
         
 
POSITION STATEMENT   
DIRECTOR OF COLLEGE COUNSELING 
 
OVERVIEW 
Brooklyn Friends School (BFS), a thriving PreK-12 Quaker independent day school located 
in vibrant Downtown Brooklyn offering the International Baccalaureate Diploma Program 
seeks a dynamic, organized educator with experience in college counseling and higher 
education admissions to lead our students and families through the college search and 
selection process in the US and abroad.  This is a full time, 12-month position that begins 
on July 1, 2021. 
 
Brooklyn Friends is a vibrant community of eager-to-learn and engage students and 
highly committed and talented colleagues (BFS uses the all-inclusive term, colleagues, to 
refer to all rather than one that delineates faculty/staff). Founded in 1867, Brooklyn 
Friends School’s pillars of social justice, service learning/civic engagement, and 
Quakerism, serve as guideposts for our action-oriented collective work. Our school’s 
history has been illustrious and reflective of the expansive nature of human experiences. 
Guided by our mission, BFS provides a dynamic, diverse, and robust social/emotional 
environment and academic program that cultivates compassionate, intellectually curious, 
and confident changemakers. As a school, we affirm that human diversity includes, but is 
not limited to: race, ethnicity, culture, national origin, religion, gender, gender identity 
and expression, sexual orientation, age, socioeconomic class, family structure and 
physical ability, as well as diversity of thought, talents, and learning style.  

This short video gives you a glimpse into our contemporary experience. 

Successful candidates will have experience creating a student-centered college counseling 
process that includes: 
 

● Encouraging/Guiding students to approach the college search/post-secondary 
planning process in a developmentally appropriate way; promoting student mental 
health, independent agency, setting clear timelines and expectations that take into 
consideration the other demands of student time during the search/application 
process; serving as an enthusiastic and knowledgeable partner to students with a 
range of interests, abilities and needs 
 



● Embracing the opportunity to work closely with individual students and families 
through frequent productive meetings to establish a tailored college application 
approach including the development of a college list; support in crafting a 
compelling and accurate college essay; creating a standardized testing plan when 
necessary; supporting students as they pursue their special talent via creation of 
arts portfolios/auditions and manage NCAA recruitment 
 

● Establishing relationships with students, families, faculty and Community Based 
Organizations that aid in the creation of counselor recommendation letters that 
thoroughly synthesize individual student academic and social experiences, 
learning style, and challenges during their time as a member of the BFS community 
 

● Introducing relevant, creative, timely college search and application information to 
students via regular small-group college counseling seminars, and to 
students/families via various large-group presentations and workshops throughout 
the academic years 

 
● Serving as liaison to colleague partners in College Admissions offices across the 

country and around the world; hosting annual admissions representative meetings 
with students and families, offering expert understanding and articulation of the 
BFS academic curriculum 

 
● Willing partner to independent school counselor colleagues in the Brooklyn and 

NYC region to both offer and support collaborative college process related 
programming 

 
● Working closely with academic department chairs and Head of Upper School on 

identifying academic trends in higher education that may impact the strength of 
students transition to the college setting; support the development of curriculum 
that is BFS mission aligned and responsive to the demands of rigorous post-
secondary education 
 

● Successfully partnering with a knowledgeable Registrar to provide thorough, timely 
and efficient documentation and dissemination of each student’s academic record 

 
● Supporting an engaged and talented faculty in the development of student-specific 

recommendation letters that are efficient, relevant, timely and impactful in the 
overall admissions process 

● Eagerly representing Brooklyn Friends School within professional organizations, 
peer networks and professional development conferences prioritizing professional 
growth and maintaining awareness of the current trends, issues, and program 
opportunities within the admissions, financial aid and college counseling 
landscape; promptly communicating those observations to stakeholders 

 



● Crafting detailed reports for the Head of Upper School, Head of School and Board of 
Trustees that accurately and clearly communicate the areas of growth, successes, 
and evolving trends 
 

● Providing an annual review of college counseling practices, policies and 
documentation to ensure that all processes are equitable, current, practical and 
mission-aligned. Ensuring the responsible management of the annual 
departmental budget in a way that enhances departmental goals and outcomes in 
the most efficient manner possible 
 

● Collaborating with and supervising the College Counseling Administrative 
Assistant to produce consistent and high quality programming, communications 
and reports. Ensuring sufficient structure and support for the administrative 
assistant’s professional development in their role 

 
Required Skills, Education & Experience: 
A Bachelor’s degree and a minimum of 5 years college counseling and/or college 
admissions experience is required. The successful candidate will possess a sophisticated 
and current understanding of selective college admissions and financial aid. Exceptional 
counseling, writing, and communication skills are essential, as is an enthusiastic 
commitment to school life and to the mission of Brooklyn Friends School. A familiarity 
with a variety of web-based college counseling tools (Cialfo, College Kickstart, Senior 
Systems/MyBackpack) is strongly preferred.  
 
Additionally: 

● Strong written and verbal communications skills 
● Appreciation for and desire to work in a highly relational and values-centered 

environment 
● Excellent attention to detail and accuracy 
● Experienced in engaging a diverse range of personas/needs within an organization 
● Adept at handling multiple priorities and meeting deadlines 
● Capability of being a strong decision-maker, able to use independent  

judgment with limited supervision 
● Flexibility, sensitivity, and diplomacy and the ability to work collaboratively  

with multiple constituencies are essential. 
● Joy, patience, and compassion at core of candidate’s humanity  

 
To apply, please provide the following: 

1. Resumé/Curriculum Vitae – Candidates are encouraged to include hyperlinks to 
applicable examples of their work in their professional journey. 

2. A Personal Statement/Cover Letter addressed to Head of School, Crissy Cáceres, 
that expresses the ways in which your journey has demonstrated the school’s 
pillars of Equity and Belonging, Quakerism, and Service Learning/Civic 
Engagement and how you see yourself further making them actionable within the 



context of your role. 
3. List of four references with name, title, relationship, and contact information 
4. Optional: Any other documents/artifacts from your experience that you think 

represent you in an authentic manner 
5. Email the above as attachments or (if possible) one comprehensive PDF to 

hr@brooklynfriends.org. Please put as subject line, Director of College Counseling. 
Thank you. 


