
Position: Diversity, Equity, and Inclusion Coordinator and
Admissions Associate
Reports to: Director of  Admissions and Marketing
Posted March 2021

Columbia Independent School, a JK-12th Grade college preparatory school located in Columbia,
Missouri, is seeking a Diversity, Equity and Inclusion Coordinator/Admissions Associate. This is a
full-time, 12-month, exempt position. Candidates with experience in admissions, education, and/or
diversity, equity and inclusion initiatives are encouraged to apply.

Position Summary
As a member of  the Administrative Team, the Diversity,Equity, and Inclusion (DEI) Coordinator
will work alongside the Leadership Team to help guide our DEI initiatives, particularly in the areas
of  admissions, curricula, professional development,hiring and retention, school culture, and family
engagement. The DEI Coordinator will act as a resource, guide and strategic planner, as part of  our
commitment to diversity of  people, perspectives, and ideas.

Responsibilities
Provide strategic leadership in the areas of  diversity, equity and inclusion in all facets of  the CIS
community.

● Admissions - Design and implement strategies to help us attract, recruit and retain students
who are currently underrepresented in our school community. Assist with all admissions
office functions, including giving campus tours, assisting applicants through the admissions
process, serving on the admissions committee, and communicating effectively with families
throughout the process.

● Curriculum development - Work with division directors and department chairs to review
and revise curriculum in all divisions to ensure a diverse representation of  people,
perspectives and ideas.

● Faculty and staff  professional development - Work with division directors to plan and
deliver professional development programs for faculty and staff  that support our diversity,
equity and inclusion initiatives.



● Faculty and staff  recruiting and retention - Design and implement strategies to help us
attract, recruit and retain faculty and staff  whoare currently underrepresented in our school
community.  Design policies that reinforce diversity in the workplace.

● Family engagement - Guide programs for educating the school community around issues
related to diversity, equity and inclusion.

● Attend CIS events - Plan and/or attend open houses, curriculum nights, social events,
fundraising events, recruiting fairs, commencement ceremonies, and other school events that
might take place on weekdays, weeknights, and weekends. After-hours events are infrequent,
but occur annually.

● Model life-long learning - Focus on personal and professional development through
continuing education, goal-setting, reflection and professional growth. Develop and maintain
outreach to a regional network of  individuals andorganizations whose knowledge and
support of  issues of  diversity, equity and inclusionbenefit the school and its program.

Qualifications
● A bachelor’s or master’s degree in a relevant field and experience in a professional setting is

required. Candidates with experience in admissions, education, and/or diversity and
inclusion initiatives are encouraged to apply.

● Ability to inspire and motivate others to create positive change.
● Ability to develop innovative and effective programs and initiatives in collaboration with the

Leadership Team, Administrative Team, faculty and staff, and parents.
● The successful candidate will be able to communicate effectively in person and in writing,

pay attention to detail, and maintain student/family confidentiality. These qualifications are
essential.

Application Process
To apply for this position, please submit a cover letter and resumé to resumes@cislions.org.
References will be requested from candidates as they progress through the application process.

mailto:resumes@cislions.org

