Keres Children’s Learning Center

P.O. Box 113, Cochiti Pueblo, NM, 87072
235 S. Plaza St., Cochiti Pueblo, NM, 87072
PHONE 505-465-2185

KCLCMontessori.org / info@KCLCMontessori.org INDIGENOUS MONTESSORIINSTITUTE

JOB POSTING
Assistant Head of School—Reports to CEO and Head of School (HoS)
Classification: Exempt Position: 1.0 FTE Hours: 7:00-3:30

Salary Range: $70,000 *higher depending on experience

Position Summary
KCLC seeks a school administrator to support the Head of School in teaching and education-related matters,
including supervising teachers’ use of immersion and dual-language methodology and Montessori pedagogy.

Desired Qualifications'™:
e Administrative license or Level Il teaching license or equivalent
e Classroom and administrative experience

Summary of Duties and Responsibilities

e If a Keres Speaker, speaks Keres at all times when children are present and works to develop Keres fluency.

¢ If Non-Keres speaker: Encourages students and colleagues to speak Keres.

e Works with HoS to monitor and implement KCLCs mission, culturally appropriate Montessori Pedagogy,
and immersion/dual language best practices.

e Assists in teaching and education-related matters, including use of immersion and dual-language
methodology and Montessori pedagogy, for children and adults.

e Co-Supervises all teaching and support staff to support growth, development, and accountability, guided by
Cochiti values and Montessori principles.

e Receives and reviews teachers’ classroom documentation and parent communication.

e Supports the organization of professional development for teaching staff and substitute teachers

e Supports student and parent programming.

e Supports internal school structure and communication through weekly notes and weekly agendas.

e Supports classrooms staffing, including mentoring new teachers.

e Oversees attendance records of students, staff and contractors

e Centers ABAR goals (self love, embrace people, identify unfairness, act justly)

e Participates in all school routines, including meetings, record keeping, professional development, and
evaluation.

Desired Professional Qualities
e Excellent attendance
e Timely and effective communication in speaking and in writing
e Collaboration skills
e Patient and respectful
¢ Maintains confidentiality

Physical Requirements

¢ able to be outdoors in all weather

e able to move quickly to keep up with and monitor children’s safety
e able to see and hear children from a distance

¢ able to lift small children

This job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required
of the employee. KCLC is an EEO employer. This is a full-time, salaried, exempt position, paying a competitive wage depending on
experience. Interested individuals should submit a letter of interest to Jerome@kclcmontessori.org or to Keres Children’s Learning
Center, PO Box 113, Cochiti Pueblo, NM, 87072; (505) 465-2185. Position posted until filled.



