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oVerVieW

Woodland School, an independent day school for approximately 270 students in early childhood 
through eighth grade located just west of Stanford University in the heart of Silicon Valley, is seeking 
a Director of Enrollment Management to lead and evolve the school’s process for recruiting, enrolling, 
and retaining families well-suited to its programs.

Woodland School specializes in education that inspires students by nurturing each individual’s voice, 
intellect, and character. With rich content and an emphasis on inquiry-based and student-driven 
projects, students are empowered and encouraged to be active and engaged learners. 

The Director of Enrollment Management is responsible for the recruiting, selecting, and enrolling of a 
diverse class of high-quality students for Woodland School, as well as for developing marketing and 
strategic plans that will distinguish Woodland as the day school of choice for prospective families in 
this highly competitive market. The Director reports directly to the Head of School, is a member of the 
school’s administrative team, and works cooperatively with the senior leadership, Board, faculty, and 
staff in setting direction and policy to ensure that students who enroll at Woodland are of the caliber 
necessary to succeed in the school’s program.
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Mission

Woodland School develops collaborative, 
creative, and confident learners with the 
strength of voice to follow their hearts and 
make a difference.

Vision

Innovative, compassionate stewards creating 
a joyful world.

At a Glance

Grades: PS-8th

Students: 269
Faculty members (Full Time): 35
Student/teacher ratio: 9:1
Average class size: 16
Faculty with advanced degrees: 20
Annual operating budget: $7.9 million
Students receiving financial aid: 10%
Campus acreage: 10.5
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the School

Grounded in its six core values—stewardship, integrity, curiosity, resilience, equity, and respect—
Woodland School empowers students to translate their passion into purpose. Each child’s individual 
voice, intellect, and character is nurtured in a joyful, tight-knit community where students develop 
the courage to ask questions and the confidence to speak up. Children who attend Woodland are 
compassionate and empathetic, prepared with the social, emotional, and intellectual tools to make 
their school a better place and create meaningful change in the world.

From its Reggio-inspired Early Childhood program to its innovative Middle School, Woodland takes 
a joyful approach to learning in each of its divisions: an Early Childhood program for preschool and 
pre-kindergarten (ages three through five), a Lower School for grades kindergarten through four, and 
a Middle School for grades five through eight. Small by design, Woodland values the many benefits 
of being a small school. The school’s 9:1 student/teacher ratio means the faculty of 35 are able to 
provide the individual attention and care each student needs for success.

Woodland is committed to developing diversity within its community and nurturing students as critical 
thinkers who see and understand things from multiple perspectives. Students at the school represent 
48 nationalities in a welcoming and inclusive environment. Surrounded by hope in a joyful space, 
students respect and recognize diverse cultures and are equipped with the self-knowledge and skills 
to work across differences.

The school is accredited by the California Association of Independent Schools (CAIS) and the Western 
Association of Schools and Colleges (WASC) and is a member of the National Association for the 
Education of Young Children (NAEYC) and the National Association of Independent Schools (NAIS).

Values

Stewardship: The responsible protection and
care of what is of value to self and others

Integrity: The quality of having a strong
moral compass

Curiosity: The innate desire to learn new
things and explore the unknown

Resilience: The ability to adapt well in the
face of adversity, to learn, rebound, and 
grow stronger with each experience

Equity: A strategy used to produce
fairness—giving everyone what they need 
to be successful, and not necessarily 
treating everyone the same

Respect: Honoring the dignity of self, others,
community, environment and the earth
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academicS

Woodland’s Academic Philosophy: Our students’ innate sense of wonder is the foundation of 
learning at Woodland School. Teachers craft meaningful, multisensory learning experiences which 
enable creativity, ingenuity, and deep interdisciplinary connections. Students explore and develop 
complex understandings that engender a sense of self and purpose in the world.
Teachers apply best practices through collaboration, integrated curriculum, brain-based teaching and 
learning methods, and continued professional development. They also create a school environment 
that is as supportive and nurturing as it is challenging. Students are well-prepared for success after 
Woodland.

