





Assists in the coordination of schoolwide projects that cross areas of responsibility
among different leadership team members.

o Bring together multiple stakeholders and help drive decisions

o Research, benchmark, analyze data and make recommendations

o Create timelines, action items, benchmarks, and follow-up with partners
Create systems, processes, and protocols to streamline school operations
Supports ongoing neighborhood relations and upcoming construction project
Drives the annual survey projects (ISM Surveys)
Supports the Associate Head of School on oversight of professional development (PD)
budget and process for staff.
Partners with the Director of Human Resources to manage the professional growth and
evaluation for non-teaching staff.
Collaborates with the Director of Human Resources to recommend employee relations
practices necessary to establish a positive colleague relationship and foster a high level
of employee morale and motivation including the setting of a schedule of community
engagement activities for faculty & staff (including Faculty & Staff Appreciation Week)
Accreditation support in coordination with the Associate Head of School.

O

Leadership Team:

Serves on the Leadership Team and Planning Group

Helps to plan and facilitate LT retreats

Partners with LT members in tasks as assigned by the Head of School

Coordinates with the Head of School and Associate Head of School on the following in
regards to leadership team: agendas for each team meeting, meeting notes, pre-meeting
briefings (as appropriate), and memos/notes outlining follow-up actions for each team
meeting in a timely manner.

Provides the Head of School/Associate Head of School monthly reports identifying
successes, challenges and opportunities (by division/department).

Board of Trustees:

Serves as primary liaison to the Board of Trustees on matters not directly handled by the
Head of School.

Builds and coordinates with the Head of School and Board Chair the contents of
agendas and materials including briefing documents, powerpoint presentations and
talking points for Board of Trustees meetings and Executive Committee meetings.
Attends all Board and relevant Board committee meetings with the purpose of ensuring
strategic alignment, following up on action items,

Manages the recording, drafting, editing, collating, distribution, approval and archiving of
all subcommittee and full board meeting notes.

Manages Board databases and systems (Google Drive)

Supports new trustee onboarding

Coordinates all logistics for Board meetings (facilities and tech set-up and break-down)



Administrative Staff Coordinator

e Partners with leadership team members to oversee the training, coordination of and
collaboration between office administrative assistants, program assistants and project
managers. Charged with development and oversight of a “workshare” function, where
administrative support across the institution can be leveraged by individual offices at
peak work times, allowing the School to support each office efficiently and without
adding headcount.

e Understands strengths and skills to build the capacity of key administrative staff (e.qg.
Divisional Office Managers) who support members of the leadership team.

e Delegates action items and tasks relating to institutional projects and initiatives to
relevant administrative staff based on strengths, skills, and bandwidth

e Coordinates and optimize workflow among administrative staff.








