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University School seeks a highly collaborative, dynamic, and committed educator to serve as the Director of Upper School beginning July  2023.  The Director of Upper School is responsible for the day-to-day operations of the ninth grade through twelfth grade in the Upper School Division.  The Director of Upper School will work closely with the Director of the Lower School (Jr.K-4), Director of Middle School (5-8), and Associate Head of School, and will report to the Head of School and serve on the Leadership Team.

The Director of the Upper School is charged with the comprehensive responsibility of all curricular and non-curricular development activities involving students and faculty in his/her respective division to create a dynamic learning environment.  H/she also oversees the hiring and supervision of instructional and support personnel, and the direction of athletics, student life, and the Hunting Valley Campus.

Major responsibilities:
· Maintain congruency between the school’s board-approved mission statement and all activities of the division.
· Act as the educational leader of the school division, responsible for its day-to-day operation.
· Function as the chief articulator of the division’s programs, expectations, behavioral guidelines, and other information necessary to ensure that all constituencies are fully informed consonant with their individual roles.
· Be a visible presence in all areas of the school.
· Review and evaluate the academic programs, including for horizontal and vertical curricular flow.
· Lead the academic policies/curriculum committee in the articulation of the school mission, school goals, department goals, course objectives, materials, methods, and means of assessment.
· Observe, supervise, and help evaluate the faculty, including through classroom observation.
· Serve as a consultant to teachers in matters of classroom management, teaching methods, and general school procedures.
· Oversee and direct the activities of the department chairs, the sponsors of various student organizations and activities, and faculty committees.
· Oversee and direct the activities of Dean of Faculty, Dean of Students, Nurse, Receptionist, Assistant to the Director of Upper School, Testing Coordinator, and Director of College Counseling.
· Be aware of the educational, physical, social, and psychological needs of the school community, and develop plans for meeting those needs.
· Ensure compliance with legal requirements of government regulations and agencies, and maintain the educational standards established by the state and by those agencies that examine and accredit the school.
· Make recommendations to the head of school regarding the hiring, training, professional development, and retention, and the assignment of faculty.
· Ensure that teachers are familiar with and adhere to school policies in all areas of the school’s operation.
· Work toward a resolution of all problems - both routine and unique - as they arise.
· Maintain a comprehensive calendar of school events and keep the entire school community informed of various school programs and activities.
· Oversee the coordination of the co-curricular and extra-curricular activity programs, including the planning and the presentation of school assemblies and programs.
· Work closely with the Upper School Dean of Students.
· With the Upper School Dean of Students, devise and implement student policies (including discipline, conflict resolution, dress code, etc.).
· Support the Upper School Dean of Students in implementing restorative practices as part of school discipline and conflict resolution procedures.
· Support the Dean of Students in the academic guidance and records of students.
· Conference with parents as needed regarding academic and social progress of students.
· Establish guidelines for proper student conduct and dress.
· As part of the Directors Academic Group (DAG): 
· Establish and lead curricular development and review for the Upper School.
· Coordinate curricular initiatives in the Lower School as part of the overall all Jr. K-12 curricular plans.
· Serve as the voice of the Upper School for school-wide curricular discussions.
· Coordinate student transition from grade 8 to grade 9 with the Director of Middle School.

· Serve as a member of the Administrative Team and collaborate with other areas of the school including the offices of Advancement, Admission, Business Office, etc.
· Assist in the admission process for the testing, interviewing, and evaluating of applicants for enrollment.
· Maintain the budget for the division, working with the Director of Finance.
· Keep the Head of School informed of the general programs, activities, and problems of the school.
· Perform other duties as assigned by the Head of School.

Qualifications:
· Hold an advanced degree and a demonstrated history of collaboration and leadership. Bachelor’s degree required, Master’s degree in education or school administration preferred.
· 5 – 7 years' experience as a lead teacher.
· Outstanding leadership skills with 2 – 3 years' experience as an administrative leader, preferably in independent schools.
· Proven success at working collaboratively in educational leadership.
· Dynamic instructional leader with a solid understanding of the developmental and curricular needs of students of the division.
· Strategic thinker and empathetic problem solver.
· Technologically savvy.
· The candidate must be a skilled communicator, both in writing and public speaking, and be able to address a wide range of audiences include lower school students all the way up to teachers, parents, alums, and trustees.
· The candidate will be an attentive and supportive listener, skilled mediator, and decisive decision maker when working with faculty and parents.  Prior supervision experience preferred. 
· Be a champion of the Division in Admissions and the broader community.
· Be a role model for humanity and humility, for character and empathy.




Qualified and interested candidates should submit electronically in one email and as separate documents (preferably PDFs) the following materials to USDirectorSearch@us.edu


· A cover letter expressing their interest in this particular position.
· A current resume.
· A one-page statement of educational philosophy and practice.
· A list of five (5) professional references with name, phone number, and email address of each.  (References will not be contacted without the candidate’s permission).
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