
Moses Brown School 
 
Title:   Administrative Assistant to the Head of the Middle School 
 
Reports to: Head of Middle School 
 

Moses Brown is a 236-year old co-educational independent day school enrolling 750 students in nursery 
through twelfth grade. A Friends school, MB exists to inspire children to reach their full intellectual and 
spiritual potential. We engage students in a rich academic curriculum, a broad offering of arts and 
athletics, and a daily life rooted in the Quaker values of community, equality, and service. We affirm the 
Quaker belief that there is an inner light in each person that is worthy of dignity and respect. We 
consider simplicity, integrity, group wisdom, and respect for differences to be paramount in helping 
students of all faiths and backgrounds discover their identity and mission in the world. In its hiring 
practices, Moses Brown does not discriminate, and seeks to maximize the diversity of the school, in 
terms of class, gender, ethnicity, race, religion, sexual orientation, abilities/disabilities, and language. 
 
Primary Objective: Serve as the support person for the Head of Middle School. This position supports 
middle school program and works closely with faculty, students, parents, and other administrative 
offices, including admissions, communications, athletics, and upper and lower divisions. 
 
Scope of the Job: Carry out the described duties in the job description with little supervision. Work 
closely with the Head of Middle School to perform tasks essential to the day-to-day operations of middle 
school. Additional special projects may also be assigned. Maintain Head of Middle School’s calendar, and 
communicate middle school yearly calendar, prepare correspondence and mailings, manage 
administrative files and all student records, arrange campus meetings and events for middle school. 
Primarily responsible for fielding phone calls from middle school parents and maintaining a welcoming, 
reassuring tone. Will interface daily with 170 middle school students, 25 faculty members, staff, 
administrators and all middle school parents.  
 
Skills, Experiences, and Competency Requirements: 
 
Bachelor’s degree is required. 
2-4 years of experience in an educational or analogous setting is preferred but not required. 
Excellent organizational and communication skills; strong writing skills; ability to take initiative and 
problem solve; excellent cultural competency and interpersonal skills; strong abilities in Microsoft suite 
(Word, Excel, PowerPoint, Outlook); knowledgeable about Google platforms and data management 
systems (Blackbaud) preferred; ability to manage busy schedule with frequent interruptions; AND an 
appreciation of middle school age children. 
 
To apply: Please submit a resume, statement of interest, and the names of three references to – 
jobs@mosesbrown.org. Please indicate the position, “MS Assistant”, in the subject line of the email. 
Once we have reviewed applications, we will be in touch with select candidates to arrange for 
interviews. 
 
Duties of Administrative Assistant to the Head of Middle School 
 

• Be a warm and welcoming presence for all who interact with the middle school office.   



 
• Perform and manage administrative responsibilities for the Head of Middle School; field phone 

calls and emails, including daily attendance calls, and interact with students, faculty, and parents 
on behalf of the middle school, assist with special projects as needed. 

 
• Help the Head of Middle School anticipate events, plan ahead, and use their time efficiently. 

 
• Create, organize, and maintain MS Head’s calendar, schedule appointments and coordinate 

meetings with internal and external constituents. 
 

• Maintain middle school office’s paper and electronic general files and manage all student 
records.  

 
• Gather, organize and write information in preparation for middle school’s weekly faculty notes 

and Daily Information Bulletin. 
 

• Assist in the preparation of all middle school correspondence, letters, and website 
communications. 

 
• Assist faculty and parents in submitting work orders for middle school events. 

 
• Prepare and process check requests and invoices for the Business Office. Track expenses and 

prepare reports for use of Professional Development expenditures. 
 

• Help to coordinate opening of school orientation events, middle school admissions events, and 
closing of school activities. 

 
• Create report cards, comment writing forms in Blackbaud, and assist in maintaining accurate 

student schedules and class list on MyMB.   
 

• Troubleshoot issues with students, faculty, and parents. 
 

 
 


