Administrative Assistant – Facilities and Transportation

THE POSITION: Hawken School is seeking a full time Administrative Assistant to the Director of Facilities and Transportation at the Gates Mills campus. This position provides office support relating to the service and support of the schools’ facilities & grounds and transportation program.  The department is responsible for maintenance, renovation and new construction for the School, including the related research, contract negotiation, oversight and purchasing to support the initiatives.  This role is integral in all aspects.  Responsibilities include but are not limited to: 

· Pro-actively support the Director of Facilities and Transportation with high level of judgement, discretion and confidentiality
· Manage department operations to ensure timely response to accounting requests, labor charge-backs, ad hoc maintenance needs from various departments, and regularly scheduled actions
· Research and negotiate pricing on anything needed for the maintenance of the school, such as trucks, utilities, furniture, or equipment
· Coordinate outside rentals from initial inquiry to contract, manpower scheduling and charge-back, insurance, and billing & collection
· Liaise with accounting to track costs, process invoices, prepare labor and transportation redistributions, and monitor budget
· Update, maintain and manage transportation database for public school reimbursement and tracking of student transport
· Oversee OSHA health and safety compliance programs for custodial and maintenance training, and school’s disaster & emergency plan; maintenance of web-based programs
· Coordinate rental of School-owned housing, including annual rental contracts, utilities transfers, and scheduling of maintenance/repair needs
· Support the administrative needs of and collaborate with the Maintenance and Transportation supervisors
· [bookmark: _GoBack]Collaboratively work with other departments to advance the mission of the School
· Upper School afternoon telephone duties on a rotating basis 

QUALIFICATIONS: Candidate must have a minimum of three years office management or high-level administrative experience.  Must be highly proficient in Microsoft Excel, Word, and Outlook and have a high degree of comfort using other software.  Preference will be given to those with accounting background.  Must be able to prioritize and work with minimal supervision. Must have excellent interpersonal, customer-service skills and a high degree of attention to detail. A commitment to confidentiality and good judgment on sensitive matters is essential. 

THE SCHOOL: Founded in 1915, Hawken School is an independent, coeducational college preparatory day school serving over 1,000 students in preschool through grade 12 from across Northeast Ohio. The School’s mission – Forward-focused preparation for the real world through the development of character and intellect – guides the faculty to prepare students for active, productive lives after Hawken. 

Central to Hawken’s mission is our promise to, prepare students to navigate a complex and dynamic world with self-confidence and determination; embrace challenges with disciplined analysis and creativity; and engage others with empathy and integrity. The fulfillment of this promise has earned Hawken a national reputation for educational excellence and innovative programming. 

With two academic campuses within 25 minutes of downtown Cleveland and a third in the city at University Circle, Hawken provides a demanding, well-rounded course of study in a nurturing, supportive environment and strives to develop the full academic, artistic, and athletic potential in every student. Hawken is also well recognized as a community that promotes passionate teaching, engaged learning, and creative self-expression. To learn more about Hawken School, visit our Web site 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. 

Hawken School is an equal opportunity employer dedicated to promoting diversity in the workplace and strongly urges all qualified individuals to apply.
