
 
 

 
Director of Admissions and Financial Aid  

July 1, 2023 
 
Founded in 1892 by Clara Spence, The Spence School is an all-girls, K-12 school of 775 students located on New York City’s 
Upper East Side. Spence invites applications, nominations, and inquiries as it embarks upon a search for its next Director 
of Admissions and Financial Aid. The Director reports to the Head of School and serves on the Senior Leadership Team. 
This leadership role is a full-time, 12-month position with a start date of July 1, 2023. 
 

 
 

ABOUT THE SPENCE SCHOOL 
 
Spence’s K-12 journey joins students’ academic promise with exceptional teachers who have made a profound 
commitment to educating young minds. Spence is an inclusive, equitable, multi-identity community in which each student 
is supported to reach her highest potential. Teachers strive to meet students’ potential with a challenging curriculum that 
fuels their learning and their growth as scholars and human beings of the highest order. With joy and purpose, students 
engage with a structured and fulfilling curriculum focused on the framework and lens of young girls and young women. 
Spence’s all-girls’ environment puts importance on self-agency, couples high expectations with open possibilities of 
academic leadership, and embodies what it means to share sisterhood and womanhood in defining their own education. 

https://www.spenceschool.org/


 
Spence aspires to prepare students for the world ahead—ensuring that when they go beyond the Red Doors, they are 
ready for a vibrant citizenship with purpose, passion and perspective. The Spence program stretches across three main 
buildings: 91st Street Campus serving Middle and Upper School students and administrative offices, 93rd Street Campus 
serving Lower School, and the 412 Athletics and Educational Building. In thoughtful and impactful ways, Spence balances 
developmentally attuned programs and facilities for three divisions with the all-important throughlines of being one 
school.  
 

THE SPENCE SCHOOL PROGRAM 
 
Serving 775 students across grades K through 12, Spence’s program is comprised of three divisions: 
 

• Lower School (Grades K-4): In the Lower School, children’s natural energy for learning finds momentum with 
teachers’ passions for creating challenging experiences that meet them right where they are. Children are active 
learners, and when they learn by doing, they begin to connect one idea to another—a process that continues as 
they build foundational skills for scholarship and develop into more abstract thinkers and problem solvers. Spence 
has high ambitions for its students as they discover what it means to be an active member of a learning 
community and to contribute to their classroom, their school and eventually to the greater world. 

 

 
 

• Middle School (Grades 5-8): The Middle School is a noisy, messy school in really good ways. There is such joy in 
guiding Middle Schoolers as they begin to define their talents and interests, develop important study skills and 
take on increased responsibility as members of the school community. Spence believes that deep, sustained 
learning is underpinned by relationships: students with their teachers who support and facilitate each individual’s 
progress, as well as students with their peers who work collaboratively in classrooms and advisory groups. With 
the support of teachers, advisors, grade deans and coaches, students become more independent in their learning, 
more critical in their thinking and they begin to exercise leadership skills. 

 

• Upper School (Grades 9-12): Academic excellence stands at the center of a Spence education. Students work with 
an outstanding faculty possessing high expectations of them and a firm understanding of the challenges of 
adolescence and unique joys and opportunities of teaching in an all-girls’ environment. Spence subscribes to the 

https://www.spenceschool.org/program/lower-school
https://www.spenceschool.org/program/middle-school
https://www.spenceschool.org/program/upper-school


idea that its educational environment is the most powerful way for girls to gain and maximize the scholastic voice 
and leadership skills they will need once they graduate. In Upper School classrooms, Spence knows that teaching 
students to engage multiple perspectives is essential to their education. Spence’s curriculum is designed to 
include a variety of voices that open up the classroom to a larger world so that a girl can find herself, her race, her 
ethnicity, and her culture reflected in what she studies. A Spence education is an intellectual journey that is 
engaging, powerful and purposeful. To support students as they consider life beyond the Red Doors, Spence 
offers a comprehensive individualized college counseling program. With a combined 29 years of experience in the 
field between them, Spence’s two directors of college counseling offer thorough advice tailored to each student’s 
particular needs and interests as they navigate the process and ultimately choose where to continue their 
educational journey. 

 

DIVERSITY, EQUITY, AND INCLUSION AT SPENCE 
 
Spence is a community deeply committed to being an inclusive, equitable, and multi-identity community where students, 
faculty, and staff feel safe, supported, and valued and, thus, can succeed and thrive. Diversity, equity, and inclusion are 
values that live actively within the curriculum, community, practices, and policies of The Spence School. From the Trustee 
Statement on DEI, admissions and financial aid, and professional development to student leadership, parent engagement, 
and faculty and staff hiring and retention, diversity, equity, and inclusion goals are guided by the Spence mission and 
philosophy. Each office, program, and constituency within the school commits to the embodiment of community 
standards that affirm and uphold full membership and belonging for all at Spence.  
 

