
Assistant Principal for Student Life
(Full-Time Administration)

The Institution

Founded in 1841, Fordham Prep is a Catholic Jesuit college preparatory school for young men
located on the Rose Hill Bronx campus adjacent to Fordham University in New York City. With
approximately 950 students enrolled in grades 9-12, Fordham Prep draws young men of  diverse
backgrounds from throughout the boroughs of  New York City and its surrounding suburbs.
Fordham Prep’s mission is to form leaders committed to faith, scholarship, and service through a
college preparatory education in the Catholic Jesuit tradition.

The Position

Fordham Prep seeks a qualified candidate to become the next Assistant Principal for Student Life
beginning July 1, 2022. The Assistant Principal reports directly to the Principal and is delegated by
the Principal to exercise direct responsibility in the areas of  academic records and the practical,
everyday functioning of  student life with a focus on school services. This includes oversight of  three
primary mission-focused areas: 1) student data, school records, and master schedule; 2) student
activities and co-curricular programs; and 3) athletics; as well as the performance of  duties necessary
for the effective operation of  the school as a member of  the Administration.

The Assistant Principal for Student Life will have a lead role in developing a forward-looking student
formation and support system that reflects our Ignatian mission by fostering a school culture rooted
in cura personalis, the care of  the individual student.The Assistant Principal for Student Life should be
an exemplary leader who models effective oversight of  student-centered programs, inspires a shared
vision, and encourages continuous students growth and formation in the spirit of  Ignatian values. As
such, he or she will foster a school culture that promotes a lifelong openness to growth and a
commitment to the service of  others. He or she will inspire students to seek opportunities in which
they can strive for the magis and seek the greater glory of  God in all areas of  school life.

The Assistant Principal for Student Life collaborates with the Principal and the Administration in
caring for the overall academic, cultural, and professional life of  the school. The Assistant Principal
for Student Life works closely with the Assistant Principal for Academics, Dean of  Faculty, Dean of
Students, Administrative Coordinator, and Department Chairs in the support of  all students.

This is a full-time, 12-month administrative staff  position with full benefits. Work hours may vary
and will include evenings and weekends. Salary is competitive for the New York City area and is
commensurate with experience.



Ideal candidates will bring experience working with adolescents as an educator and administrator in
a secondary school setting  and be able to support the school’s mission of  fostering young men of
academic excellence and good moral character through a commitment to the ideals of  Catholic,
Jesuit education.

Primary Responsibilities

Student Data, School Records, and Master Schedule
● Serves as the primary administrator for the use of  PowerSchool and PowerTeacher Pro.
● Collaborates with administration and faculty in the effective use of  PowerSchool and

PowerTeacher Pro and provides instruction in the platform to colleagues when needed.
● Maintains all student and school records in PowerSchool.
● Ensures that student and school data is kept up to date, including student files, student

schedules, and class lists.
● Coordinates all grading periods in PowerSchool, including all quarterly deficiency reports

and report cards.
● Builds and maintains the master schedule for the entire school each academic year, including

all faculty, student, and room schedules.
● Works with members of  the Schedule Task Force in the review, redesign, and

implementation of  changes to the master schedule.
● Manually schedules mentoring assignments as part of  the broader master scheduling process.
● Coordinates with the Director of  Enrollment and Marketing and the Admissions Office

regarding the annual registration of  new students.
● Ensures the effective alignment of  student data and school records for incoming and

returning students, including the regular review and updating of  all student data.
● Assists the Assistant Principal for Academics and the Administrative Coordinator in the

collection of  academic data and the distribution of  academic honors and public recognition.
● Schedules test dates, room assignments, and proctoring assignments for midterm and final

exams in collaboration with the Assistant Principal for Academics.
● Works with the Dean of  Faculty and Assistant Principal for Academics to assign faculty

proctoring for all midterm and final exams, and for all standardized tests administered at
school.

● Collaborates with the Assistant Principal for Academics, department chairs, faculty, and
counselors with regards to academic matters involving students.

● Serves as the primary school contact for academic transcript requests from current students
and alumni.

● Coordinates with the Director of  College Counseling regarding transcript release as part of
the college admissions process.

