
Phillips Exeter Academy, located in Exeter, NH, is a highly selective coeducational independent school 
for boarding and day students in grades 9 through 12, and post-graduate level as well.  Our 671-acre 
campus is comprised of academic and residential buildings, a library, playing fields and sprawling green 
lawns; retaining our 18th century New England charm. 
 
The Academy offers competitive salaries, and excellent benefits such as health, dental, 9 - 12% 
retirement contribution, life insurance, disability, vacation, free access to our athletic facilities, and free 
meals.  In addition, discounts in and around Exeter, Exeter Inn and Epoch Restaurant, Homes for Heroes, 
and McFarland Ford to name a few. 
 
CLICK HERE for the complete job description. 
 
The Position 
Associate Director of College Counseling supports the mission of the College Counseling Office – to 
foster active and open-minded collaboration with students in order to identify their goals and interests, 
manage a complex and stressful process, and make healthy and confident decisions about higher 
education.  You will work directly with approximately 50 11th graders and 50 - 55 12th graders per year in 
all aspects of the college-counseling program in order to assist them in formulating college choices. 
 
Occasional travel, including day and overnight trips, may be required. 
 
Key Accountabilities 
Counsel and assist students in formulating the college choice that is right for him or her in order to help 
students make healthy and confident decisions about higher education by: 

 Writing school recommendations for students. 

 Maintaining contact with and provide information to students and their families. 

 Advocating student’s candidacy at the colleges and universities to which the student has 
applied. 

 Representing the Academy at professional meetings and before parent groups. 

 Participating in professional organizations, attend workshops, conferences, conventions, and 
visit college campuses. 

 Overseeing special projects as assigned. 
 
Education and Experience 

 Bachelor’s degree required.  Master’s degree preferred. 

 Minimum 6 years’ experience as a college counselor or college admissions officer preferred.   
 
Qualifications 

 Requires a broad knowledge of policy and procedures regarding college-recruiting programs. 

 Strong interpersonal skills with ability to develop and maintain collegial relationships. 

 Excellent communication (written and verbal) skills. 

 Demonstrated ability to work with students by building trust and credibility. 

 Excellent analytical and problem solving skills as well as a strong customer focus. 

 Demonstrated commitment to diversity and inclusivity and to serving the needs of a diverse and 
inclusive community with diplomacy and tact. 

 
Application 
Submit a cover letter and resume, as one document (pdf or MS Word format), to: 
recruitment@exeter.edu or fax it to 603-777-4390.  Please indicate in the subject line: Associate 
Director of College Counseling. 

https://www.exeter.edu/about-us/career-opportunities/staff-and-administrator-opportunities
mailto:recruitment@exeter.edu

