
 
 
 
SECONDARY SCHOOL PLACEMENT COUNSELOR 
The Secondary School Placement Counselor acts as a resource and support for eighth grade students and their families 
as they go through the high school placement process. This year round position reports to the Upper School Division 
Head. 
 
Overview of School 
Marin Country Day School is an independent, coeducational day school with an enrollment of 590 students in grades K-8. 
We enroll children from both San Francisco and Marin County and actively seek diversity in our administration, faculty and 
student body. 
The school's mission asks children to become strong learners and ethical human beings who are prepared and motivated 
to make their world a better and healthier place. In addition to an engaging curriculum balancing academics, arts and 
athletics, our current strategic initiatives focus on technology and innovation, environmental sustainability, and community 
and global connections. 
MCDS is particularly concerned with supporting its outstanding faculty and professional staff and places a strong 
emphasis on professional development. Every employee helps create a learning community in which all seek to improve 
as practitioners, learners and team members. Members of the faculty and staff are bright, collaborative and passionate. 
 
MCDS is an equal opportunity employer and promotes the principles and practices of diversity and inclusion 
throughout the school community. Salary and benefits at high NAIS levels.  
 
Responsibilities 

 Coordinates the yearly secondary school admissions cycle. 

 Leads a parent education evening in April of students’ seventh grade year; meets with families individually from 
April-June to begin the placement process. 

 Develops relationships with eighth grade students and teachers (this may include serving as an advisor, 
participating in outdoor education trips, assisting with service learning, attending eighth grade team meetings, 
performing Upper School recess/lunch duties, etc.)  

 Explains the admission process in detail to eighth graders and their families; provides a placement calendar; 
discusses the steps involved and the factors that high school admission committees look at in making their 
decisions. 

 Counsels eighth grade families to create and implement an effective high school placement plan, exploring 
multiple options.  Advocates on behalf of students and families and manages expectations. 

 Guides students and their families as they move through the admission process; provides coaching about high 
school visits, interviews and applications; gives support during notification of decisions. 

 Teaches an eighth grade skills/high school placement class to rising and current eighth graders. 

 Oversees SSAT testing for seventh and eighth graders; interprets results for families. 

 Oversees the production of eighth grade transcripts in January and June and mailing of June transcripts to high 
school registrars. 

 Maintains eighth grade student files for high school placement, collecting and distributing information such as 
seventh and eighth grade reports, student questionnaires, advisor questionnaires and special teacher or coach 
questionnaires. 

 Writes many of the Principal/Counselor recommendations, oversees all recommendation writing for MCDS 
students, manages delivery of transcripts and recommendations to high schools. 

 Updates the high school placement handbook for MCDS families.  

 Maintains and analyzes placement statistics and produces reports as needed. 

 Organizes an in-house Marin public school information night; helps families navigate the San Francisco public 
application process. 

 Identifies needs of parent and student population and coordinates various high school related events and 
presentations throughout the Fall and Spring to meet this need. 

 Develops and maintains relationships with other area/boarding schools and admission directors. 

 Maintains contact with admission directors of independent schools throughout the process, especially during 
“decision time” when personal guidance may be needed. 



 Participates in a professional group of Bay Area placement counselors.   
Qualifications 

 Previous independent school admission experience, preferably with high school placement (sending or receiving 
school) 

 Bachelor’s degree, Master’s degree preferred; counseling and/or teaching experience preferred 

 Ability and desire to be a strong, authentic advocate for students 

 Strong people skills (tact, diplomacy, listening, openness) 

 Sensitivity to confidentiality 

 Collaborative and flexible team member 

 Demonstrated planning, organizational and multitasking skills 

 Careful attention to detail and follow-through 

 Excellent communicator:  writing, public speaking, relationship building 

 Calm demeanor, upbeat personality 

 Strong work ethic 

 Database and administrative skills 
 
 
Our Statement of Community and Inclusion* highlights our mission: 
 
Our school is a community that: 
Inspires children to develop a love of learning, 
thoughtful perspectives and a diversity of skills; 
Nurtures in each of them a deep sense of 
respect, responsibility and compassion; and 
Challenges them to envision and to work toward a better world. 
 
“Ours is a Community that would be uncomfortable without diversity and, therefore, has been intentional about creating and nurturing a 
diverse group of adults and children who share the core values of respect, responsibility and compassion.  As such, to realize 
successfully our mission and values, each of us must actively help build and cultivate our multifaceted community by developing 
cultural competency.” 
 
Web: www.mcds.org 
Email:   employment@mcds.org 
Postal:   Search /Secondary School Placement Counselor 
Marin Country Day School 
5221 Paradise Drive, 
Corte Madera, CA 94925 
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