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DIRECTOR OF FLEXIBLE TUITION
ASSISTANT TO THE ASSISTANT HEAD OF SCHOOL FOR ENROLLMENT MANAGEMENT

THE POSITION: Hawken seeks a full-time (12-month) Director of Flexible Tuition and Assistant to the Assistant Head of School for Enrollment Management to begin July 1, 2024. The successful candidate will further Hawken’s mission of “forward-focused preparation for the real world through the development of character and intellect” by recruiting a diverse and talented student body. The school is looking for a dynamic self-starter who can initiate and work on projects independently and also work cooperatively with a larger admission team across Hawken’s four campuses. The Director of Flexible Tuition and Assistant to the Assistant Head of School for Enrollment Management reports to the Assistant Head of School for Enrollment Management.
Responsibilities include but are not limited to the following essential duties:
Financial Aid:
· Successfully manages the approximately $14 million financial aid budget to meet the annual enrollment, Net Tuition Revenue, and discount rate goals
· Ensures Hawken’s financial aid program supports the strategic goals of the school and aligns with NAIS Principles of Good Practice for Financial Aid Administration
· Plans, executes, and manages the financial aid process for returning and prospective students across all four campuses
· Provides individual counseling to prospective families regarding the Flexible Tuition Program
· Facilitates any Flexible Tuition sessions or presentations for admission-related outreach events or programming
· Serves as a liaison between the Financial Aid Office and faculty and staff
· Establishes and cultivates positive community relations among all Hawken constituencies
· Facilitates all Financial Aid committee meetings
· Manages all Flexible Tuition applications and appeals
· Actively participates in and supports admission events, including open houses, information sessions, outreach events, etc.
· Works closely with the Assistant Head of School for Enrollment Management on all issues pertaining to the re-enrollment of current students and families
· Works closely with the admission offices on all four campuses to attract, admit, yield, and retain qualified students for Hawken
· Manages a large influx of Flexible Tuition applications during the busy season while keeping family information organized and confidential
· Works collaboratively with the directors of admission from all campuses on any issues pertaining to Flexible Tuition and re-enrollment
· Works closely with the Business Office and Assistant Head of School for Enrollment Management on all work related to Net Tuition Revenue, Flexible Tuition, and re-enrollment
· Provides reports on Flexible Tuition budget and statistics and Net Tuition Revenue to the Assistant Head of School for Enrollment Management, Head of School, and the Business Office
· Periodically travels regionally for off-campus events or programs; some weekend or evening travel and/or work is required
· Assists in creating marketing materials for the Flexible Tuition Program
· Other duties as assigned by the Assistant Head of School for Enrollment Management

Assistant to the Assistant Head of Enrollment Management:
· [bookmark: _heading=h.gjdgxs]Serves as a strategic thought partner with the Assistant Head of School for Enrollment Management
· Pulls necessary reports for the Assistant Head of School for Enrollment Management, the Head of School, Business Office, etc.
· Manages the re-enrollment process for all current families
· Actively supports the Assistant Head of School for Enrollment Management in the drafting, editing, and distribution of re-enrollment communications
· Serves as the PDSO for SEVIS and attends all necessary training
· Other duties as assigned by the Assistant Head of School for Enrollment Management

QUALIFICATIONS: 
· Successful candidates must be detail-oriented, have high-level multi-tasking ability, and possess strong analytical, organization, presentation, and communication skills
· Proficiency and comfort with Microsoft Excel, Google Docs, Word, and Outlook is required
· Previous experience with Finalsite Enrollment software, Clarity Tuition, an educational database system, or other database software is a requirement
· Successful candidates must feel comfortable working with data, creating data pulls regularly, and maintaining data integrity and confidentiality
· Must meet deadlines, be a self-starter, effective problem-solver, comfortable working successfully with minimal supervision, and effectively initiate and prioritize work
· The ability to lead difficult conversations professionally is essential
· Must be eager to initiate projects independently while also working collaboratively with an admission team across four campuses
· Must have excellent interpersonal and customer-service skills and be comfortable interacting with students, parents, faculty, and colleagues
· A high level of organization and ability to initiate and maintain systems-based approaches is necessary
· A commitment to confidentiality and good judgment on sensitive matters is essential
· A bachelor’s degree is required
· Previous independent school or college financial aid and admission experience is preferred
· A commitment to an active and ongoing development of cultural competence 
· Philosophical alignment with the mission of the school 
· Strong work ethic, sense of humor, energy, and enthusiasm
· Willingness to do what the team needs to reach strategic and short-term goals
· Excitement for working in an innovative, fast-paced, and collaborative PS-12th grade school environment

HAWKEN CANDIDATE COMPETENCIES: 
Mission, Culture, and Philosophy Alignment: Successful candidates show they can thrive at Hawken and are highly motivated by the school’s mission.
Fair Play: Diversity, Equity, Inclusion & Justice: Successful candidates indicate a commitment to and have experience with serving students and communities equitably.
Relationship Building and Cultivation: Successful candidates show they can build relationships throughout the Hawken community.
Content Knowledge: Successful candidates demonstrate depth in content area knowledge as well as an ability to inspire students to a high level of excellence and challenge and take a student-centered approach to all aspects of their work.
Humility and Growth Mindset: Successful candidates are eager to learn new approaches and methods and be able to team effectively with others.
Approach to Work: Successful candidates show initiative and agency with a commitment toward feedback and flexible problem-solving.

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 1,600 students in toddler through grade 12. Our four campuses are located within 25 minutes of downtown Cleveland, and an urban extension center in the city’s museum district provides a demanding and integrated course of study in a diverse and dynamic environment. To learn more about Hawken School, visit www.hawken.edu.
HOW TO APPLY: Qualified applicants should send a cover letter, resume, and references to hawkenemployment@hawken.edu, Attn: Kathy Gonzalez, Assistant Head of School for Enrollment Management. We respectfully ask that interested candidates refrain from attempting to contact us via telephone.
Hawken School is an equal opportunity employer dedicated to promoting diversity in the workplace and strongly urges all qualified individuals to apply.
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