
Administrative Director job posting 8-2019 

 

Waldorf School of Palm Beach is seeking an Administrative Director to provide leadership, 
management and support for the mission and next phase of growth for the school. The 
Administrative Director works in collaboration with faculty and the board of trustees and 
oversees the following areas: 
 
1. Finance and Accounting: Assisting in the preparation of the annual budget, overseeing 
cash-flow and financial procedures and monthly reporting. 
2. Health, Safety and Security: Reviews and ensures compliance, 
3. Human Resources Policies and Procedures: Manage legal and professional requirements 
during the hiring process, maintain personnel files and support faculty in recruitment. 
4. Buildings and Grounds Managing: Oversee the maintenance and upkeep of the EC and 
Grades buildings. 
5. Tuition Assistance Program: Researches possible scholarship opportunities for the school 
and is a member of the committee that assists with the Tuition Assistance Program. 
6. Administrative Staff: Leads a 2-person team (Administrative Assistant and Business 
Manager) including hiring, training, distributing workload, and annual evaluations. 
7. Enrollment: Works with the Admissions and Enrollment Coordinator to facilitate tours, meets 
new families and expands our school’s enrollment. 
8. Legal and Regulatory: Ensures Federal, State, local governing authorities and 
education-affiliation compliance. 
9. Board of Trustees and Executive Committee: Attends all board of trustees and executive 
committee meetings as the administration representative. 
 
Qualities and Skills required: 
- Bachelor’s degree and Waldorf setting experience (required) 
- Understanding and belief in the guiding principles of Waldorf Education 
- Ability to work collaboratively with the different bodies of the school 
- Understanding of organizational development 
- Excellent interpersonal and communication skills 
- Ability to be responsive and thorough in conflict resolution 
- Motivated, ethical and responsible 
 
Our School and Community: 
The Waldorf School of Palm Beach currently offers Pre-K to Grade 8 education for 
approximately 90 students. The school is an associate AWSNA member working towards full 
accreditation. Our wonderful faculty works closely with a very dedicated Board of Trustees and 
committed parent community. Our school is located in the beautiful city of Boca Raton, ranked 
as the second best town to live in Florida. Boca Raton is Florida beach living with a rapidly 
growing economy, abundant public parks and spaces, a vibrant art and music culture, local 
farmer’s markets and great neighborhoods. 
 
The Administrator Director reports directly to the Board of Trustees. This is a full-time salary 



position, with full benefits and tuition remission. Please submit your resume 
to info@waldorfschoolpalmbeach.org. 
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