A solid core curriculum anchors the school’s program, with a combination of math, writing, science, 
and design thinking courses forming the foundation in each division. Design Thinking and technology 
are core elements of the academic program. The school’s approach to education unlocks students’ 
creativity through hands-on projects. Students are empowered with the skills and mindset to achieve 
success across all areas of their lives as they “learn how to think” and become more resourceful, 
experimental, collaborative, and empathetic.

Visual and performing arts enhance the core curriculum at Woodland, and students work with 
specialists each week in both visual arts and music, culminating in an annual art show and musical. 
By focusing on a different artist each month, students gain a broad range of exposure and inspiration 
for their own artwork. Weekly music classes introduce theory, history, and instrumental application. 
All students participate in school-wide music, poetry, and drama performances.
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community

Woodland School provides a joyful and inclusive 
environment where the whole student can grow and 
thrive. Small by design, faculty know each child well 
and are able to meet students where they are in their 
own learning and help them grow to the next level and 
beyond. 

Parents are actively supportive and intimately involved 
in partnership with the school, and they are closely 
connected to the faculty members who embody the 
core values of the school. Teachers at Woodland are 
themselves lifelong learners, and they constantly 
search for ways to improve their practice. The academic 
program at the school is thus nimble and dynamic, 
offering an education that is at once challenging and 
supportive.

PhiloSoPhy of SteWardShiP

Woodland operates with a philosophy of stewardship 
and cultivates compassionate stewards and leaders 
who contribute positively—now and in the future.

High School Placement

Woodland School works closely with 
students and parents to facilitate the 
high school admissions process in the 
“Next Schools” program. This includes 
meeting with families to provide 
information, review timelines, and 
prepare students for testing. Graduates 
have a strong track record of admission 
success and typically have the luxury 
of selecting from their top choices. 
Seventy-five percent of the Class of 
2017 was accepted to their first-choice 
school.

Class of 2017 High School Enrollment

Bellarmine College Prep (San Jose)
Hillsdale High School (San Mateo)
Junipero Serra High School (San
  Mateo)
Kehillah Jewish High School (Palo Alto)
Lick-Wilmerding High School (San
  Francisco)
Notre Dame High School (Belmont)
Pinewood School (Los Altos)
Sacred Heart School (Atherton)
Sequoia High School/IB (Redwood City)
St. Francis High School (Mountain
  View)
St. Ignatius College Prep (San
  Francisco)
Summit Prep (Redwood City)
The Nueva School (San Mateo)
Valley Forge Military Academy (Wayne,
  PA)
Woodside High School (Woodside)
Woodside Priory (Portola Valley)
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the camPuS

Woodland School is located on 10.5 acres. Seen as an extension of the classroom, its spacious and 
bucolic environment affords children the room to breathe, space to play, and freedom to explore the 
environment around them—all beneficial to their social, emotional, and cognitive growth.

caPStone ProJect

Students complete their years at Woodland with a Capstone Project in the eighth grade. This year-long 
interdisciplinary research project allows students to identify a problem of local and global significance 
connected to their personal passions. Students research, conduct expert interviews, and write an 
extensive research paper on the problem and potential ways to address it. They are then tasked with 
applying design thinking principles to develop an action piece that moves their idea forward, which 
they then implement. The project culminates with students presenting the highlights of their work to 
the Woodland community. Past projects have focused on educating girls in Sierra Leone, building 
safer schools in Peru, alleviating gang violence in Silicon Valley, and the effect of GMOs on humans.
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Student life

Student life at Woodland revolves around the development of character, both in and outside the 
classroom. 

A longtime school tradition, Woodland’s House System, which divides students into four houses—
Oak, Pine, Maple, and Cypress—fosters camaraderie and encourages collaboration across all 
grade levels toward a common goal. Students within each House enjoy activities, including Buddy 
Lunches, House Meetings, and intramural House Cup Games. Each House selects philanthropic 
projects and cooperates to achieve the greatest common good, reinforcing principles of both 
teamwork and service.

Woodland’s athletic program provides students the opportunity to participate in competitive after 
school sports leagues to bring out individual achievement and develop team-building skills. Sports 
include flag football, fastpitch softball, cross-country, swimming, basketball, soccer, track and field, 
volleyball, and baseball club. Students are eligible to participate starting in fourth grade, however 
most teams are fielded by fifth through eighth graders. The school is part of the West Bay Athletic 
League.

