Director of Facilities and Transportation
The School
Hawken School, an independent, college preparatory school of 1,400 students, toddler through grade 12,
seeks a Director of Facilities and Transportation to support this vibrant institution during an exciting time
in its history. With three campuses, an Innovation Lab and FabLab, a learning extension center at
University Circle, and plans for potential expansion in the future, this is an opportunity for a highly
experienced individual to work with a leading independent school as it continues to expand both its
offerings and facilities. Hawken is currently one of the largest independent schools in Ohio.
The Role
Reporting to the chief financial officer, the director of facilities & transportation manages school plant,
safety and transportation services with a $2.9M budget. Oversight includes over 520,000 square foot in
buildings, 11 rental (housing) properties, and a fleet of school vehicles including 13 buses. A team of 6
on-site supervisors report to the director while leading the work of 27 custodial and maintenance team
members and a transportation crew of 13. The director is the instrumental construction project manager
who works closely with architects and outside contractors.
The following describes the current structure of the role. The new Director will be encouraged to assess
the role and make recommendations for restructuring, with the knowledge that Hawken has experienced
significant growth in the past several years.
Key responsibilities include:
Facilities Management
• Create and manage annual operating budget and capital renewal budget for facilities department in
conjunction with CFO and with advice of the Building and Grounds Committee.
• Actively control and plan for current and future facilities expenditures.
• Organize, schedule, and supervise all repair and construction projects, with sensitivity to school
seasonality and operational need.
• Determine priorities for the replacement, renovation, enhancement, repair, and modification of
building facilities; develop and execute plans for preventive maintenance strategies.
• Lead, mentor, and develop the maintenance and custodial supervisory team and engage directly in
the hiring, assessment, and performance-related interactions of the crew.
• Select 3rd-party maintenance contractors and manage the fulfillment of contract obligations,
including quality control of their work.
• Oversee coordination, scheduling, billing, and management of outside rentals.
• Oversee maintenance and rental of faculty/staff housing.
• Responsible for purchasing and inventory of equipment and supplies for maintenance, grounds,
security, custodial, and transportation areas.
• Actively monitor and manage utility usage and cost and evaluate bids for alternative resources.
• Act as a resource for the Board of Trustees and its sub-committees, providing reports on all areas of
the physical plant, bringing technical expertise, advice and experience in building and grounds
management, planned maintenance, energy management and maximizing the use of the facilities.
• Collaborate with school leadership to understand special needs and maintain quality of support to the
mission (e.g. academic leaders, food service, athletics, technology, security).
• Participate with CFO, director of finance and Administrative Council in collaborative efforts.

Safety
• Ensure compliance with local, state, and federal regulatory requirements, including work safety
regulations. Oversee inspections of all building systems as needed for compliance (boiler, fire
alarms, elevators, etc.).
• Actively collaborate in or manage safety and emergency operations, including school safety
measures, planning and regularly scheduled drills.
• Work with Safety Committee to evaluate the school’s security program on a continuing basis and
recommend changes as needed. Help develop procedures and protocols to deal with emergencies.
• Interpret and direct the school’s safety program to ensure compliance with all applicable federal,
state and local environmental and safety regulations, including OSHA, EPA, etc.
• Responsible for code compliance programs, including asbestos management; lead in water, soils,
paints; air quality; hazardous waste reduction, management, and disposal; radon; and other health
related issues. Maintain appropriate training schedule for custodial and maintenance team.
Construction and Growth
• Manage construction projects throughout the project cycle, from vendor selection to ongoing
schedule and budget adherence to quality control and post-completion corrections.
o Current projects include: expansion and renovation of Lyndhurst dining room; remapping of
Lyndhurst parking and student drop-off/pick-up.
• Participate constructively in the strategic development and management of the campus (e.g. master
plan, zoning compliance, utilities services, energy management).
• Actively engage with board members and school directors to understand their needs, then advise and
collaborate on solutions.
Transportation
• Oversee and structure the financial side of student transportation.
• Manage the transportation supervisor who:
o Plans and coordinates the scheduling and routing of regular bus and special event transportation
programs; conducts studies of traffic conditions, pupil load and distribution; makes adjustments
as necessary.
o Plans bus routes and scheduling; assigns drivers to routes and buses; coordinates with
administrators regarding changes in school transportation needs.
o Trains, supervises and evaluates the performance of assigned staff; maintains drivers' time
sheets.
o Arranges for and schedules substitute bus drivers.
o Communicates with personnel, parents, and the public regarding the student transportation
system; provides information, responds to complaints, and resolves issues.
o Prepares and maintains a variety of records including average daily attendance, bus trip data,
driver route assignment, and other related information.
o Assists bus drivers in maintaining orderly school bus environment.
Qualifications and Qualities
Our top candidates will thrive in a dynamic, collaborative environment where new ideas are the norm.
This role is integral to the successful growth of the organization and requires a strategic thinker who can
manage complex projects with thoughtful consideration of priorities.
Demonstrated ability to communicate confidently, professionally, and with strong leadership is required.

