

ideas, mistakes, and iteration are embraced; 
● Creating a collaborative communications plan; 
● Developing and reporting metrics and progress toward enrollment growth; 
● Establishing a strategic office and operations structure; 
● Ability to cultivate and maintain both new and existing relationships and partnerships with 

sensitivity, discretion, and a sense of humor. 
 
PREFERRED QUALIFICATIONS AND CHARACTERISTICS 

● Bachelor’s Degree required; Master’s Degree preferred; 
● Three or more years of admissions experience; 
● Working knowledge of Ravenna Solutions; 
● Demonstrated leadership in strategic enrollment management, including best practices in 

developing and implementing data-driven programs, budgetary and personnel responsibilities, 
enrollment management planning, contract management and program development; and, 

● Demonstrate excellent communication skills, a high level of integrity, and the ability to balance 
daily operational effectiveness with visionary and strategic thinking. 

 
COMPENSATION 
Live Oak School is committed to equity in its pay practices and posts expected compensation. This is a 
full-time position with a competitive benefits package. Salary will take into account years of experience, 
specialty skills, and other factors; the salary range is $150,000 - $165,000. 
 

APPLICATIONS AND NOMINATIONS 
We welcome initial inquiries, nominations, recommendations, and individual applications for the 
Director of Enrollment Management and Admissions role. Evaluation of candidate materials will begin 
immediately and continue until a permanent Director of Enrollment Management and Admissions is 
named. The start date for this opportunity is July 1, 2023. Inquiries, nominations, and letters of interest 
with a resume may be sent in confidence to: 

 
   

Lois Mufuka Martin, Managing Director 
Melissa Scott, Senior Associate 
LiveOakEMA@storbecksearch.com  
 

mailto:LiveOakEMA@storbecksearch.com
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For more information about the school, please visit Live Oak School at https://www.liveoaksf.org/ . 

 
Live Oak School is an Equal Opportunity Employer – Live Oak School does not discriminate on the basis of race, color, national and 
ethnic origin, citizenship status, gender identity, gender expression, sexual orientation, and faith in administration of its 
educational policies and programs, admissions policies, Adjusted Tuition program, and athletic and other school-administered 
programs 

 
 

https://www.liveoaksf.org/

