
 
 
Inspired by Waldorf Education, our early childhood through 8th grade school is a budding 
initiative on the North Shore of Lake Superior in Duluth, Minnesota, which was recently 
named Outdoor Magazine’s “best town in America.” 
 

Spirit of the Lake Community School  
Seeking a School Administrator  

We seek a full-time Administrator for the 2019-2020 school year. We offer full tuition 
remission with this position for dependent children in grades K-8. Applicants should email 
a letter of application, resume, and three references by 7.19.19 to discover@slcsduluth.org.  
 

Mission Values Vision 

To honor and 
educate the whole 
child by equally 
engaging body, mind, 
emotion, and spirit. 
  

● Holistic education 
● Inclusive community 
● Social responsibility 
● Spirit of love 

A thriving center for holistic 
and healing education for 
children and families of 
greater Duluth including land, 
place-based and social 
renewal considerations.  

 
Spirit of the Lake Community School is seeking a dynamic individual to 
collaboratively lead our school into the next phase of development at our recently 
purchased site. We are looking for a positive, passionate, energetic leader who is friendly, 
warm and welcoming, and able to relate well to staff, students, and parents. We welcome 
candidates who bring enthusiasm for working in and growing a young school. This position 
is offered as either a full-time or .75 FTE for the 2019-2020 school year, based on the 
preferences of the selected candidate . Starting salary is $26,000 for a full-time position; 
$19,500 for .75 FTE. Full tuition remission for dependent children in grades K - 8 is 
included. Our intention is to increase salary and include benefits in coming years as our 
school grows and flourishes.  
 
In a Waldorf school governance model, the Administrator does not make decisions in 
the same way as more traditional institutions; rather they direct the flow of 
communication between Administration, Faculty and Board. The Administrator works in 
collaboration with the Board and Faculty to carry out decisions and standing policies while 
serving the needs of students, parents and community. Each layer strives to maintain its 
integrity while working harmoniously with the others.  
 
Our five lead teachers are Waldorf-trained or in-training. As we grow, we aspire to 
become AWSNA accredited and to offer an even fuller Waldorf curriculum for early 
childhood and all eight grades. Central to the mission and function of our school is caring 
for and educating the children using a Waldorf education approach. Unique to the 
governance of Waldorf schools is the intention and practice of involving teachers not only 
in the classroom, but also in the administration, organization, finances, development, and 
governance of the school.  
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DESIRED QUALITIES  
Our ideal candidate will be enthusiastic, and eager to collaborate with faculty, board and 
parents to support the day-to-day functions of the school, and hold a working knowledge of 
non-profit and private school laws, as well as budget development and management. 
Additionally, enthusiasm for working in a young school, and a passion for engaging the 
community is a must to help grow our school.  
 
DEGREE/EXPERIENCE AND AREA OF SPECIALIZATION 
Bachelor’s Degree, preferably in a related field. At least two years’ experience in education, 
childcare, or related non-profit administration.  Preference for- or a working knowledge of 
- the Waldorf Education Model or a strong interest in learning this model. Experience 
managing effective and clear communications in an organizational setting, and working in a 
leadership position with a service-oriented organization preferred.  
 
MAIN ADMINISTRATIVE FUNCTIONS  
Administrator works collaboratively with Faculty and Board to prioritize functions based on 
school calendar and emerging needs.  
Daily Operations, Communications & Professionalism, Outreach, Marketing & Public 
Relations, Financial Responsibilities, Compliance, Governance Support,  Enrollment, 
Student Records, Facilities Management, and Reception 
 
PRINCIPLE RESPONSIBILITIES 
 

● Administer, delegate, and monitor daily, weekly and monthly tasks required to 
ensure a healthy school 

● Maintain clear and supportive communication with faculty, board, and committees 
as needed and attend faculty meetings as requested 

● Contribute to the sustainability and ongoing success of Spirit of the Lake Community 
School 

● Provide oversight and tracking of annual budget in conjunction with the Finance 
Committee and Board 

● Maintain database of student information 
● Receive employment inquiries, set up interviews, tours, and trainings 
● Ensure compliance with state, insurance, and district regulations 
● Act as Administrative Representative at Board meetings 
● Incorporate Waldorf Administrative Practices 
● Collect and monitor tuition payments, follow up on contracts and school policies, 

field parent questions 
● Ensure high standard of ethics by providing for child and family confidentiality 
● Maintain clear and supportive internal and external electronic communication 
● Receive enrollment inquiries and set up initial interviews, tours and meetings; 

complete enrollment and re-enrollment process; attend enrollment-related events 
as required and needed 
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● Work with Community Development Director and faculty in 
concept design and implementation of key print and electronic communication 
pieces including annual report, banners, posters, etc. 

● Create annual report in collaboration with faculty and Community Development 
Director 

● Provide regular reporting that supports decision making by the Board of Directors 
and committees 

● Work with Board, Community Development Director, and Finance Committee to 
develop and implement annual and long-range goals and priorities 

● Handle bank deposits, code income and expenses using SLCS chart of accounts 
 
 
SPECIAL KNOWLEDGE AND SKILLS 

● Positive, proactive and fair communication and interpersonal skills 
● Knowledge of Waldorf school management, AWSNA Effective Practices, MN Private 

School Regulations preferred 
● Ability to attend to daily details that lead to the healthy functioning of the school 
● Ability to effectively delegate tasks and work collaboratively with faculty and 

volunteers 
● Flexibility and adaptability in meeting the needs of school families 
● Commitment to personal and professional self-development 
● Acceptance of and ability to work with cultural, racial, religious, affectional and 

economic differences between people 
● Working knowledge of budget development and monitoring 
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