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Position:  Administrative Assistant 
Reports To:  Leadership School Director 
 
Primary Function: 

·  Provide the administrative and organizational support to the Leadership School and its management staff 
 
Responsibilities: 

·  Provide appropriate customer service for all incoming/outgoing communication with schools, parents, 
students, potential clients, etc. 

·  Schedule and maintain program calendar 
·  Draft contracts; working with schools, Business Office and Leadership School management 
·  Collect attending school statistics to ensure proper coordination with Business Office for accurate billing 
·  Oversee the coordination of all pre arrival and arrival logistics including contracts, school paperwork, 

cabin lists, class lists, medical summary sheets, program attendance sheets, teacher packets, etc. 
·  Maintain data bases for collection and tracking purposes 
·  Introduce systems that result in consistency and efficiency of information usage, storage, and follow up  
·  Prepare and distribute sales packets to inquiring schools and assist with Leadership School follow up 
·  Conduct follow up for returning schools 
·  Assist Leadership School staff on the delivery of the learning experience as needed 
·  Participate in continuous improvement efforts with the Leadership School staff 
·  Perform other duties as directed by the Leadership School Director 

 
Qualifications: 

·  Strong interest and experience working with middle school aged students 
·  Excellent interpersonal and communication skills 
·  High level of skill and comfort using Microsoft Office programs, data bases, and other technology 
·  Track record at being a strong member of a highly productive team 
·  Ability to manage competing and multiple priorities 
·  Capacity to work independently and as a member of a highly integrated team 
·  Comfort being flexible and adjusting to quickly changing circumstances 
·  High standards for self and others 
·  Presentation and public speaking skills helpful 
·  Grant writing skills, a plus 

 
Full-time, Year Round Position 
Salary, commensurate with experience 
Competitive Benefits package 
 
Please email cover letter, resume and three references to leadershipschool@kieve.org.  Electronic submissions 
only please. 


