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Part-Time Entrepreneurship Program Associate

About The Birch Wathen Lenox School

Since 1916, BWL, a K-12, coeducational, college preparatory independent school, has stood out
on the Upper East Side of Manhattan as one of the most close-knit institutions the big city has to
offer its most promising young people. Inside our unassuming brownstone building is a
beyond-supportive community of experienced educators and devoted families who are
committed to a mission of fostering growth and celebrating the individual differences of every
student. To find out more, visit www.bwl.org.

About the Entrepreneurship Program

BWL’s Upper School Entrepreneurship Program is a multi-year sequence that gives students
hands-on experience developing ideas, solving problems, conducting research, building business
models, and presenting their work to outside audiences. Students learn by doing. They move
from early-stage concepts to more developed ventures with help from seasoned entrepreneurs,
mentors, investors, and partner organizations, and culminate in the annual Future Founders Lab,
where students present their work to external judges and compete for funding to advance their
ideas.

Position Description

The Part-Time Entrepreneurship Program Associate will work 15 hours per week during the
school year and report directly to the Head of School, who leads BWL’s Entrepreneurship
Program. The Associate will support the teaching and administration of the Upper School
Entrepreneurship Program. Responsibilities will include helping to create lessons and
presentations, working with students, grading assignments, organizing program events, and
communicating with guest speakers, mentors, sponsors, and partner organizations. Some evening
events may be required. The ideal candidate is organized, dependable, comfortable working with
high school students, and interested in entrepreneurship, business, innovation, and education.

Duties and Responsibilities:

e Assist with teaching entrepreneurship classes and supporting individual students and
project teams

e C(reate and organize lessons, presentations, worksheets, rubrics, and other instructional
materials

e (Grade assignments and provide clear, constructive feedback


http://www.bwl.org

e Help students develop business ideas, conduct research, create pitch decks, and prepare
presentations

e Assist with the planning and execution of competitions, workshops, guest-speaker visits,
and other program events

e Communicate with guest speakers, mentors, judges, sponsors, and partner organizations

e Maintain schedules, spreadsheets, contact lists, student records, and event materials
e (ollaborate with the Head of School and other members of the School community to
support the program
Qualifications

Applicants should have a bachelor’s degree and experience in education, business,
entrepreneurship, communications, program coordination, or a related field.

Candidates should possess:

Strong organizational and communication skills

The ability to manage multiple assignments and deadlines
Comfort working with high school students

Strong writing, editing, and presentation skills
Proficiency in Microsoft PowerPoint, Excel, and Word
Proficiency in Google Slides, Sheets, and Docs

Professionalism when communicating with external partners and members of the
School community

Experience in teaching, tutoring, mentoring, curriculum development, event planning, or
entrepreneurship is preferred.

The Birch Wathen Lenox School is an equal-opportunity employer committed to excellence
through diversity and inclusion. The School does not discriminate on the basis of age,
immigration or citizenship status, race or color, disability, gender, gender identity or expression,
sexual orientation, national origin, pregnancy, religion or creed, height and weight, military or
veteran status, predisposing genetic characteristics, marital status, sexual or reproductive health
decisions, employment status, credit history, caregiver/parent status, or status as a victim or
survivor of domestic violence, sex offenses, or stalking. All employment decisions are made on
the individual merits of each applicant.

Salary Range: $27,500-$35,000, commensurate with experience.
This is a school-year, part-time position requiring approximately 15 hours per week.

Contact
Please send your updated resume and cover letter to:
Bill Kuhn, Head of School: bill. kuhn@gbwl.org
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