Student Activities and Co-Curricular Programs
● Provides administrative supervision for all co-curricular programs, clubs, and activities.
● Hires and supervises all co-curricular activity moderators on faculty and staff.
● Works directly with moderators or major student co-curricular programs to set annual goals

and provide end of  year reviews.
● Coordinates regular communication among faculty moderators and with the administration.
● Evaluates co-curricular program and program leadership on a regular basis.



● Ensures that the overall co-curricular program of  clubs and activities are adequately reaching
a cross-section of  students within the school community, and that individual clubs have an
adequate number of  participants.

● Collaborates with the Administration in the allocation of  funding for co-curricular programs,
including the assignment of  stipends for faculty moderators each school year.

● Prepares budget requests in areas of  responsibility and supervises their expenditure.
● Schedules and coordinates the annual activities fair for freshmen.
● Evaluates requests and grants permission for all student field trips.
● Reviews and approves all flyers for public posting around school, including displays on

screens in the Commons and in other areas of  the building.
● Collaborates with the chair of  the Student Life Committee to facilitate regular dialogue with

students and faculty on all matters related to student life and school culture.

Athletics
● Provides primary administrative support to the Athletic Director in his responsibility of

overseeing Fordham Prep’s athletic program of  18 sports and 41 teams. This includes
collaborating with the Athletic Director in the following areas:

○ Providing orientation and onboarding of  all new coaches.
○ Providing evaluation and professional development for all coaches.
○ Implementing the approved recommendations of  the Athletics Strategic Plan and

ongoing strategic planning.
○ Organizes and administers leadership programs for student-athletes.
○ Ensures implementation of  department policies for the athletics program.

Additional Responsibilities
● Collaborates with the Principal, Assistant Principal for Academics, and Dean of  Faculty on

staffing and scheduling matters.
● Provides recommendations to the Principal for appropriate revisions of  school policies in all

areas of  student life.
● Works on special projects and tasks as requested by the Principal.
● Serves as a member of  the academic Administration.
● Serves as a member of  the Council.
● Serves as a member of  the Student Services Team.
● Serves as a member of  the Crisis Team.
● The Principal may allocate other duties in accordance with the school's needs and in keeping

with the expertise of  this position of  leadership.
● The nature of  the position is such that the Assistant Principal for Student Life is required to

be available outside the “normal” office/school hours, to attend meetings and presentations
whenever necessary and to represent the school in a variety of  forums whenever required.

Qualities, Experiences, and Skills of  the Ideal Candidate
● A Master's Degree in school administration, an academic discipline, or its professional

equivalent.
● Extensive professional experience in education, including teaching, administrative, and/or

leadership experience.



● Experience in technological platforms that are essential for the design and implementation
of  the school’s master schedule and student registration, including PowerSchool,
PowerTeacher Pro, SchoolAdmin, and other database programs.

● Experience that demonstrates a clear capacity to design new student programs and enhance
existing ones.

● Experience with and understanding of  the practical uses of  educational technology for
instruction and administration.

● Enthusiasm for working with faculty in a collaborative and supervisory manner in order to
best support excellent teaching and support learning of  high school students.

● Excellent written and oral presentation skills, including both small and large group settings.
● Excellent organization, communication, and time management skills, as well as the ability to

handle multiple tasks concurrently, orientation to details and deadlines, and the inclination to
collaborate as a member of  a team.

● The ability to support the school’s mission of  fostering young men of  academic excellence
and good moral character through a commitment to the ideals of  Jesuit education.

Application Process

Interested applicants should submit a cover letter, curriculum vitae or resume, statement of  educational
philosophy, and a list of  three references (who will not be contacted until later in the interview
process) by email to the Search Committee and Dr. Joseph Petriello, Principal, at:

employment@fordhamprep.org

Qualified applicants, with all the required documents submitted, will be contacted regarding next
steps in the interview process.

Fordham Preparatory School is an EOE (Equal Opportunity Employer). This is a 12-month
non-tenure track administrative staff  position (July 1 to June 30) with all staff  benefits, including
vacation days, medical insurance, retirement plan, and tuition remission at Fordham Preparatory
School and Fordham University.