Additional qualities and qualifications include:
•
•
•
•

Bachelor’s degree required; engineering-focus preferred.
5-plus years of facilities management, including budget and supervisory responsibility.
Experience on senior administrative teams; working with non-profit boards is a plus.
Demonstrated experience in strategic decision-making and budget management, such as cost
analysis, construction project management, energy management, etc.
• Experience with building code compliance, utilities conservation, and environmental quality testing
required.
• Knowledge of school transportation regulations, routing, and safety is a plus.
• Proven problem-solver with ability to remain calm under pressure and react quickly and efficiently
in emergency situations.
In addition, the school hopes to find candidates who embody the following personal qualities:
•
•
•
•
•
•
•
•
•
•

Ability to thrive in a dynamic environment
Ability to anticipate, absorb, and adapt to new ideas and initiatives
Ability to self-manage and manage complex projects
Ability to think strategically about both finances and larger school concerns
Ability to balance and prioritize the needs of the school
Ability to manage and mentor staff
Superb communication skills; excellent written, verbal, and presentation skills
A confident team player
Committed to equity and inclusion practices
Evident integrity

To Apply
Interested and qualified candidates should submit cover letter, resume, and 3 references via email to
hawkenemployment@hawken.edu
Hawken School is an equal opportunity employer dedicated to promoting all forms of diversity in the
workplace and in our student body. We strongly urge all qualified individuals to apply.

About Hawken School
Hawken School was established in 1915, when James Hawken was asked by a group of Cleveland parents
to start a school dedicated to discovering and nurturing each student’s special strengths. This approach
placed Hawken in a pioneering role, planting the seed for a spirit of innovation that continues to define the
school today.
Today, Hawken is a diverse, globally minded day school of 1,400 students, toddler through grade 12.
Innovative thinking drives Hawken’s leadership and propels it to top-ranked independent school status;
Hawken is the one to watch. Leadership is energized by forward-focused thinking and is intent on
changing the landscape of education. Prudent, well-planned risk-taking has given the school incredible
support from stakeholders and has put Hawken at the forefront of 21st century education.

The physical space in which we educate is integral to our mission: Students learn and grow in an
environment suited to their developmental needs. Openness, collaborative common spaces, nature, and
space itself all facilitate innovative learning and growth for our students.
Lyndhurst Campus
On the Lyndhurst campus, students from toddler-age through grade 8 enjoy 45 acres in the midst of a quiet
residential area, with ample facilities including an Eco garden, climbing wall, Innovation Lab, and
swimming pool, alongside new and newly renovated academic spaces. In total, the Lyndhurst campus
includes 154,000 square feet of buildings.
Gates Mills Campus
The Upper School resides on the 300-acre Gates Mills campus, which features a 650-seat auditorium,
expansive athletic facilities, a ropes course, a FabLab, and art studios. Hawken undertook its most
significant capital expansion in nearly 50 years, the building of Stirn Hall, an academic building that
opened in the fall 2017. In total, the Gates Mills campus includes 183,000 square feet of learning, arts, and
athletics space.
Birchwood School of Hawken
In 2016, Hawken expanded to the west side of Cleveland. The merger of Birchwood and Hawken added
approximately 250 students and 44,000 square feet.
The Gries Center at University Circle
With an urban extension learning center in University Circle, Hawken is committed to establishing
partnerships that provide opportunities for students to explore and experience world-class institutions and
developing urban neighborhoods.
Creating space that is conducive to learning in the real world is imperative to Hawken’s mission. It
requires a strong director of facilities to manage and oversee construction and maintenance of our spaces
in a thoughtful, economical, and creative manner.

