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Founded in 1881 by the Sisters of the Holy Names of Jesus and Mary, the Academy of the Holy Names is a Catholic coeducational elementary school and a college preparatory high school for young women.  The Academy of the Holy Names empowers students to be authentic individuals who engage in independent thought, are inspired by creativity, and lead culturally aware, spiritually rich lives. 
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Employment Opportunity: The Academy of the Holy Names seeks a Middle School Administrative Assistant who is talented and energetic to provide administrative assistance and support in programming that enhances the curricular objectives of AHN’s middle school for the 2019-2020 school year.   

Qualifications:  Bachelor’s degree.   Previous experience in related field a plus.  Ability to work under pressure and in a very busy and highly involved environment.  Ability to communicate effectively with parents, students, and visitors in person, by telephone, or electronic communication. Ability to ascertain which people may need immediate assistance and to act accordingly.

Position Responsibilities:
· Create an environment based on respect and that reflects the values and mission of the Sisters of the Holy Names
· Work closely with the Assistant Principal and grade level team leaders to plan themes and activities throughout the year
· Greet guests (visitors or parents) in the middle school building
· Basic administrative tasks coordinated with ES Administrative Assistant
· Competency with basic word processing and internet functions:  as well as all applications used in the regular functioning of the school
· Work with grade level team leaders to coordinate service oriented themes specific to each grade level.  Help students put into place structures that allow them to learn how to organize and oversee a service project.
· Be a liaison to students who have ideas and help them organize and spearhead the ideas.  (ex:  book clubs, coding clubs, etc.)
· Develop and help implement curriculum that enhances leadership skills in students
· Research and oversee student contests
· Look for ways to partner with our community (ex:  guest speakers, authentic audience opportunities, service learning opportunities)
· Oversee Junior Beta
· Research and help to implement activities and initiatives to build school spirit (ex: supporting student athletes, student birthdays, theme days, Academy Cup, socials)

[bookmark: _GoBack]Please submit a cover letter of interest, resume and a list of three professional references to http://holynamestpa.applicantstack.com/x/detail/a29pfkzfh86v/aaam

No phone calls.

The Academy of the Holy Names does not discriminate on the basis of race, faith (except for ministerial/leadership positions), nationality or ethnic origin in its hiring process nor in the administration of educational policies, admission policies or tuition-assistance programs, athletics or other school-administered programs. The school admits students of any race, faith, nationality or ethnic origin, and gives to all students rights, privileges, programs and activities generally accorded or made available to all members of the student body. In accordance with its mission, the school seeks a population composed of many different voices, viewpoints and backgrounds. The Academy of the Holy Names is a designated drug-free workplace.  Offers of employment are contingent upon passing a drug screening and criminal background check.
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Discover YOUR Excellence