 
 

SPENCE’S HEAD OF SCHOOL 
 
Spence is led by its 15th Head of School, Felicia A. Wilks, who began her tenure in July 2022. Felicia’s deep and versatile 
experience includes serving as teacher, department chair, diversity director, division head, and assistant head of school in 
independent, Quaker, day, boarding, all-girls’, and coeducational schools. Most recently she served as the Assistant Head 
of School and the Upper School Director at Lakeside School, a nationally recognized school in Seattle, Washington. Her 
leadership in independent school education also includes serving as Upper School English Department Chair, and Director 

https://www.spenceschool.org/program/college-counseling
https://spenceschool.myschoolapp.com/ftpimages/653/download/download_5001386.pdf
https://www.spenceschool.org/about-spence/diversity-equity--inclusion
https://www.spenceschool.org/about-spence/mission-and-philosophy
https://www.spenceschool.org/about-spence/mission-and-philosophy
https://www.spenceschool.org/about-spence/head-of-school


of Diversity at the Friends School of Baltimore, as well as the Head of Upper School at the Garrison Forest School, a 
renowned independent K-12 girls’ school with a coed preschool and national and international boarding program in 
Owings Mills, Maryland. 
 

THE ROLE OF DIRECTOR OF ADMISSIONS AND FINANCIAL AID 
 
The Director of Admissions and Financial Aid serves as a strategic thought partner with the Head of School in managing all 
dimensions of enrollment planning and outlook in a highly competitive landscape of the very best independent schools in 
the nation. A steward and ambassador of the School’s mission, the Director leads a team of five; the Director is the chief 
strategist on recruitment, retention, and financial aid. Working with division heads, key academic leaders, and Chief 
Financial Officer, the Director, along with their team, is charged with attracting and enrolling bright, motivated students 
who also reflect racial, cultural, religious, and socioeconomic diversity and have the potential to thrive in a challenging, 
balanced curriculum and a warm, welcoming community in which they will be active contributors. In addition to 
overseeing the admissions and assessment processes for applicants to all the divisions, the Director cultivates important 
partnerships with nursery school directors, feeder schools, and access organizations. The Director reports regularly to the 
Admissions Committee of the Board of Trustees and the Head of School, manages parent volunteers, and is responsible 
for timely communication and marketing to prospective families and key partners. 
 

 
 

OPPORTUNITIES AND CHALLENGES 
 
In addition to providing engaged and creative leadership around Spence’s admission efforts, the next Director of 
Admissions and Financial Aid will embrace the following opportunities and challenges: 
 

• Championing and building upon Spence’s work in diversity, equity, and inclusion. Spence is a community deeply 
and unapologetically committed to being an inclusive, equitable, and multi-identity community where students, 
faculty, and staff feel safe, supported, and valued and, thus, can succeed and thrive. Spence’s Admission Office 
plays a pivotal role in helping to shape and sustain this community ethos. Building upon the significant progress 
made over the years in diversifying the School’s student body, the next Director will champion, develop, and 



implement initiatives that ensure the admission process continues to support Spence’s commitment to diversity, 
equity, and inclusion within the School community. The successful Director will be a growth-minded leader who 
brings demonstrated leadership in a range of diversity, equity, and inclusion issues and initiatives. 

  
• Designing and implementing a strategic plan for Spence’s long-term recruitment and retention success. As a 

forward-thinking, strategic planner, the Director 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 market trends, while simultaneously ensuring that the 
School’s recruitment and retention efforts are true to Spence’s mission and values. A collaborative leader, the 
Director 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 and that support student success 
and retention. 

  
• Ensuring that Spence effectively communicates its impact and value to students, parents, and key influencers 

through clear, creative, and consistent marketing and outreach. In collaboration with the Communications Office, 
the Director will lead and evaluate the effectiveness of efforts to increase Spence’s visibility among prospective 
students and families. In addition to strengthening relationships with partners at targeted schools, the admissions 
marketing strategy will focus on reaching students who may not be aware of or traditionally be acculturated to 
consider a school like Spence. Developing a strong social media presence, continuing to draw upon alumnae, 
faculty, and current students as recruiting resources, and experimenting with new platforms and strategies for 
reaching today’s students might all be part of the emerging strategy. In exploring these new potential forms of 
outreach, the Director will ensure that all interactions and messages reflect Spence’s unique culture and core 
values with consistency and integrity. 

