
Assistant Head of School
Job Description

Reports to: Head of School
(HOS); serves as interim HOS
and reports to the board of
directors in the absence of
HOS.

Education: Bachelor’s Degree or higher.
Experience: Minimum 5 years of classroom or
administrative experience in an academic setting. Broad
knowledge of classical, Christian education required.
Leadership experience preferred.
Disposition: Outgoing and collaborative, �exible and
willing to learn. Life-long learner, invested in the success of
classical, Christian education (CCE) world-wide.

Primary Role: As a senior
member of the administrative
team, the Assistant Head of
School (AHOS) serves as a liaison
to the HOS, supports the HOS in
daily tasks and long-term projects,
provides collaborative input, and
completes tasks as assigned.

Position Summary: The AHOS is a leadership position, reaching across all levels of the school, all curricula disciplines, and all
programmatic o�erings. This position works in partnership with the HOS and various constituent groups within the school, in
mentoring and upholding teachers, supporting students’ academic well-being and success, and serving as a resource for parents.
The AHOS is a new role at New Covenant Christian School (NCCS), and can be adjusted to �t the experience of the candidate.

Principal Responsibilities:
● Works closely with the HOS and takes on his day-to-day responsibilities, as necessary.
● Is a vibrant part of the daily life of the school, and assists in the execution of regular presentations and events (including

some early mornings,  evenings, and Saturdays).
● Contributes to the success and execution of the NCCS 5-year Strategic Plan (2023-2028), helping the HOS to coordinate

key strategic objectives.

Competencies: The ideal candidate:
● Visibly loves Christ and students.
● Understands  the practical outworkings of CCE in daily life.
● Is warm and collaborative in nature, is �exible, is a consensus

builder, and has a sense of humor.
● Has excellent communication and technology skills, including

outstanding writing, grammar, and public speaking skills.
● Can support faculty in their instruction of Reformed theology.
● Shows a deep commitment to the regular evaluation of

curriculum and faculty growth and accountability.

Specialized Skills and Knowledge:
● Ability to perform multiple concurrent tasks and

functions in a fast-paced environment
● Occasional service as o�ce support, including as a

Medication Technician in the absence of o�ce sta�
(training provided)

● Ability to run reports in RenWeb/FACTS SIS and
analyze data to summarize �ndings and make
recommendations

● High level of �uency with Google Suite products
● Experience in IT or fundraising a plus

School Description: NCCS is a growing classical, Christian school founded in 1999 with a K-12 student body. With a faculty of
very experienced classical educators and a strong community of supportive parents and involved church members, NCCS is poised
to add many elements to its program in the coming years, including expanded extracurricular and social opportunities in the Upper
School, and to pursue ACCS Accreditation. With a motivated board of directors and a strong �nancial footing, NCCS is ready to
grow. Applicants who proceed to a second interview should be prepared to read the updated NCCS 5-year Strategic Plan
(2023-2028) and discuss how he/she can contribute to the execution of that plan.


