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Mississippi Valley Montessori School

Mississippi Valley Montessori School (MVMS) offers half-day and full-day programs in the Montessori tradition for children between 33 months and 6 years of age. The school is located in West St. Paul, Minnesota, near the Dodge Nature Center.  Additional information about the school may be found at: http://mvmontessori.org/

MVMS is seeking an administrative coordinator to support the work of 2 full-time teachers and an enrollment of up to 18 students. 15 to 20 hour per week, part-time position to begin in February, 2012 or shortly thereafter.  Hourly salary dependent upon qualifications.  Position reports to the MVMS Board and/or Head of School.

Responsibilities:

1. Coordinate prospective parent inquiries and visits.  Manage enrollment process, admission procedures and family contracts.
2. Manage all administrative functions for the school including accounts receivable, accounts payable, account reconciliation, billing and collection of tuition payments, and payroll for staff.  
3. Provide support for MVMS events such as: Parent Orientation Night, Annual Parent Welcome Night, holiday events, picture day and open houses.
4. Create and maintain school calendar, and enrollment, lunch, attendance and ratio charts.  
5. Assist in the coordination of marketing and outreach activities.
6. Maintain student files including required paperwork and immunization records.  
7. Maintain staff and administrative files, including requirements for Rule 3.
8. Attend monthly MVMS board meetings and provide monthly budget reports.
9. Maintain office supplies and equipment.
10. Other duties as assigned.

Desired Qualifications: Minimum of one year administrative experience.  Event planning experience. Detail oriented.  Strong customer service skills.  Demonstrated ability to prioritize and balance multiple tasks and responsibilities. Ability to work well and communicate effectively with diverse populations  Knowledge about or experience with the concepts and theories of a Montessori educational setting.

To apply:  A completed application will contain the following materials: (1) a resume and cover letter that describes your interest in the position and explains how your experience matches the above qualifications; and (2) the names, titles, and contact information of at least two people who can provide references (please indicate the length and nature of the relationship with each reference).  

Submit your application via email by Tuesday, February 7, 2012 to: MVMSjobs@gmail.com   Applications will be accepted until the position is filled.




MVMS does not discriminate on the basis of race, color religion, national or ethnic origin.