In Woodland’s vibrant after school program, students can play outdoors, do homework together, or 
participate in a number of after school enrichment programs, such as coding, carpentry, programming 
and robotics, dance, Sciletes (Science Team), Jump Bunch, and music, just to name a few. Each 
aspect of Woodland’s program contributes to its overall vibrant culture marked by exuberance and 
integrity. Parents particularly enjoy the flexibility and additional community extended care provides.
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Portola Valley, california

An affluent town in San Mateo County, Portola Valley was named for Spanish Explorer Gaspar de Portola, 
who led the first expedition of European explorers to the San Francisco Peninsula in 1769. The town is 
located on the edge of the Santa Cruz Mountains and features two preserves: the Windy Hill Open 
Space Preserve to the southwest and the Jasper Ridge Biological Preserve to the north. The town is just 
southwest of Menlo Park.

Bordered by San Francisco Bay, Palo Alto, and Stanford University, Menlo Park is one of the most 
educated cities in the state of California—and indeed in the entire United States. Nearly 70% of the city’s 
residents hold advanced degrees, and the collective commitment to education permeates the area.

Incorporated in 1874, Menlo Park continues to be a booming, intellectual city today and is part of 
Silicon Valley, the world’s most important hub for new start-ups, with booming industries ranging from 
social media, technology, biotech, payments, venture capital, and start-ups across all industries. The 
area includes headquarters of exciting companies such as Facebook, Google, Apple, HP, Oracle, 
Genentech, and many other newer businesses—this is the home of entrepreneurship.

The San Francisco Bay Area enjoys a Mediterranean climate, with mild winters and dry summers. 
Residents enjoy the amenities of the whole Bay Area, which provides cultural and recreational 
activities for everyone. The area is a hotspot for sailors, surfers, and lovers of the outdoors and is 
punctuated by many parks and protected redwood forests. The area has some of the best performing 
arts institutions in the country and is home to a variety of museums, several top professional and 
collegiate sports teams, and is within short driving distance to many of the top wine regions of the 
United States. Residents and visitors can explore attractions as diverse as the Golden Gate Bridge 
to the Monterey Bay Aquarium. Both indoors and outdoors, residents will find plenty to do.
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oPPortunitieS and challengeS

Woodland School is at an exciting time in its history. The surrounding area is thriving and is home to 
a well-resourced community that can support independent education. Marja Brandon, in her second 
year as Head, is providing dynamic and mission-driven leadership that is invigorating the school. The 
new Director of Enrollment Management has the opportunity to partner with a strong, forward-thinking, 
and collaborative leadership team and community. This new position incorporates the responsibilities 
of the current Director of Admission role and also acknowledges the need for thoughtful oversight of 
recruitment and retention of students. This is an exciting opportunity for a creative, strategic, charismatic, 
and innovative community builder and educational leader.

We see the following as the current priorities, opportunities, and challenges for the position:
• Develop a strategic plan to help the school continue to attract, enroll, and retain a diverse and 

dynamic student population in order to reach enrollment targets.
• Clearly and consistently articulate the distinctive mission, education, and opportunities of Woodland 

to prospective families.
• Marshal and direct the energies of community members—Board members, faculty, staff, parents, 

and students—to support and help with enrollment efforts.
• Partner with the community to better retain students and families, especially in the transition from 

Lower School to Middle School.
• Foster partnership with the Director of Marketing and Communications to develop strategic and 

consistent outreach to prospective families and other community stakeholders.
• Work with the Director of Information Systems to ensure efficient and effective use of technologies, 

including Ravenna.
• Evaluate and refine admission programming.
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eSSential dutieS and reSPonSibilitieS

Leadership and Management
• Develop long-term strategies and implementation plans in accordance with enrollment priorities 

and the mission of Woodland School. As a member of the administrative team, work with faculty, 
Board, and other school constituencies to advance and articulate admissions priorities and 
philosophy.

• Provide regular reports and planning documents to the Board and faculty on the results of 
admissions activities and strategic planning.

• Initiate research studies/projects which aid in understanding the effects and outcomes of 
admissions and financial aid policies and practices; assess results and seeks feedback from 
families in the application process on a regular basis.

