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Administrative Associate

A Bit About Us 

Hawken School is a preschool-12 co-ed independent day school with four campuses spanning the greater Cleveland, Ohio area. Founded by James A. Hawken, a John Dewey-inspired progressive educator, more than 100 years ago, we’ve returned to our progressive roots in the last decade and established ourselves as an industry leader in progressive education, including founding the Mastery Transcript Consortium, a national organization aimed at reinventing how students prepare for college, careers, and life.  

The Challenge

In August 2020, building on a decade of iteration and innovation, we launched the Mastery School of Hawken, a new high school in the University Circle neighborhood in the city of Cleveland. We opened with 9th & 10th graders and will add one grade a year until we’re full.  We’re designing our school around three core principles:
· Learning experiences are organized around real-world problem-solving, where students learn while working on challenges with community partners.
· We use new methods of teaching designed around individual growth, allowing for more project-based and personalized learning.
· Our mastery assessment model emphasizes feedback for growth and credits enduring, deep, and transferable learning using mastery credits. 

Committed to strengthening our relationship to our city, we are building this school for greater socioeconomic access by offering a significant number of seats to full-need students from the city of Cleveland. Read more about us here: http://masteryschool.hawken.edu. 

The Opportunity
  
We are seeking an energetic, nimble, versatile individual to be the Administrative Associate at the Mastery School of Hawken. As the center of campus operations, you’ll provide organizational and communications support to students, families, faculty, and the whole team, partnering often with the Dean of Students, the Operations & Communications Lead, and the Director of Admission & Community Partnerships. You’ll greet and assist community members over the phone or in person as they arrive, and you’ll represent the school to current families. You’ll operate many of the systems of our new, multi-building, community-facing school. As you learn our model, you’ll also take the lead to develop our library services on campus. 

The Team 

You’ll join a highly collaborative team that has been working together to design, build, and implement every aspect of a new school with structures and systems designed to support individual growth for each student. Building on the vision and the work we’ve done so far, you’ll have the chance to ensure our growing campus population has the resources they need.

A start date of early June 2021 is preferred, as this will give you time to learn our systems, our team, and the University Circle campus while classes are in session. 

The Skillset

About You: 
· Willing to roll up your sleeves and jump in to do what the team needs  
· Enthusiastic about working with adolescents and their families, greeting guests, and creating a welcoming environment
· Strong communicator who enjoys working with a highly collaborative team 
· Able to guide projects to completion and to catch details both large and small
· Skilled at juggling and prioritizing multiple tasks
· Interculturally competent and committed to active ongoing development of cultural competence 
· Philosophically aligned with the mission of the Mastery School  

Experience in arts and/or arts education a bonus.

The Journey
 
Within one month, you’ll: 
Get to know our campus, the Mastery School founding faculty and staff, and our approach to learning

Begin to represent the school to community members via email, phone, and in person

Learn and manage systems for attendance and other daily logistics of the Mastery School
Become familiar with operation and ordering systems to support day-to-day campus life in addition to special events

Within three months, you’ll:
Support the Director of Admission & Community Partnerships by managing our community partner calendar and providing planning and logistical support for community outreach events and initiatives
Partner with the Dean of Students and the team to provide support for special events like New Student Retreats and School Meetings
Operate intercampus mail and incoming and outgoing mail for all campus needs
Set up the Mastery School library and devise the systems needed to maintain it
	
Within six months, you’ll: 
Serve as a de facto communications hub for families, students, and team
Work with the Operations & Communications Lead to refine our daily systems and structures
Manage attendance process, including tardies, absences, and school responses
Be a point person for resources for student clubs and activities
Teach us how you can best bring your unique strengths to this growing community 
		
INTERESTED? 
Please send a resume, references, and a cover letter to: mshemployment@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.
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