  
• Harnessing data to drive decision-making and ensure optimal allocation of resources. To achieve Spence’s desired 

goals of continued competitiveness, identifying and attracting exceptional students who will succeed at Spence, 
yielding a strong, diverse class of future scholar-athletes, and working within a generous but finite financial aid 
budget, the Director will establish protocols for using data to set and refine strategy and process. Optimizing the 
technical capabilities of Blackbaud and implementing best practices for highly selective independent schools, the 
Director will work closely with the Business Office, Communications Office, and other campus partners in 
harnessing data to inform key decisions regarding expanded recruitment reach, targeting of prospective students, 
tracking of student success, communication platforms and messages, optimal financial aid packaging, and other 
activities. The Director will also proactively monitor and assess results and modify approaches as needed. 
 

 



 
• Leveraging the talents and resources of campus partners in a school-wide effort to attract and retain Spence 

students. The Director will nurture connections across the School with key leaders and departments to ensure the 
School is working as one in achieving its recruitment and retention goals. The Director will be tasked with leading 
the way in bringing fresh ideas and new approaches for engaging the campus community in the effort to recruit 
and retain excellent, diverse students and families. 

 

DESIRED QUALIFICATIONS AND CHARACTERISTICS 
 
Spence is a remarkable school where ensuring a warm and welcoming community focused on excellence in teaching and 
learning is the collective work of nearly 225 faculty and staff members. A diverse community of learners who find joy in 
establishing deep connections to one another, and purpose in ensuring that the School’s mission is echoed in every 
dimension of our daily lives, the professional community comprises individuals who have chosen Spence because of an 
unflinching commitment to the best of teaching and learning, the tremendous opportunities for professional growth, and 
the warmth and vibrancy of the community. The successful Director will possess many of the following experiences and 
attributes: 
 

• High level of cultural competence and commitment to diversity, equity, and inclusion both in their approach to 
the work and in building relationships with students, faculty, and other community members. 

• Effective communication skills (including strong skills of listening and empathy) and a track record of being a 
community builder across different constituencies. 

• Ability to receive and incorporate critical feedback as well as to have hard conversations. 
• Strong organizational and leadership skills with the ability to hold vision while implementing details. 
• Appreciation for collegial collaboration and feedback as a means to improve. 
• Commitment to innovation, professional growth, and reinvention. 
• An approach to obstacles and crises that shows resiliency, creativity, and flexibility. 
• Self-reflection, and the ability to appreciate and learn from past missteps or missed opportunities. 
• A keen understanding of national best practices in independent school admissions and financial aid in a 

competitive market. 
• Passionate about all-girls education and the ability to articulate its value proposition. 
• A willingness to take informed risks and experiment with new strategies and techniques in communications, 

operations, technology, etc. 
• A high degree of comfort with managing and implementing change in an admissions setting. 
• Experience successfully leading complex strategic initiatives and translating high aspirations into achievable and 

measurable goals and accomplishments. 
• A leadership style marked by transparency, integrity, and trust. 
• The ability to serve as a compelling spokesperson for Spence, including experience with marketing and 

communications and excellent oral and written communication skills. 
• Experience with data-driven decision-making and the power of technology to inform daily operations as well as 

overall recruitment and financial aid strategies. 
• A shared sense of Spence’s core values, which include embracing a broad and diverse spectrum of people and 

ideas within a warm and supportive community. 
• Sensitivity, discretion, and a healthy sense of humor. 
• Ten or more years of admissions experience. 
• Working knowledge of Blackbaud preferred. 
• Bachelor's degree required; Master's degree preferred. 

 
Salary is competitive and commensurate with experience. The salary range for this role is $220,000 - $240,000 with a 
generous benefits package. 
 



 
 
APPLICATION PROCESS 
 
Evaluation of candidate materials will begin on January 30, 2023 and continue until a Director of Admissions and Financial 
Aid is named. The start date for this opportunity is July 1, 2023. Inquiries, nominations, and letters of interest with a 
résumé may be sent in confidence to: 

 
For more information, please visit The Spence School at www.SpenceSchool.org. 
 
The Spence School adheres to a long-standing policy of admitting students of any race, color, religion, sexual orientation and national and ethnic origin 
to all the rights, privileges, programs and activities generally accorded or made available to students at the School. It does not discriminate on the basis 
of race, color, religion, sexual orientation or national or ethnic origin in the administration of its educational policies, admission policies, scholarship or 
athletic and other school-administered programs. 

 
Staci Williams Seeley, Managing Director 
Christopher Bernard, Search Associate 
SpenceAdmissions@StorbeckSearch.com   

http://www.spenceschool.org/
mailto:SpenceAdmissions@StorbeckSearch.com