• Lead and manage the admissions team by providing vision and objectives that support the 
admissions office and its activities in meeting defined goals.

• Work collaboratively with Director of Marketing and Communications to create marketing plans 
and develop admissions publications and programs that are consistent with the overall strategy 
of Woodland School.

• Work in close coordination with the Business Office to:
o Develop and oversee the school’s yield strategy, ensuring that marketing efforts are tied to the
    school’s financial plan.
o Prepare and manage the departmental budget, monitoring all expenditures to assure 
compliance
    with the policies of school.

• Represent Woodland School at various external organizations and associations.
• Invest in the life of the school by participating in social and emotional learning, weekly meetings, 

and anti-bias training, and any and all aspects that support the student and faculty experience as 
appropriate to the role.

• Demonstrate professional behavior, including discretion, good judgment, and integrity.
 
Recruitment, Admission, and Retention
• Develop strategies and processes leading to all facets of the admissions process in the school’s 

effort to attract, enroll, and retain a diverse and dynamic student population, including designing 
and implementing a comprehensive strategic plan for admissions of new students to the school 
that is inclusive of a revolving three-month, six-month, one-year, and five-year objectives, goals, 
and outcomes.

• Organize and manage all activities to attract a diverse class of high-quality applicants to the 
school.

• Work with the Admissions Committee to administer the evaluation and decision process of 
admissions, including establishing standards for evaluating and making final admit/deny decisions 
to successfully enroll students who reflect the Woodland School mission and commitment to 
academic excellence, diversity, and inclusion.

• Manage sibling enrollment processes and mid-year applications processes. 
• Consult with the administrative team and parents/guardians regarding the development of 

interventions for improving the overall retention rate of Woodland School.
• Manage the re-enrollment of current students for the upcoming year with constant monitoring of 

attrition and retention.
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Financial Aid Activities
• Serve as the chair of the Financial Aid Committee, and perform needs analysis, counseling, 

phone calls, office visits, and all contacts with current and prospective financial aid students.
• Work closely with the Chief Financial Officer to develop a yearly plan for financial aid awards. 
• Review files and application materials to determine family’s ability to pay and eligibility for 

institutional funds.
• Run at least one Financial Aid Workshop.

Next Schools Program
• Support families of seventh and eighth grade students in their process of applying and selecting 

high schools.
• Design materials to help guide families through an informative process beginning early in middle 

school to help prepare and understand the “Next Schools” process.
• Create and work with a Next School Committee to support this program.
• Work with the Advancement office to help track alumni and establish quantitative data to support 

Woodland’s mission.
• Foster and build relationships with high schools.

deSired QualitieS and QualificationS

• Bachelor’s degree or higher.
• A minimum of five to seven years of experience working in admissions and/or communications 

and marketing, preferably in an independent school or non-profit sector, including prior leadership 
experience.

• Excellent interpersonal, organizational, networking, facilitation, and management skills.
• An engaging and compelling communication style. 
• Creative, innovative, strategic, and entrepreneurial in the approach to problem solving and decision 

making.
• Ability to work both independently and within a team-oriented structure.
• Experience with communication and marketing strategies.
• An understanding of independent school culture.
• A very high level of energy, creativity, flexibility, and sense of humor.
• Highly organized, detail-oriented, and able to plan and manage multiple projects and/or events 

simultaneously.
• Position requires work in evenings and weekends, as well as travel. Must have a valid driver’s license.



11The Search Group | Carney, Sandoe & Associates search@carneysandoe.com | www.carneysandoe.com

to aPPly

Interested and qualified candidates should submit electronically in one email and as separate documents 
(preferably PDFs) the following materials:

• A cover letter expressing interest in this particular position;
• A current résumé;
• A statement responding to this prompt: Describe a situation in which you and your colleagues had to 

make a decision that necessitated changing course, and you were responsible for the change. Please 
describe how you navigated that situation and worked with others to move things forward.

• A list of five professional references with name, phone number, and email address of each (references 
will not be contacted without the candidate’s permission) to:

Jennifer Christensen

Search Consultant
jennifer.christensen@carneysandoe.com

Lisa Parsons

Senior Associate
lisa.parsons@carneysandoe.com


