
 
 

Admission and Financial Aid Counselor 
 
The Admission and Financial Aid Counselor is a warm and energetic individual, a self-starter, 
and a problem-solver. A nimble mind and strong ability to successfully execute detail-rich and 
complex projects, prioritize multiple deadlines, and maintain a friendly and professional 
demeanor allow her/him to develop productive, flexible, and harmonious working relationships 
with prospective families and colleagues alike. S/he demonstrates a perpetual willingness and 
ability to grow, responding enthusiastically to requests as they arise from the Director of 
Admission and Financial Aid and taking initiative on projects when appropriate. S/he has lived 
through an admission and financial aid process before, either at an independent school or 
college setting. This experience has equipped her/him with sound personal and professional 
judgment and deep empathy for prospective families, especially in stressful situations. As the 
front line of the Office of Admission and Financial Aid, s/he is invaluable to prospective families, 
effectively communicating the admission and financial aid process and is energized by and 
committed to our increasingly diverse applicant pool. 
 
Candidates with experience with Veracross will be given priority as the major responsibility of 
this position pertains to the entry, organization, and careful maintenance of extraordinary 
amounts of sensitive data. 
 
Candidates should complete an online application including a letter of interest, curriculum vita, 
and references. 
 
Admission 

• Serves as the first contact for prospective families, responding quickly to all phone calls, 
voicemails, and admission emails 

• Warmly greets all visitors to the Office of Admission and Financial Aid and ensures 
everyone feels welcome and known 

• Tracks the application and financial aid process for prospective families from inquiry to 
enrollment, following up with families and schools when required items are incomplete 

• Uploads and, when necessary, digitally scans, required materials to applicants’ files 
• Responsible for all admission and financial aid mailings and correspondences 
• Assists with student visits when needed 
• Represents the school at all admission events, which may include occasional nights and 

weekends 
• Prepares all admission materials for tours, student visits, and admission events 
• Updates the admission section of the website, admission portal, and admission forms 

with current dates and deadlines 
• Ensures the admission reception area is always ready for visitors 
• Manages admission inventory 
• Interviews prospective students when needed 
• Assists with the student ambassador program when needed 
 

Financial Aid 
• Speaks with families interested in the financial aid and named scholars programs 
• Enters all financial aid decisions into Veracross and ensures accurate data prior to the 

release of financial aid decisions 



• Updates enrollment deposit information in advance of the online re-enrollment and new 
enrollment period 

 
Data Management 

• Responsible for all admission and financial aid data entry and accurate record-keeping 
• Generates regular admission and financial aid statistical reports 
• Works closely with the Director of Information Services and the Database/Website 

Administrator and Analyst to manage admission and financial aid data in Veracross and 
troubleshoot when necessary 

• Collaborates with other departments to share data when appropriate 
• Prepares for and supports the online re-enrollment and new enrollment process by 

coordinating with the Director of Admission and Financial Aid, the Director of Information 
Services, Database/Website Manager and Analyst, and Student Account Manager  

• Regularly explores Veracross to ensure the admission team is maximizing reporting 
capability 

 
Required Knowledge, Skills, and Credentials: 

• Bachelor’s degree 
• Exceptional and highly professional interpersonal, writing, communication, 

organizational, and customer service skills 
• Experience with Veracross, Microsoft Word, Excel, and PowerPoint 
• Demonstrated commitment to equitable and inclusive communities 
• Clear and unwavering understanding of the importance of tact, discretion, and 

confidentiality  
 
Harpeth Hall Mission Statement 
Harpeth Hall is an independent college preparatory school for young women where each 
student realizes her highest intellectual ability in the sciences, the humanities, and the arts, and 
discovers her creative and athletic talents. Harpeth Hall develops responsible citizens who have 
global perspectives and make meaningful contributions to their communities and the world. With 
a tradition of excellence and a commitment to life-long learning, Harpeth Hall educates young 
women to think critically, to lead confidently, and to live honorably. 
 
The Harpeth Hall School does not discriminate in hiring or employment practices on the basis of 
race, color, religion, gender, age, national or ethnic origin, sexual orientation, disability or any 
other characteristic protected under applicable state and federal law. 
 


