


ASSISTANT DIRECTOR OF EARLY CHILDHOOD AND EXTENDED DAY COORDINATOR

THE POSITION
			
The  Assistant Director of Early Childhood is a 12-month position working closely with the Director of Early Childhood and the Lower School Leadership team. The individual in this role should have a deep passion for and experience with working with young children, families, and faculty, as well as a commitment to quality learning experiences for young children. This individual sees Hawken’s Purpose, Promise and Principles as key touchpoints for their work and brings creativity, innovative thinking, strong organizational skills, attention to detail, a flexible mindset, adaptability, and the ability to work well independently as well as collaboratively.  

The role will have two areas of focus supporting students in both Early Childhood (Toddler - Kindergarten and Lower School (1-5). One area of focus will be to support the Early Childhood Director and students, focussing on operational and administrative responsibilities specific to Early Childhood programming, logistics and licensure. The second area of  focus will include working with the Director of Early Childhood,  Director of Lower School and the Assistant Director of the Lower School to develop a nurturing, safe and well-supervised before and after school program for toddlers-5th grade. This position will require on-campus presence from 10am-6pm and will include early morning and evening availability for teacher absence and substitute coordination. 

ESSENTIAL DUTIES/RESPONSIBILITIES

· Assist the Director of Early Childhood with operational tasks and project management related to teaching and learning and divisional programming
· Support Director and early childhood divisional work around social emotional learning, play and project based learning, development of Reggio-inspired principles, competency-based education, and differentiation through the lens of diversity, equity, inclusion and justice
· Support the Director of  Early Childhood  in maintaining and implementing processes for classroom observations 
· Support mentoring of new faculty and staff in coordination with grade level coordinators and the Director of Early Childhood
· Play a role in the recruitment of faculty and staff, helping with interviews, screening, and hiring committee commitments
· Coordinate substitute teachers,  substitute placements and tracking of teacher absences in collaboration with the Assistant Director of the Lower School
· Manage and oversee  early childhood program licensure requirements in alignment with the State of Ohio guidelines
· Develop and manage safe, nurturing and well-supervised before and extended day programs, in partnership with other departments, such as the business office, auxiliary programs, and dining services, to ensure a positive and engaging  experience for all families, students and staff
· Create and maintain consistent parent communications regarding extended day programming 
· Coordinate with Early Childhood and Lower School division directors to provide staff training and professional development

QUALIFICATIONS

· Master’s degree and/or a degree in early childhood development, early elementary education or related fields is preferred
· Exceptional understanding of and joyful enthusiasm for the developmental needs of early childhood and elementary learners
· Experience with Responsive Classroom preferred
· Experience with or education related to project management 
· Experience with Google Platforms 

THE SCHOOL 
Founded on the ideal that “the better self shall prevail and each generation introduce its successor to a higher plane of life,” Hawken School is a coeducational independent day school with 1,550 students from toddler through grade 12. Our four campuses are located within 25 minutes of downtown Cleveland, with  two campuses in the eastern suburbs of Cleveland, a campus on Cleveland’s west side, and a campus in University Circle, home to the Mastery School of Hawken and also our school-wide center for experiential and service learning . A nationally recognized leader in innovative programming, Hawken prepares students to meet the challenges of tomorrow's world.
OUR CAMPUSES
Lyndhurst: Lower and Middle School (Toddler – Grade 8)
Hawken’s Lyndhurst campus houses programs for toddlers through grade eight that reflect the school’s dual commitment to academic and social curricula. Beginning in Early Childhood, students are taught in developmentally appropriate ways to make choices, manage time, think critically and creatively, develop ownership for their learning, and engage others with empathy. Hawken’s Lower School program focuses on building a strong foundation in basic academic skills with an increasing emphasis on personal responsibility. With a focus on hands-on learning and student choice, our Middle School program enables students to be active participants in their education. By exploring science, math, and the humanities using an interdisciplinary and experience-based approach, students dive deeply into subject areas and become immersed in the process of learning and discovery.

INTERESTED
Please send a resume, references and a cover letter to: Brooke Marcy, Director of Early Childhood, at lowerschoolemployment@hawken.edu 




