
The Montessori School of Iowa City is one of the oldest Montessori schools on the continent and is an Associate School Member of the American Montessori Society.  The School serves students ages 3-12 in the Iowa City, Coralville and North Liberty community by providing authentic Montessori education that supports the child’s intrinsic motivation to learn and is inclusive, sustainable and holistic. 

We are seeking a dynamic Interim or Permanent Director and Head of School with a passion for Early Childhood Education in a Montessori environment, excellent leadership skills, strong business acumen, exceptional communication abilities, and who is self-motivated, organized, and committed to the students, parents, and philosophy of Montessori.  

School Responsibilities and Oversight
· Hiring, supervision, and termination of all school personnel, including substitute teachers, and contracting for ancillary services as needed
· Maintenance of all required files for staff and students to meet requirements
· Oversees school finances, bank accounts, bill payments, etc.
· Manages enrollment and markets the school as needed
· Preparation of annual school budget with assistance from the treasurer and accountant
· Purchase of equipment, food, supplies, services, etc. as needed
· All communications with internal and external stakeholders
· Serves as the liaison with the school’s accountant and lawyer
· Completion of all governmental, educational, and health agency requirements to maintain school certification 
· Conducts monthly staff meetings
· Serves as a liaison between the School staff and Board.  Provides timely updates to the Board on relevant projects/tasks and requests assistance from the Board as needed  
· Actively works in partnership with the Board to meet the strategic goals of the School
· Reports to the board monthly on all school issues, budget, staffing, enrollment, etc.
· Prepares an agenda for all meetings


Staff and Program Responsibilities 
· Schedules, coordinates and evaluates all programs relating to the children
· Develops and implements new programs to promote the mission of the School
· Plans school calendar with staff and the Iowa City Community School District
· Assigns children to classrooms in consultation with lead teachers
· Oversees purchase, use, maintenance and storage of classroom materials 
· Performs annual staff evaluation with adherence to Montessori philosophy
· Conducts staff orientation, in-service training, and continuing education regularly
· Develops and oversees format for parent-teacher conferences
· Meets with all prospective parents and children
· Conducts parent education programs regarding Montessori education
· Prepares, revises, and issues registration and enrollment forms, newsletters, parent handbook, staff handbook, staff handbook, and school directories
· Monitors and intervenes as needed in dispute issues concerning children, parents, and staff




 Qualifications
· Bachelor’s degree, preferably in one or more of the following areas:  Education, Sociology, Social Work, or Psychology. 
· Commitment to the mission and educational philosophy of Montessori program 
· Experience in developing programs to benefit and promote school is desirable  
· Demonstrated competence in working with both children, staff, and parents
· Knowledge, understanding, and application of Montessori curriculum development 
· [bookmark: _GoBack]Strong business acumen and community relationship building skills
· Experience mentoring Montessori teachers is desirable   
· Excellent communication and interpersonal skills 
· Efficient and highly task-oriented 
· Experience teaching in a Montessori classroom is desirable
· Montessori training and certification strongly preferred 
· Must meet Department of Human Services requirements

Interested applicants should submit a cover letter and resume via e-mail to employment@iowacity-montessori.org   
Please include the words “Application for Montessori Director” in your email subject.
