
 

Interim Diversity Equity and 

Inclusion Program and Operations 

Coordinator 

Job Description - Jesuit High School 

Full Time Position 

 
Jesuit High School (JHS) is a Catholic, college preparatory school in the Jesuit tradition. Located 

on the border between Portland and Beaverton, Oregon, JHS is recognized locally and nationally for 

excellence and innovation in all of its programs. Jesuit High’s motto, Age Quod Agis (“Do well 

whatever you do”), follows in the five-century tradition of St. Ignatius, who requested that Jesuit 

schools make use of the best pedagogical practices of the day to allow students to flourish. We are 

seeking people who have the ability to provide to our students and school community, toward our 

goal of preparing "men and women for others." 

 

Overview: 

The Interim Diversity, Equity, and Inclusion (DEI) Program and Operations Coordinator provides temporary 

administrative, logistical, and program support during the Director of DEI's leave. Working closely with the 

Associate Director of DEI, the Coordinator helps sustain established student, family, and schoolwide 

programming through careful planning, communication, documentation, and follow-through. The 

Coordinator supports Jesuit High School's mission and commitment to dignity, belonging, equity, inclusion, 

social justice, and anti-racism. This temporary position does not assume the full strategic, supervisory, or 

executive responsibilities of the Director of DEI. The Coordinator reports to the Principal or designated 

administrator and works in close day-to-day partnership with the Associate Director of DEI. 

 

 

Responsibilities: 

 

• Program and Event Coordination  

• Student and Family Support     

• Student Programs and Clubs    

• School and Community Collaboration  

• Scope and Decision-Making



Compensation and Benefits: 

 

• As this is a temporary position, the salary will be a prorated portion of $55K-$65K per year, based 

on education and experience 

• Benefits are not available for this position 

 

Qualifications: 

 

• A demonstrated commitment to the mission of Jesuit education and to diversity, equity, inclusion, 

            dignity, and belonging 

• Strong organizational and project-management skills, with the ability to manage multiple timelines 

            and details reliably 

• Experience working with high school students and families in a school, youth-serving, nonprofit, 

            or community setting 

• Effective written and verbal communication skills, sound judgment, discretion, and the ability to 

            maintain confidentiality 

• Ability to build collaborative relationships across differences and respond to students and families 

            with care and professionalism 

• Proficiency with common productivity and school-based technology; experience with Canvas and 

            PowerSchool is helpful 

• Bachelor's degree or an equivalent combination of education and relevant experience preferred 

• Spanish language skills desired 

• Must possess a valid driver’s license, maintain an acceptable driving record, and be willing and 

            able to operate a school or personal vehicle for job-related responsibilities, including transporting 

            students when required 

 

 

To be considered for this position, please send a cover letter and resume to hiring@jesuitportland.org. 

 
 

 

Notice of Non-Discrimination: Jesuit High School provides equal employment opportunities to all 

qualified persons without regard to race, color, religion, gender (sex), national origin, age, veteran status, 

sexual orientation, gender identity, disability, genetic information or any other characteristic protected by 

law. Jesuit High School provides equal employment opportunities without regard to religion when 

Catholic faith is not a job requirement. 
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