ADMINISTRATIVE ASSISTANT - BUSINESS OFFICE 
Part Time 
Gates Mills Campus

THE POSITION:  Hawken School is seeking a part-time administrative assistant to handle secretarial, bookkeeping, mailroom and general office responsibilities for the Chief Financial Officer and the Business Office.  This 12-month position entails 20 hours per week, with some additional hours needed during peak seasons.  The essential responsibilities of the position include:

· Process financial transactions (e.g., bank deposits, journal entries, expense tracking)

· Respond to student billing inquiries and assist in the student billing process

· Prepare purchase orders, log sheets and reports related to State Funds

· Complete general office tasks, such as filing, scanning, copying, typing, data entry and ordering supplies 
· Sort and distribute daily mail for the school; meter outgoing mail

· Maintain the CFO’s calendar and schedule meetings; make meeting arrangements as needed

· Answer and respond to business office phone calls; act as backup to the main switchboard operator
· Assist in other aspects of business office and school administrative support as needed

QUALIFICATIONS:  Position requires a high degree of discretion and initiative along with strong interpersonal skills with all areas of the school community.  Bookkeeping and secretarial skills are required, along with demonstrated proficiency in basic office software such as Word and Excel.  Prior experience with Blackbaud Financial Edge software is a plus.  The position requires efficiency in multi-tasking, organization, adaptability and a sense of humor.   Although a college degree is preferred, equivalent work experience will be considered.  

THE SCHOOL:  Founded in 1915 in Cleveland, Ohio, Hawken School is a coeducational, globally-minded independent day school enrolling over 1,000 students in grades preschool through 12. With three academic campuses within 25 minutes of downtown Cleveland and an urban extension center in the cultural heart of the city at University Circle, Hawken provides a demanding and integrated course of study in a diverse, nurturing environment.

Committed to the development of character and intellect and to eliciting the full academic, artistic, and athletic potential in every student, Hawken is well-recognized as a community that promotes passionate teaching, engaged learning, and confident self-expression. Innovative schedules support individualized student attention, and educational partnerships with world renowned institutions offer real-world learning opportunities. To support our innovative programming, stunning new facilities have recently been completed at both our Lyndhurst and Gates Mills campus. 

To learn more about Hawken School, visit our website at www.hawken.edu.

HOW TO APPLY:  Qualified applicants should send a cover letter, resume and references to hawkenemployment@hawken.edu, Attn: Helen Oshaben, Director Human Resources.    
One of Hawken’s principles, to appreciate difference and individuality, is at the forefront in our search and we are keenly interested in candidates with a proven commitment to engaging in and promoting a diverse, multicultural community.
