
Communications & Enrollment Position 
Part-time - Flexible Hours - Remote 

- Work with staff and board to implement and update as needed, Country Classrooms 
communication and enrollment plan. 

- Manage recruitment, marketing and enrollment process. 
- Work with staff to send out weekly email to all parents with updates from teachers and 

administrative staff, NYSED, etc.  
- Update CC calendar, as needed. 
- Post on social media (FB, Instagram) 5 times per week. 

- Include Box Tops and Tools for Schools postings 
- Include relevant community events 
- Include enrollment info, as needed 
- Work with Jerrine on a schedule 

- Work with staff to send out quarterly email to all CC donors/volunteers/etc. With ways they 
can help the school.  

- Manage CC list servs, update information as needed in Salesforce.  
- Work with the Administrative Director and volunteer graphic design volunteer to create 

materials for donors/supporters three times per year - June/July for Financial Aid Fundraiser, 
November for annual appeal, and March for Silent Auction Fundraiser.  

- Research and help implement a texting program for notices and updates to all 
parents/guardians/staff. 

In Person Office Manager 
Part-time - 5 hours per week - In Person 

- Assist Head Teacher with electronic and paper-based file maintenance of all reporting, 
enrollment and staff files, in compliance with HIPAA and updating on an ongoing basis. 

- Assist families with in-person distance learning technology and programs troubleshooting, as 
needed.  

- Cultivate prospective parents, answer/ask questions during tour and follow up paperwork and 
meeting, as needed. 

- Assist with administrative photocopying and printing projects.  
- Check mail, distribute as needed. 
- Make deposits.  
- Pay bills. 
- Maintain all reporting, enrollment and staff files, updating on an ongoing basis. 



Please note that these positions are part of a developing program. The hours of the position will vary 
depending upon enrollment and the time of year.  

Country Classroom provides equal employment opportunity (EEO) to all persons regardless of age, 
color, national origin, citizenship status, physical or mental disability, race, religion, creed, gender, 
sex, sexual orientation, gender identity and/or expression, genetic information, marital status, status 
with regard to public assistance, veteran status, or any other characteristic protected by federal, 
state or local law. 

Employment Benefits
All Country Classroom staff receive paid time off for sick and care leave. 
Full Time Staff Discount: It is the policy of Country Classroom that all full time staff members who 
work 40 or more hours per week are eligible for a 40% discount in tuition for all their enrolled 
children. Full time staff members who work 30-39 hours per week are eligible for a 30% discount in 
tuition for all their enrolled children.

Part Time Staff Discount: It is the policy of Country Classroom that all permanent part time staff 
members who work 29 or less hours per week are eligible for a 20% discount in tuition for all their 
enrolled children. Temporary part time staff members, including substitute teachers, will not be 
eligible for the discount.

To apply please thoroughly review the position description above and email
tracy@countryclassroom.org and admin@countryclassroom.org with:
1. Cover letter that details which position or positions you are applying for and why you are a good
fit for each position; your strengths and weaknesses; your preferred weekly hours and work
schedule; and whether you are able to work remotely and/or in-person.
2. Resume with three references
3. Your availability for interview
4. Scanned copy of teaching certificate(s) and university degree(s)

Country Classroom is a small, independent school and summer camp located in beautiful
Schoharie County.

We value a holistic learning environment focused on academics, critical thinking, compassion, joy,
creativity and reverence for nature.

We demonstrate our values with rigorous academic expectations that promote self-reflection. We
model compassion and kindness with each other and with the natural world. We include creative
expressions, such as music, art and dance as an integral part of our community. We welcome 
nonconventional and playful approaches to problem solving and we treat both nature and people 
with kindness, gentleness and respect.




