
Academic Coordinator
The GreenMount School, Baltimore, MD

What Makes The GreenMount School (GMS) Different?
We are a community of educators who work together to provide a creative education for grades K through
8 – emphasizing multicultural, cooperative, and experiential learning, supported by strong family
participation.

We are a community of parents who fully engage in a system of work-sharing, in-kind contribution, and
community building. The Parent CO-OP expands opportunities for family involvement and provides a
rich array of resources and services for the students and school. Each parent contractually agrees to 30
hours of service to the school per year.

We are a community of confident learners where children gain confidence in their abilities when given the
space and time to learn and the encouragement to succeed. Students learn through a creative,
multicultural, community-based, thematic curricula.

Our Philosophy
Education is more than schoolwork. Learning becomes more meaningful for children when they can
connect their in-school and out-of-school experiences through a theme-based approach. GMS seeks to
help students join in the life of the community through field trips, service learning, apprenticeships, and
visiting artists and experts surrounding three, faculty-driven themes each year. Our students become
confident and contributing community members through the work of outstanding teachers.

Who We Are Looking For:
We are looking for an educator who is smart, passionate, and entrepreneurial. The best candidates are
those individuals who believe that shared leadership amongst teachers, parents, and students is essential to
creating a meaningful learning community. We want an educator who can develop an emergent
curriculum that encourages academic rigor AND invites the natural chaos that comes with student-driven
creativity. It is essential that candidates inspire a love for learning and are proactive in collaborating with
others. Additionally, we are looking for reflective practitioners who embrace a culture of revision, not just
for students, but for staff and themselves.

Our Mission
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The Academic Coordinator reports directly to the Head of School. This person has comprehensive
responsibility for all activities involving students and faculty throughout the School.

The specific responsibilities include the following:
General

● To maintain congruency between the School's board-approved mission statement and all activities
of each division (Lower, Intermediate, and Middle School).

● Setting a positive and professional tone in the School and work with the Head of School to
develop goals and a strategic vision for each division

● To act as an educational leader of the School.
● To supervise the programmatic and academic operations of the School in the Head of School's

absence.
● To be a visible presence in all areas of the School; to work toward a resolution of problems as

they arise; to keep the Head of School informed of the general programs, activities, and problems
of the School.

Student
● To serve on the Admissions Committee and assist in the interviewing and evaluating of applicant

students.
● To encourage, guide, and counsel all students and their parents. To provide for the academic

guidance of students; to develop a protocol and in which complete academic records are
maintained for all students; to oversee the grading and the reporting of standards and methods
used by teachers in measuring student achievement.

Staff
● To direct the activities of the School's instructional staff.
● To observe, supervise, and help evaluate the faculty in the development and implementation of

curriculum; to supervise the teaching process, and to review and evaluate the academic programs.
● To make recommendations to the Head of School regarding the hiring and retention, and the

assignment of faculty.
● To establish programs for the orientation of new teachers, for in-service training of all teachers,

and for the evaluation of classroom teachers, to ensure that teachers are familiar with and adhere
to School policies in all areas of the School operation.

● To serve as a consultant to teachers in matters of classroom management, teaching methods, and
general School procedures.

● To oversee the professional development budget and activities for teaching staff
● To collaborate with classroom teachers, maintaining open and timely communication with

parents.
● To lead collaboration with staff in developing school-wide scheduling
● To plan and assist with division-level meetings.
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Required Qualifications:
The ideal candidate will be warm, energetic, and articulate, with an entrepreneurial work ethic.

● Three-five years of teaching experience in independent schools preferred
● Knowledge and practice of progressive pedagogy preferred
● Leadership experience in a school setting
● Outstanding communication and organizational skills
● Project Management and Volunteer Management skills
● Willingness to work hard and as part of a team for a common goal
● Genuine interest in serving The GreenMount School to help it be the best it can be

Working Conditions:
Working conditions include sitting, standing for long periods of time, walking and light to moderate
lifting. Light to moderate construction as well as the ability to drive and pick up supplies needed for
repairs.

Hours and Salary:
This position is a 12-month position, beginning July 1, 2021. Hours include some evenings and
weekends. The salary range is comparable with small independent schools and negotiable depending on
experience.

Application Process:
1. Complete the Employment Application listed on the school website.
2. Send the completed Employment Applications along with a letter of interest, resume, and

references (letters of recommendation or contact information for references) by email. Please
email inquiries with the subject line, “Academic Coordinator” to:

Human Resources
The GreenMount School
hr@greenmountschool.org

Please visit our website at www.greenmountschool.org to learn more about our school and educational
program.

The GreenMount School is an Equal Opportunity Employer and welcomes applications from qualified candidates regardless of
age, race, color, sex/gender, national origin, citizenship status, religion, disability, sexual orientation, or any other protected
status in accordance with the requirements of all federal, state, and local laws.
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